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ROBERTS RULES OF ORDER
All meetings of the National Kitchen & Bath Association are conducted in accordance with “Robert’s Rules of Order, Newly Revised”. In order to conduct the business of the Association, we must become familiar with these rules and the appropriate application of them in our meetings.

Not all of them are applicable in every meeting, but in the course of time, most of them will be used to conduct our business in an orderly and courteous manner, especially in our Board Meetings.

WITH PARLIAMENTARY PROCEDURE WE HAVE:

(a)
COURTESY to ALL in orderly meetings.

(b)
COMMON SENSE

(c)
COMPLETE CONSIDERATION of the matter at hand with full protection for the minority and for the rights of all members.

(d)
CITIZENSHIP and preservation of harmony so that the will of the majority will prevail over a minority which, having had its chance to speak, is now willing to accede.

WITHOUT PARLIAMENTARY PROCEDURE WE HAVE:  CHAOS

***********************

The whole purpose of a business meeting is, after reasonable discussion pro and con, to reach a definite decision or conclusion on matters brought before the group.  In order to have interesting meetings which do not falter, the presiding officer should be well prepared for the meeting.  He should:
(1)
Prepare a list of matters to be discussed and arrange them on the order that they should be discussed.  This is the AGENDA or ORDERS OF THE DAY.  
(2)
Know in advance what to expect from reports and be sure that those people who are going to give reports are prepared.  
(3)
Arrange for the meeting place and see to it that everything is set up properly.

(4)
HAVE SOME IDEA OF THE GENERAL DIRECTION AND PURPOSE OF EACH ITEM of business.  On some items he may expect a quick approval (such as approval of minutes of last meeting), while others will require prolonged discussion (such as next year’s budget).
Members would be prepared, too.  If they are to make a report, they should know what they are going to say and be prepared to make a motion or statement on what further action should be taken.

There are five basic principles to parliamentary procedure:

1)
Only one subject may be considered by the Board at one time.

2)
Each proposal presented is entitled to full and free debate within the guidelines.

3)
Every Director has rights equal to each and every other Director.

4)
The will of the majority must prevail and the rights of the minority must be reserved.

5)
The personality and desires of each Director should be merged in harmony, after having their chance to speak, now be willing to accede with unity.

Progress of a Motion
Before a Director can make a motion or address the assembly, he should obtain the floor -- that is, he must raise after the floor has been yielded and address the chairman:

(member rises) “Mr. Chairman”

(member is recognized by the Chairman) “Mr. A.”

(Mr. A. speaks) “I move that this group obtain tickets and attend the local movie theater as a group social next Saturday night”.

(Chairman) “Is there a second”

(Mr. B.) “I second the motion”

(Chairman) “It has been moved and seconded that we obtain tickets and attend the local movie theater next Saturday night as a group social. Is there any discussion?” (If there has been no second, the Chairman would have announced that “The motion dies for lack of a second” and there would have been no further discussion on the matter).

The assembly then discusses the motion. Normally, the first person to ask for recognition is entitled to speak.  However, if several Directors wish to speak, the following rules may guide the chairman:

A.
The Chair shall show preference to the maker of the motion;

B.
A Director who has not spoken has priority over someone who has;

C.
If there is a great deal of discussion, alternate between those for and against the motion;

D.
Give preference to a Director who seldom speaks over frequent speakers.

E.
A member may not speak against his own motion but can vote against it.

NOTES:
No one can speak more than twice on the same question as long as another is requesting to speak a first time; length of any speech is limited to ten minutes; debate must germane - it must relate to the question at hand; speakers must address their remarks to the Chair, not one another.

When all discussion on the matter has ended, the Chair puts the matter to a vote. He asks, “Is there any further discussion?” If no one rises, he restates the question and says, “All in favor say ‘Aye’”. Following the response he says, “All opposed saying No”.

The Chair then announces the results of the vote – signify by “The motion is carried” or “The motion is defeated”. As soon as this announcement is made the floor is free for another motion.

The whole purpose of a business meeting is, after reasonable discussion pro and con, to reach a definite decision or conclusion on matters brought before the group.  In order to have interesting meetings which do not falter, the presiding officer should be well prepared for the meeting.  He should:
(1)
Prepare a list of matters to be discussed and arrange them on the order that they should be discussed.  This is the AGENDA or ORDERS OF THE DAY.  
(2)
Know in advance what to expect from reports and be sure that those people who are going to give reports are prepared.  
(3)
Arrange for the meeting place and see to it that everything is set up 

          properly.

