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Rosenberg’s Rules of Order: o
Simple Parliamentary
Procedures for the 21st Century

LDt

by Dave Rosenberg
he xules of procedure at meerings framework for the ordedy conduce rules, because the chaiy, for all Intents ’f
¢, should be simple enough formost of meetings. ) and purposes, makes the final rling on i
people to undesstand. Unfortunately, 2. Rules should be clear. Simple mles the roles. In facr, all decisions by the
that hasn't always been the case. Vir- ) lead 10 wid : dingP d chair are final unless overruled by the
ally all clubs, associations, boards, coun- £ac o wder u(x; e ral = governing body itself. -
cils and bodies follow a set of nules, PArtiCipation. LOMmpIEx s create . . :
Roberts Rules of Order. vohich > wo classes: those who undesstand. Becanse the chair conducts the meeting, 3
b d?TdI' ;{u; t’ ¥ 1 a:];: ﬂg and participate 2nd those who do it is common courtesy for the chair o .
V? e_ o2 s I L]:lu cou;gsex °© not fully understand and do not take a less active role than other mem-
ixtuilly 0o one T kenow has actually fully participate. bexs of the body in debates and discus-
read this book cover to cover. !

sions. This does nor mean that the chair

3. Rules should be user-friendly: That chould not pardicipate in the debate or

Worse yet, the book was written for

ther G is, the roles must be stmple cnough . . . ] : :
another time and puxpose. I you are that itizens foel they bave been able discussion. On the contrary; s 2 mem- 5 ,oF
running the Brtish Padiament, Roberzs t0 participate in the process bex of the body; the chaix has full rights , i i
Rules of Order s a dandy and quite use- © participate 1 The process. to participate in debates, discussions ;
ful handbook. On the other hand, if 4. Rules shonld enforce the will of and decision-maling. The chair should, f
>, you'Ie running a meeting of a five- the majority while protecting the however, stive to be the last to spealc at
member body with 2 few members of rights of the minority. The ultimate the discussion and debate stage, and
the public in attendance, a simplified. purpose of the rules of procedure is should not make or second a motion.
version of the mles of padiamentary to encourage discussion 2nd to facili- unless he or she is convineed that no
procedure 35 in order. Hence, the birth tate decision-maling by the body: In other member of the body will do so.
of “Rosenberg’s Rules of Order.” a democracy, the majority rales. The :
. o rules must enable the majodty to The Basic Format for an i
Lhis publicasion covers dhe rules of express itself and fashion a result, Agenda lfem Discussion

pasliamentary procedure based on my

rhi ermit inorl als
20 years of experience chairing meetings while penmiting the minoity 10 2lso

express itself (but not dominate) and.

Formal meetings normally have a writren,

in state and Jocal government. These .. published agenda; informal meetings .
rules have been simplified and slimmed fully participate in the process. ) may have only an oral or nnderstood 5
down for 21st century meetings, yet . agenda. In either case, the meeting is i
-they retin the basic renets of order o The Chalrpers?n Sh.ould T?ke a governed by the agenda and the agenda
which we are accustomed. Back Seat During Discussions ~ constitutes the body’s agreed-upon road
oy s - ‘While all membess of the goveming - map for the meeting And each agenda
ROSTE&F%; l}uﬁx o.f S;dﬁ e S?{T . body should know and understand the item can be handled by the chair in the
ported by the following four principics: rules of padiamentary procedure, it is following basic formar.
1. Rules should establish orcFer. ':Fhe r_h'c chzirpe'rson (chaix) who is charged First, the chair should clearly announce
furst purpose of the rules of padiz- with applying the rules of conduet. .
dure is to establish The chair should be well vemed in those. - g item nuzmber and should
mentary procedure is 10 es a e sho well versed in dleasly state what the subject i. The
chair should then announce the formar
that will be followed.
There are exceptions to the general rule of free Second, following that agenda format,
and open debate on motions. The exceptions all the chai should favite the appropriate
i ) : people to report on the item, including
- apply when there is a desire to move on. any recommendation they might have.
. The appropriate person may be the

chair, 2 member of the governing body,
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a staff person, ora committee chair
charged with providing information -
about the agenda item.

