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Robert’s Rules of Order

Overview of Motions and Parliamentary Procedure
	Motion
	In order when another has the floor?
	Must be seconded?
	Debatable?
	Amendable?
	Vote required for adoption?
	Can be reconsidered?

	Main Motion
	N
	Y
	Y
	Y
	Majority
	Y

	Adjourn
	N
	Y
	N
	N
	Majority
	N

	Adopt, accept or agree to a report
	N
	Y
	Y
	Y
	Majority
	N

	Amend a pending motion
	N
	Y
	If motion to amend is debatable
	Y
	Majority
	Y

	Amend an amendment of a pending motion
	N
	Y
	If motion to be amended is debatable
	N
	Majority
	Y

	Amend something previously adopted
	N
	Y
	Y
	Y
	Majority with notice, or 2/3, or majority of the entire membership
	Negative vote only

	Appeal
	Y
	Y
	Y
	N
	Majority
	Y

	Change or depart from the agenda, immediately to take up a matter out of its proper order
	N
	Y
	N
	N
	2/3
	N

	Commit, refer, or recommit a pending question
	N
	Y
	Y
	Y
	Majority
	If committee has not begun work

	Refer a matter that is not pending to a committee
	N
	Y
	Y
	Y
	Majority
	If committee has not begun work

	Information, point of
	Y
	N
	N
	N
	Not voted on
	No

	Lay on the table
	N
	Y
	N
	N
	Majority
	N

	To approve the minutes
	N
	Y
	Y
	Y
	Majority
	Y

	Object to a consideration of a question
	Y
	N
	N
	N
	2/3
	Sustaining vote only

	Point of order
	Y
	N
	N
	N
	Is ruled on by the Chair
	N

	Ratify or Confirm
	N
	Y
	Y
	Y
	Majority
	Y


	Motion
	In order when another has the floor?
	Must be seconded?
	Debatable?
	Amendable?
	Vote required for adoption?
	Can be reconsidered?

	To take a recess, if moved while business is pending
	N
	Y
	N
	Y
	Majority
	N

	Reconsider
	Limits
	Y
	Yes if the motion to be reconsidered is debatable
	N
	Majority
	N

	Rescind, repeal, or annul
	N
	Y
	Y
	Y
	Majority with notice or 2/3 or the majority of the entire membership
	Negative vote only

	Take from the table
	N
	Y
	N
	N
	Majority
	N

	To grant permission to withdraw or modify a motion after the motion has been stated by the chair
	Y
	Y
	N
	N
	Majority
	Negative Vote Only


Chart adopted from Robert’s Rules of Order, Newly Revised Robert, H.M.
Types of Motions
1. Main Motions: The purpose of  a main motion is to introduce items to the membership for their consideration.  They cannot be made when any other motion is on the floor, and yield to privileged, subsidiary, and incidental motions.

2. Subsidiary Motions: Their purpose is to change or affect how a main motion is handled, and is voted on before a main motion.

3. Privileged Motions:  Their purpose is to bring up items that are urgent about special or important matters unrelated to pending business.

4. Incidental Motions: Their purpose is to provide a means of questioning procedure concerning other motions and must be considered before the other motion.

How to Present a Motion
1. Obtain the Floor

a. Wait until the last speaker has finished.

b. Rise and address the Chair by saying “Mr./Ms. Chair (or President)

c. Wait until the Chair/President recognizes you.

2. Make your motion

a. Speak in a clear and concise manner.

b. Always state a motion affirmatively – Say, “I move that we…” rather than, “I move that we do not…”

c. Stay on subject
3. Wait for someone to Second your motion.  (Another member will second your motion or the Chair will call for a second.)  If there is no second, your motion is lost.

4. The Chair will state your motion.

a. The Chair will say, “It has been moved and seconded that we…”  Thus placing your motion before the group for consideration and action.

b. Once your motion is properly presented to the group by the Chair, it becomes “assembly property” and cannot be changed by you without the consent of the members.

5. Expanding your motion

a. The mover is always allowed to speak first.

b. All comments and debate must be directed to the Chair.

c. The mover may speak again only after other speakers are finished, unless called upon by the Chair.

6. Putting the Question to the Membership

a. The Chair asks, “Are you ready to vote on the question?”

b. Of there is no more discussion, a vote is taken
7. Voting on a Motion
a. If voting by voice – The Chair asks those in favor to say “aye” and those opposed to say “no”.  Any member may move for an exact count.

b. If voting by roll call – Each member answers “yes” or “no” as their name is called.  

Glossary of Terms

· Amend: Inserting or striking out words , or substituting new words in a motion.

· Lay on the Table: Temporarily suspends further consideration/action on pending question.
· Main Motion: Brings new business before the group.
· Point of Privilege: Pertains to noise, personal comfort, etc. – may interrupt only if necessary?

· Point of Information: Generally applies to information desired from the speaker.
· Point of Order: Infraction of the rules, or improper decorum in speaking.  Must be raised immediately after the error is made.
· Withdraw/Modify Motion: Applies only after question is stated; mover can accept an amendment without obtaining the floor.
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