(4)
HAVE SOME IDEA OF THE GENERAL DIRECTION AND PURPOSE OF EACH ITEM of business.  On some items he may expect a quick approval (such as approval of minutes of last meeting), while others will require prolonged discussion (such as next year’s budget).
Members would be prepared, too.  If they are to make a report, they should know what they are going to say and be prepared to make a motion or statement on what further action should be taken.

*************************
WHAT IS "OUT OF ORDER"?
In effect, when the chairman says that something is "out of order", he is saying, “Stop, you can’t do that!” A motion is out of order when it is moved while a motion of higher precedence is pending.  A person is out of order when he starts to speak without being recognized by the Chair or if the person speaking is not a member of the body and he therefore has “no right to the floor”.  Remarks are out of order when they violate a rule or are insulting, profane or otherwise offensive.
The important thing for the chairman to know is that, in calling a motion or person out of order, he must make three distinct statements on the subject promptly:

1. That the motion or person or remark is “out of order”.

2. Why is it out of order?

3. Tell the assembly what is in order.

***************************

MOTIONS
Let’s first look at the various kinds of motions and look at the rules about them.
A MAIN MOTION is a proposal that the organization take a certain action.  It is a motion that stands by itself and does not depend on another motion.  It should be worded carefully to prevent misunderstanding and should state what is to be done and how.  A main motion always requires a second and is debatable unless presented in a committee or a small group, in which case no second is required.  The requirement of a “second” indicates that more than one member is interested in the motion and that it is therefore of sufficient interest to bring before the group.  This prevents one member from wasting the time of the group.  Only one main motion may be placed before the group at one time.  This is to prevent confusion in debate and voting.
A PRIVILEGED MOTION has to do with the rights or welfare of the members.  It is considered to be of such importance that it must be acted on at once and any other business under discussion is set aside temporarily.  Examples are motions to Recess or Adjourn.
A SUBSIDIARY MOTION is one that does something about the main motion - it changes the wording, controls the discussion or disposes of the motion without accepting or rejecting it.  Examples are motions to Amend, Limit Debate, and Table. 

AN INCIDENTAL MOTION does not apply to the main motion or make any change in it, but arises incidentally to the discussion of the motion.  Examples are Point of Order, Parliamentary Inquiry, and Division of the Question.

DEFINITIONS OF MOTIONS
SUBSIDIARY MOTIONS (by rank)

1. Lay on the Table  (or “Table”) - This means that the motion is set aside until it is taken up again (‘Taken From the Table’) at some future time at the same meeting or the next meeting. The form used is “I move that we lay this motion on the table” or “I move that we table this motion.”

2. End Debate  (or “Move the Previous Questions”) -This calls the matter under discussion to vote.  The motion to end debate may be made by any member who wants to stop the discussion and take a vote.  Two-thirds of the vote of the members is necessary to approve the end of debate.  An easier and less formal way is for the member, without seeking recognition of the Chair, to call, “Question, Question.”  Unless there is opposition to his call, the Chair will then call for a vote.

3.  Limit or Extend Debate - This is used so that debate on a question will not go on forever.  Where a question is controversial and it is felt that the discussion might go on too long, it can be moved to limit debate to a certain length of time (say, 30 minutes).  The motion to extend the time limit is offered when time has been limited, but the group now feels that it needs more time.

4.  Postpone to a Definite Time – This is a motion to postpone decision on the motion at hand until some certain time.

5.  Refer to a Committee – Where it is felt that the matter requires further study before being considered by the group, any member may move that it be referred to a committee.  This motion must be made before the group takes any action on the motion.

6.  Amend – If a member wants to change the motion by addition, substitution or subtraction of words, he may propose an amendment.  The sense of the main motion may never be changed by an amendment.  Amendments are debatable only if the main motion was debatable.  There can be any number of amendments to a motion and there can be an amendment, but no more than two amendments may be on the floor at the same time.

7.  Postpone Indefinitely – This motion postpones any further consideration of the main motion and, in effect, kills the main motion.

PRIVILEGED MOTIONS (by rank)

1.  Fix Time to Which to Adjourn – This is used in assemblies where there are no regularly scheduled meetings.  It is to set the time for the next meeting.

2.  Adjourn – This is a motion to end the meeting.  It is privileged if made when a main motion is under discussion.  It is main motion if no other business is on the floor.  When a meeting is adjourned with a time set for the next meeting, it is called adjournment cum die.  All unfinished business comes up at the next meeting as Old Business.

If the meeting is adjourned without provision for a next meeting it is called adjournment sine die.  All unfinished business is terminated and must be offered as New Business at any future meeting, if any further discussion of it is desired.