Thicd, e chair shonfd agk miertbers’
of the body if they have any technical
questions for darification. At this point,
members of the gaveming body may ask
claxifying questions to the people who
reported o the item, and they should
be given dme to tespond-

Foucth, the chair should invite public
comunents of, if appropriate ata formal
meeting, open the meeting to public
input. If numerous members of the pub-
Tic indicate a desire to speak to the sub-
ject, the chair may limit the time of each
public speaker. At the conclusion of the
public comrmaents, the chair should apn-
onnce that public input has concluded
(or that the poblic hearing, as the case
may be, is closed).

Fifth, the chair shonld invite 2 motion
from the governing body members. The
chair should annomnce the name of the
member who makes the motion.

Sixth, the chair should determine if any
member of the hody wishes to second
the motion. The chair should announce
thie pame of the member who seconds
the motion. It is normally good practice
for a motion to require 2 second before
proceeding with it, to enswre that it is
not just one member of the body who
is interested in = partcular approach.
However, a second is not an absolute
requirernent, and the chair can proceed
with consideration and a vote on the
modon even when thexe is no second.
This is a matter left to the discretion
of the chaix

Seventh, if the motion is made and sec-
onded, the chair should make sure every-
one understands the motion. This is
done in one of three ways:

1. The chair can ask the maker of the

motion to repeat ity
2. The chair can repeat the motion; or

3. The chair can ask the secretary
or the derk of the body to repeat

the moton.

Leaguea of Californfa Gities

Eighth, the chair should now nvire dis-
cussion of the motion by the members
of the governing body. I there is no
desired discussion or the discossion fras
ended, the chair should announce that
the body will vote on the motion. IE
there has been no discussion or 2 very
brief discussion, the vote should proceed.
immedsately; and there is no need o re-
peat the motion. If there has been sub-
stantial discussion, it is normally best to
malre sure everyone understands the
motion by repeating it

Motions are made in a simple two-step
process. Fixst, the chalr recogaizes the
member Second, the member makes a
motion by preceding the members

* desited approach with the words: T

move ...” A typical motion might be:
“I move that we give 10 days’ notice in
the future for all our meetings.”

The chair usually iniriates the motion by:
1. Inviting the members to make a

motion: “A motion at this time
would be in order”

Debate on policy is healthy; debate on personalities
is not. The chair has the right to cut off discussion
that is too personal, too loud or foo crude.

Ninth, the chair takes a vote. Simply
asking for the “ayes” and then the “pays”
is normally sufficient. If members of the
body do not votc, then they “abstain.”
Unless the niles of the body provide
otherwise or unless a super-majority is
required (as delineared later in these
rules), 2. simple majority determines
whether the motion passes or is defeated.

Tenth, the chair should announce the
result of the vote and should announce
what action (if any) the body has mken.
In announding the result, the chair
should indicate the names of the mem-
bexs, if any, who voted in the minonity
on the motion. This aonouncement
right rake the following form: “The
motion passes by a vote of 3-2, with
Smith and Jones dissenting. We have
passed the motion requiring 10 days’
notice for all foture meetings of this
governing body.”

Motions in General

Motions are the vehides for decision-
making. It is usually best to have 2 moc-
jon before the governing body prier o
discussing an agenda itern, 1o help every-
one focus on the motion before them.

MEMNO. ) _pase

2. Suggesting a motion to the members:
“A motion would be in order that we
give 10-days’ notice in the fature for
all our meetings.”

3. Making the motion.

As noted, the chair bas every dght asa
member of the body to make a motion,
but normally should do so only if he or

- she wishes a motion to be made but no

other member seems willing to do so.

The Three Basic Mofions
Three motions are the most common:

1. The basic motion. The basic motion
is the one that puss forward a deci-
sion for consideration. A bagic mot-
jon might be: “T move thar we create
a fve-member committee to plan
and pur on our annual fundraiser.”

2. The motion to amend. If a member
wants to change a basic motion thar
is under discussion, he or she would
move to amend it. A motion o
amend might be: “I move thar we
arnend the motion to have a 10-
member committee.” A motion to
amend takes the basic motion that is
before the body and seeks o change

it In some way:




3. The sabstitute motion. If 2 member
wants to commpletely do away with
the basic moton wnder discussion
and put 2 new motion before the

- -governing; body; he or she would . . -

“move a substiture motion.” A substi-
tute motion. might be: I move a sub-
stiture motion. that we cancel the
znnnal fundraiser this year.”
Motions to amend and substitute mo-
tions are often confused. Bur dhey are
quite different, and so is their effect,
if passed.
A motion to arnend seeks to retain the
basic medon on the floos, but to modify
it in some way.

A substitute motion seeks to throw out
the basic motion on the floor and substd-
tute 2 new and different motion for it.

The decision as 1o whether a moton is

really a motion to amend or a substitute

motion is left to the chair. So thatifa

member makes what that member calls a

motion to amend, but the chair deter-

mines it is really a substitute motion, the
% chair’s designation governs.

When Nultiple Motions Are Before
The Governing Body

Up to three motiops may be on the floor
simultaneously. The chaix may rejecta
fourth motion until the three that are on
the floor have been resolved.

‘When two or three motions are on the
floor (after motions and seconds) at
the same time, the frt vote should be
on the Jz motion made. So, for exam-
ple, assume the first motion is a basic:
“motion to have 4 five-member commit-
tee to plan and put on our annual fund-
raiser” During the discussion of this
motion, 2 member might make a second
rmotion to “amend the main motion to
have 2 10-member committes, nota
five-member commirtee, to plan and
put on our annual fandraiser.” And per-
haps, during that discussion, a member
makes yet a third motion as a “substituie
moton that we not have an annual
fundraiser this year.” The proper proce-
. dure would be as follows.

Rosenberg’ Rules of Order= Simple Parligmenitary Procedure for the 215t Century

First, the chair would deal with the
third (the last) motion on the floog the
substitnte mortion. After discussion and
debate, 2 vote would be taken first on

. the third motion. If the substitute .

motion passes, it would be 4 substinire
for the basic motion and would elimi-
nate it. The first motion would be moot,
as would the second motion (which
sought to amend the fixst motion), and
the action on the agenda item would be
complete. No vote would be taken on

"the first or second. motions. Ox the

other hand, if the substitute motion (the
third motion) failed, the chair would
proceed to consideration of the second
(now the last) motion on the foor, the
motion to amend.

If the substitute motion failed, the
chair would then deal with the sccond
(now the last) motion on. the floor,

the motion to amend. The discossion
and debate would focus stricdy on the
amendment (should the committee be
five or 10 members). If the motion to
amend pased, the chair would now
move to consider the main motion (the
fizst motion) ss amended. If the morion
to amend failed, the chair would now
mave to consider the main motion

(the first metion) in its original format,

not amended.

To Debate or Nof to Debate

The basic rule of motions is that they
are subject to discussion and debate.
Accordingly, basic motions, motions to

~amend,; and substitute motionsare all - -

eligible, cach in thefr tum, for full dis-
cussion before and by the body. The
debate can continue 1s long as members
of the body wish to discuss an iter, sub-
ject to the dedision of the chair dhat it is
fime ta move on and fake action.

‘There are exceptions to the general rule
of frec and open debate on motons. The
exceptions all apply when there is 2
desire of the body to move on. The fol-
lowing motions are 707 debarable (that
is, when. the following motions are made
and seconded, the chair must immedi-
ately call for a vote of the body without
debate on the motion):

A motion to adjourn. This motion, if
passed, requires the body to immediarely
adjourn to its next regulady scheduled
meeting. This motion requires a stmple
majonty vote.

A motion fo recess. This motion, if
passed, requires the body to immediarely
take 2 recess. Normally, the chair detec-
mines the length of the recess, which
may range from 2 few minutes to an
hour. It requires a simple majority vote.

The challenge for anyone chairing a public meet-
ing is to accommodate public input in a timely
and time-sensitive way, while maintaining steady
progress through the agenda items.

" Thicd, the chair would now deal with

the first motion thar was placed on the
floor. The original motion would either
be in its original format {Gve-member
committee) or, if amended, would be in
irs amended formar (10-member com-
mittec). And the question on the floor
for discussion and decision would be
whether a commitree should plan and
put on the annual fundraiser.

A motion to fix the time to adjowmm.
‘This motion, if passed, requires the body
to adjourn the meering ar the specific
time st in the motion. For cxample, the
motion might be: “I move we adjourn.
this meeting at midnight.” Tt requires 2
simple majornty vote.