3.  Take a Recess – Can be offered at any time, but is only privileged if business is pending before the group.  The motion is not debatable unless a length of time of recess is included in the motion.  The length of time is debatable.  All business pending is resumed as before at the time of the recess.

4.  Rights and Privileges – There are a number of questions of rights and privileges of members which can come up at any time no matter what else is on the floor.  In many cases the maker can interrupt a member who is speaking.  These motions have no particular rank or precedence over each other, since any of them can come up any time. These are Incidental Motions.

INCIDENTAL MOTIONS
1.  Division of the Question – A member may offer this motion when he feels that the question on the floor is lengthy and unwieldy.  It calls for the main motion to be divided into separate parts so that it will be clearer and easier to understand and vote on.

2.  Division of the House – Should a member feel that the count on a voice vote was incorrect, he may call for a division of the house which means to take another vote.  The next vote can be by show of hands or by actually dividing the house (Av’s on one side of the room, No’s on the other side), or by roll-call vote.

3.   Withdraw a Motion – The maker of a motion may withdraw it if he wishes, if he catches it before the Chair has restated it.  The reason for this is the motion belongs to the maker while it is being offered and seconded and before it is stated by the Chair.  Once it has been stated by the Chair, the motion belongs to the group and a majority vote is needed to allow its withdrawal. 

4.  Object to Consideration – The purpose of this motion is to remove motions which may be undesirable or objectionable from consideration by the assembly.  Since its purpose is to prevent the discussion of undesirable motions, it applies only to main motions and questions of privilege, since these are the only methods by which unexpected subjects may be introduced before the assembly.  The member placing the objection may interrupt the speaker and, because it is possible that only one member may know of the evil involved, no second is necessary.  Because the assembly is being asked to give up a freedom (of discussing the matter), a two-thirds vote against consideration is necessary to eliminate the motion without discussion.  Objection to consideration is only in order when the motion is being offered and seconded and before the first speaker has finished.  If the objection is not sustained and the discussion continues a motion to Table is not in order.  This would allow a motion requiring only a simple majority to cut off discussion where a motion requiring two-thirds has failed.

5.  Point of Order – Any member may rise to a Point of Order if he feels that parliamentary procedure has not been followed or if he feels that something has gone wrong, such as discussion straying from the point of the motion.  This is done by rising and saying, “Point of Order, Mr. Chairman.”  It can be done at any time and interrupt a speaker.  The Chairman will then ask the member to state his point of order and the Chair rules as to whether the point is well taken.  The member is given the opportunity to explain why he thinks that something is out of order and the Chair may explain the reason for he decision.

6.  Appeal from Decision of the Chair – Any member may appeal the decision of the Chair if he does so before another item of business comes on the floor.  He may interrupt the speaker.  This is a motion and must be seconded.  It is debatable only if the original was debatable.  The presiding officer has the right and responsibility to explain his decision.  Then he calls for a vote on the appeal by asking, “Shall the decision of the Chair be sustained?”  This is one case where a tie vote carries the motion.  The presiding officer stays in the Chair while explaining the decision and calling for the vote, BUT he may vote if he wishes.

7.   Parliamentary Inquiry – This is used when a member wants information on parliamentary procedure.  This is different from a Point of Order in that a point of order is voiced when the member believes that a mistake has been made whereas the parliamentary inquiry is a request for information as to what the proper procedure would be to so something.

8.   Request for Information - This motion cannot suspend the Constitution or by-Laws or Policy, by requests suspension of procedure.  This involves the privilege of the membership and requires a two-thirds vote.

SPECIAL MOTIONS  There are three motions used to reopen matters previously set aside by vote:

3. 1.  Take from the Table - This is to reopen a matter that was laid on the table earlier in the same meeting or at the last meeting.

2.
  Rescind or Repeal - This is a motion to repeal action taken on a motion at a previous time.  It cannot be applied to an action that cannot be reversed and is not in order if the subject can be reached by “reconsideration”.  The vote required is two-thirds of those present or a majority of the entire membership unless written notice was sent our prior to the meeting, in which case a simple majority is all that is needed.  