A motion to table. This motion, if
passed, requires discussion of the agenda
item to be halted and the agenda item o

www.cacities.org
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™ be placed on “hold.” The morion may

K contain 2 specific time in which e

item cm come back to the body: “T
. .move we table this item el our regu-
lar mecting in October.” Or the motion
may contain no specific time for the
return of the item, in which casea
motion to take the irem off the table
and bring it back ro the body will have
to be taken at 2 futire meeting. A.
motion to table an item (or to bring it
back 1o the body) requires a simple

majosity vote.

A motion to Jimit debate. The most
common form of this motion is ta say:
“f move the previous question” ox “T
move the question” or “I call for the
question.” When 2 member of the body
makes such a motion, the member is
really saying: “T've had enough debate.
Let's geton with the vote™ When such
2 moton s made, the chair should ask
for a second to the rmotion, stop debare,
and vote on the motion to limit debate.
‘The motion to limit debate requiresa
twwo-thirds vote of the body: Note that a
fnotion to limit debate could includea
time Jimit. For example: “T move we
Ymir debate oa this agenda item to

15 minutes.” Even. in this format, the

the motion fails. If one member is ab-
sent and the vote is 3-3, the motion
still fails.

All motions require a simple majoricy;- - -
but there are a few exceptions. The
exceptions occur when the body is
taking an action that effectively cuts
off the ability of 2 minoriry of the body
to take an action or discuss an ftem-
Thesc extraprdinary motions require
two-thirds majority {a super-majority)

to sts‘:

Motion to limit debate. Whether a
metber says, “I mave the previous
quesdon,” “T move the question,” “1

call for the question” or “I move to limit
debate,” it all amounts to an artempt to
cut off the ability of the minority to dis-
cuss an item, and it requires a two-thirds
vote to pass.

Motion to close nominations. When
choosing officers of the body; such as the
chair, nominations are in order either
from a nominating committee or from
the floor of the body. A metion to dose
nominations effectively curs off the fght
of the minority to nominate officers,
and it requires a two-thirds vote

to pass.

If you are running the British Parliament,
Robert’s Rules of Order is a dandy and quite

useful handbook.

motion to limit debare fequires a two-
thirds vote of the body. A similar mot-
ion is a meotion t object to consideration
of an-item. This motion is not debamable,
and if passed, preclndes the body from
even considering an item on the agenda
Tt 2lso requiires 2 two-thirds vote.

Wajority and Super-Majority Votes

In a democracy, decisions are made with
a simple majority vote. A tie vote means
the rmotion fils. So in a seven-member

body; a vote of 43 passes the motion. A

vote of 3-3 with one abstenton means

Leagua of California CGities

Motion to object to the consideration
of a question. Normnally, such a motion
is unpecessary, because the objectionable
itern can be tabled or defeated straight
up, However, when members of a body
do not even want an irem on the agenda
to be considered, then such 2 motion

is in order Itis not debamable, and ir
requires a tewo-thirds vote to pass.

Maotion to suspend the moles. This
motion is debatable, bur requires a two-
thirds vote to pass. If the body bas its
own rmles of order, conduct ox proce-

dure, this motion allows the body to sus-

o
&

pead the males for a particular pupose.

For example, the body (a private club)

might have 2 rule prohibiting the atwen-

dance ar mectings by non~club mem-

‘bers. A motion to suspend dhe rules ™ © 0 T
would be in order to allow 2 non-club

member to atrend a meeting of the dub

on a particular date or on a particular

agenda item.

The Motion fo Reconsider

‘There is a special and unique motion
that requires a bit of explanation all by
itself: the motion to reconsider. A tenet
of pariementary procedure Is finality.
Affer vigorous discussion, debate and

a vote, there must be some closure to
ihe issue. And so, after a vote is taken,
the matter is deemed closed, subject
only to reopening if a proper motion
to reconsider is made.

A motion to reconsider requires 2
majority vote t pass, but there are
two special rules that apply only 1o

the moton 1 reconsider.

First is the matter of timing. A motion
to reconsider must be made ar the meer-
ing where the item was first voted upon
or ar the very next meeting of the body:
A mption to reconsider made ar a Jater
fime is untimely. (The body, however,
can always vote to suspend the rules
and, by a two-thixds majority; allow a
motion to reconsider to be made at
another tine)

Second, 2 motion ta reconsider may be
made only by certain members of the
body. Accordingly; 2 motion to recon-

- sider moay be made only by 2 member

who voted in the majority on the oxigi-
nal motion. If such a member has a
change of heart, he or she may make the
motion to reconsider (any other mem-
ber of the body may second the motion).
If 2 member who voted #z the minority
seeks to malke the motion 1o reconsider,
ft must be ruled out of order. The pur-
pose of this rule is finality. 2 member
of the minority could make 2 motion to
reconsider, then the item could be
brought back to the body again and
again, which would defear the purpose
of finality: ’




If the motion to reconsider passes, then

¢4 the original matter is back before the
body; and 2 new original motion is in.

order The marter may be discussed and

debated as if it were-on the floor for.the .

first fime.