3.   Reconsider - The motion to reconsider a motion that has already been passed can only be made by a member who voted on the prevailing side.  It can be seconded by anyone.  It is debatable only if the original motion was debatable.  The motion to Reconsider holds high rank and can be made while any other question is on the floor, can interrupt a speaker or can even be made after it has been voted to Adjourn - - provided it is made before the assembly has been declared adjourned by the Chair.  It can only be moved at the same meeting or at the meting following the vote which it proposes to reconsider.  Once the motion to reconsider has been moved and entered in the minutes, it need not be acted on right away.  It automatically suspends action on the motion to which it applies, then the pending question which was interrupted for the motion is resumed.  When there is no further business before the assembly the motion to reconsider can then be taken up and disposed of.  The motion to Reconsider, like the motion to Amend, is an (appendage( motion and takes its rank from the motion to which it applies.

********************

Most motions require a second, but not all.  Some may be debated, others may not.  There are several questions about every motion which may need an answer quickly if you are to act properly at the right time.  

A ready-reference chart is on the next page for your use.  Study it and have it with you at meetings.

Ranking Motions                                            Principal Characteristics
	These motions are listed in order of rank.  When any one of these motions is immediately pending, those above it are in order, and those below are not in order.
	2nd Required
	Can  Debate
	Can Amend
	Vote Required
	Can Reconsider
	Can 

Interrupt

	  
	  
	  
	  
	  
	  
	  


	PRIVILEGED MOTIONS
	
	
	
	
	
	

	13.  Fix Time in Which to Adjourn 
	yes
	no
	yes
	Maj.
	yes
	no

	12.  Adjourn
	yes
	no
	no
	Maj.
	no
	no

	11.  Recess
	yes
	no
	yes
	Maj.
	no
	no

	10.  Raise a Question of Privilege
	no
	no
	no
	X*
	no
	yes

	  9.  Call for the Orders of the Day
	no
	no
	no
	X*
	no
	yes

	  
	  
	  
	  
	  
	  
	  

	SUBSIDIARY MOTIONS
	
	
	
	
	
	

	  8.  Lay on the Table
	yes
	no
	no
	Maj.
	no
	no

	  7.  Previous Question (to close debate)
	yes
	no
	no
	2/3
	yes*
	no

	  6.  Limit or Extend Limits of Debate
	yes
	no
	yes
	2/3
	yes*
	no

	  5.  Postpone to a Certain Time
	yes
	yes
	yes
	Maj.
	yes
	no

	  4.  Commit (or Refer)
	yes
	yes
	yes
	Maj.
	yes*
	no

	  3.  Amend
	yes
	=
	yes*
	Maj.
	yes
	no

	  2.  Postpone Indefinitely
	yes
	yes
	no
	Maj.
	+
	no

	  
	  
	  
	  
	  
	  
	  

	MAIN MOTION
	yes
	yes
	yes
	Maj.*
	yes
	no


*      See Robert’s Rules of Order Newly Revised for special rules.

#     Only a negative vote may be reconsidered

X     Usually no vote taken.  Chair responds.

NON-RANKING MOTIONS
Whether these motions are in order depends upon the business already under consideration and what purpose they may serve when introduced.

	INCIDENTAL MOTIONS
	2nd Required
	Can  Debate
	Can Amend
	Vote Required
	Can Reconsider
	Can Interrupt

	Appeal
	yes
	*
	no
	Maj.
	yes
	yes

	Close Nominations or the Polls
	yes
	no
	yes
	2/3
	no
	no

	Consider by Paragraph or Seriatim
	yes
	no
	yes
	Maj.
	no
	no

	Division of the Assembly
	no
	no
	no
	no
	no
	yes

	Division of a Question
	yes
	no
	yes
	Maj.
	no
	no

	Objection to Consideration of a Question
	no
	no
	no
	2/3
	#
	yes*

	Parliamentary Inquiry
	no
	no
	No
	Chair
	no
	yes

	Point of Order
	no
	no
	No
	Chair
	no
	yes

	Reopen Nominations or the Polls
	yes
	no
	yes
	Maj.
	#
	no

	Suspend the Rules*
	yes
	no
	No
	2/3*
	no
	no

	Withdraw a Motion
	no*
	no
	No
	maj*
	#
	yes*

	  
	  
	  
	  
	  
	  
	  

	MOTIONS THAT BRING A QUESTION AGAIN BEFORE THE ASSEMBLY
	
	

	Reconsider
	yes
	=
	No
	Maj.
	no
	no

	Rescind
	yes
	yes
	Yes
	*
	#
	no

	Take from the Table
	yes
	no
	No
	Maj.
	no
	no


*      See Robert’s Rules of Order Newly Revised for special rules.

#     Only a negative vote may be reconsidered

X     Usually no vote taken.  Chair responds.

=     Debatable when applied to a debatable motion.  See Robert’s Rules of Order Newly Revised.

+     only an affirmative vote may be considered.
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