Courfesy and Decorum

The rules of oxder are meant to create
an atmosphere where the members of
the body and the membexs of the public
can attend to business efficiendy; fairdy
and with full partidpartion. And at the
same time, it is up o the chair and the
mernbers of the body to maintain com-
mon courtesy and decorum. Unless the
setting Is very informal, it is always best
for only one person at a time to have
the floor, and it is always best for every

Rosenbergs Rules of Order: Simple Parlimmentary Procedure for the 21 Century

It is usually best to have a motion before the gov-

_erning body prior to discussing an agenda itern,

to help everyone focus.
lege relate to anything that would inter- Withdraw a motion. Duzing debare
fere with the normal comfort of the and discussion of 4 motion, the malker

meeting. For example, the room may
be too hot or too cold, oxra blowing
fan might interfere with « person’s
ability to heax

Order. The proper interruption wonld
be: “Point of order” Again, the chaic
would ask the intequpter to “state your
point.” Appropriate points of axder

Motions to amend aud substitute motions are
often confused. But they are quite djﬁferent and

so is their effect, if passed.

speaker to be first recognized by the
chair before proceeding to speale.

The chaix should always ensure that
debate and discussion of an agenda item
focus on the item and the policy in ques-
tion, not on, the personalities of the
members of the body: Debare on policy
is healthy; debate on personalities is noe.
The chair has the right to cut off discus-
sion that is too Pt:rsonzl too loud or
oo cude.

Debarte and discussion should be fo-
cused, but free and open. In the inrerest
of time, the chair may; however, limit
the time allotted to speakers, including
members of the body. Can 2 member of
the body interrupt the speaker? The
general mle is no. There are, howeves,
exceptions. A speaker may be Intermpt-
ed for the following reasons:
Ptivilege. The proper intermption.
would be: “Point of privilege.” The chair
. would then ask the interrupter to “state
your point.” Appropriate points of privi-

relare 1o anyrhing that wonld not be
constdered appropriate conduct of the
meeting; for example, if the chair moved
on. to a vote on a motion that permits
debate withour allowing that discussion
or debate.

Appeal. If the chair makes 2 mling that
a member of the body disagrees with,
that member may appeal the ruling of
the chair. If the motion. is seconded and
after debare, i it passes by a simple
majority vote, then the ruling of the
chair is decmed seversed.

Call for ordexs of the day: This is stm-
ply another way of saying, “Let’s rebumn
to the agenda.” If 2 member believes char
the body has drified from the agreed-
upon agenda, such a call may be made.
It does not require a vote, and when the
chair discovers thar the agenda has not
been followed, the chair simply reminds
the body to return to the agenda frem
propedly before them. If the chair fils
o do so, the chair’s determination. may
be appealed.

of the motion on the floos, at any time,
may intermipt a speaker to withdraw
his or her motion from the foor. The
motion is immediately deemed with-
drawx, although the chafr may ask the
pesson who seconded the motion if

he or she wishes to make the motion,
and any other member may make the

motion if propedy recognized.

Special Notes About Public Inpuf
The rules ontfined here help make meet-

. ings very public-fiendly: But in addi-

tion, and pardcntardy for the chaiy, it is
wise to remember three special rules that
apply to each agenda irem:

Raule One Tell the public what the body
will be doing;

Rule Tiwo: Keep the public mnformed
while the body is doing it

Rule Three: When. the body has acted,
tell the public what the body did.

Public inpur is essential to 2 healthy
democracy; and community pardcipa-
tion in public meetirgs is an Important
element of that input. The challenge for

_ anyone chaining a public meeting is to

accomumodate public input in a tmely
and tme-sensitive way, while maintain-
ing steady progress throogh the agenda
items. The rules presented here for con-
ducting a meedng are offered as tools for
effective feadership and a5 a means of
developing sound public policy. &
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