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This edition, published on the 50th anniversary of the first in the Robert’s Rules of Order Newly Revised series, is dedicated to the memory of Sarah Corbin Robert, William J. Evans, and Henry M. Robert III, who were principally responsible for its creation.




Where there is no law, but every man does what is right in his own eyes, there is the least of real liberty.


—HENRY M. ROBERT






It is difficult to find another branch of knowledge where a small amount of study produces such great results in increased efficiency in a country where the people rule, as in parliamentary law.


—HENRY M. ROBERT
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CITE THIS BOOK


with section and paragraph numbers as in the following examples:


RONR (12th ed.) 12:67


RONR (12th ed.) 12:7(1)(a)


RONR (12th ed.) 35:10–12


Footnotes may be cited as follows: RONR (12th ed.) 56:49n1





This Twelfth Edition supersedes all previous editions and is intended automatically to become the parliamentary authority in organizations whose bylaws prescribe “Robert’s Rules of Order,” “Robert’s Rules of Order Revised,” “Robert’s Rules of Order Newly Revised,” or “the current edition of” any of these titles, or the like, without specifying a particular edition. If the bylaws specifically identify one of the eleven previous editions of the work as parliamentary authority, the bylaws should be amended to prescribe “the current edition of ‘Robert’s Rules of Order Newly Revised’” (see 56:66).















SECTION AND PARAGRAPH NUMBERING







	(13)

	A boldface number, usually enclosed in parentheses, refers to an entire section (here section 13).






	13:1

	Two numbers, separated by a colon, refer to a paragraph. The first number indicates the section in which the paragraph is located and the second number indicates which paragraph within that section is referenced (here the first paragraph in section 13).
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	for example (“exempli gratia”)
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	and the paragraphs following the given paragraph






	n

	The letter n following a paragraph number indicates a footnote. Notes are numbered consecutively within each chapter.
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	t48

	A number preceded by the letter t indicates a page within the “Charts, Tables, and Lists,” whose pages are tinted gray on the outer edges.







Also see 10:37, “Notes on Example Format Throughout the Book.”















PREFACE



to the Twelfth Edition


This Twelfth Edition of Robert’s Rules of Order Newly Revised (RONR) is issued one hundred forty-four years after the 1876 publication, by then-Major (later Brigadier General) Henry M. Robert, of the first in the series of books familiarly known as “Robert’s Rules of Order.” A complete list of the editions is shown on page vi, and their history is told in the Introduction.


This Twelfth Edition in the entire series is the sixth edition of the second complete reworking of the subject matter first published in 1970. It is the only book in print containing the completely developed body of rules understood as “Robert’s Rules of Order.”


Users of this work should be aware of three important resources that supplement RONR.


First, for some time there had been a felt tension between the need for a parliamentary manual lengthy enough to provide rules as comprehensive and unambiguous as possible so as to cover the great number and variety of parliamentary issues that may arise in a deliberative assembly, on the one hand, and the desirability of a book simple and straightforward enough to allow the ordinary meeting-goer easily to learn and use the basic rules that are sufficient for most meetings, on the other hand.


When this book last underwent complete revision in 1970, a concerted effort was made to enhance the value of the work for the study of parliamentary law—to the extent consistent with its primary purpose as a reference manual. For those who will brave it, it is written to serve as a self-explanatory text that can be read through, with topics presented in an order that will best convey an overall understanding of the subject matter. Nevertheless, it is recognized that this project may be a bigger challenge than many newcomers to parliamentary procedure will find themselves at first able or willing to take on.


In 2005, to meet the need for a simple and short book, Robert’s Rules of Order Newly Revised In Brief was first published. A new edition of In Brief, updated and revised so as to mesh with this Twelfth Edition, has now been published. This Twelfth Edition of RONR, the complete rule book, now contains 633 pages of text, plus tables and charts. All of its content has to be included because it may be needed and has at some time come up as a question of procedure somewhere. This book is designed as a reference providing, as nearly as possible, an answer to any question of parliamentary procedure that may arise.


To gain an introductory familiarity with meeting rules, however, many people will find it useful to start with the In Brief book. In only thirty minutes, the average reader can learn the bare essentials, and with about ninety minutes’ reading can cover all the basics. Additional chapters give suggestions on how most efficiently to use this Twelfth Edition of RONR as a reference manual and guidance to those chosen as convention delegates or alternates, or as president, vice-president, secretary, or treasurer of an organization. Helpful tables at the end give both the chair and the ordinary member the proper wording to use in handling the most common motions and conducting a meeting.


It cannot be stressed too strongly, however, that In Brief is an introductory supplement to, not a replacement for, this book. Only this book is comprehensive enough to be suitable for adoption as the rule book governing an assembly, and it covers many essential matters—from the content of bylaws to disciplinary procedures—that are hardly touched on in the shorter work.


Second, the current edition is, for the first time, being published as an e-book as well as in the traditional print format. Rapid search ability and hyperlinked cross-references are particularly useful features of the e-book. Several previous editions had been formatted to facilitate citations to the rules in them by page and line number. Largely motivated by an attempt to maximize the utility of the e-book, this edition inaugurates a system of reference by paragraph number, with consecutive numbers within each section shown in the margins. Users are encouraged to cite rules in this edition by these numbers, as shown in the “Cite This Book” box on page vii.


In addition, the new editions of both RONR and In Brief are again being made available through American Legal Publishing as a PC-based software application with powerfully sophisticated search and browsing features as well as helpful bonus material, such as instructions for tellers and timekeepers, sample forms, and step-by-step explanations of secondary amendments.


Third, the Robert’s Rules Association—the organization of the original author’s descendants that oversees the management and regular updating of the work—sponsors a website at www.robertsrules.com. On its “Question and Answer Forum,” one may post queries and conduct discussion about any aspect of parliamentary procedure.


Since the publication of the first edition of Robert’s Rules in 1876, General Robert and, since his death, his successors have been receiving and replying to questions of parliamentary law. As the Introduction notes concerning the 1915 revision, “The reorganization, expansion, and clarification represented by Robert’s Rules of Order Revised was largely the outgrowth of hundreds of letters received by the author over the years, submitting questions of parliamentary law arising in organizations and not covered in the earlier editions.” Questions asked on the Question and Answer Forum have made an integral contribution to the authors’ continuing task of identifying matters in need of clarification while preparing this new edition.


The website also includes “RONR Official Interpretations” on issues of parliamentary law arising between editions that RONR’s authors deem useful to address. These interpretations are not technically binding on an organization that has adopted Robert’s Rules of Order Newly Revised as its parliamentary authority, but they are nonetheless definitive interpretations of the work by the current authors and should therefore be treated as highly persuasive. It is thus advisable for presiding officers, or the parliamentarians who advise them, to consult them for guidance on matters they address.


This Twelfth Edition of RONR clarifies, modifies, and expands upon the rules in previous editions, as situations occurring in assemblies point to a need for more fully developed rules to go by in particular cases.


In this edition, a number of sections or subsections have been substantially revised, most notably in the following respects:




1. Section 14 covering Postpone to a Certain Time, to have this motion’s Standard Descriptive Characteristics 1 and 2 more closely comport with the rules relating to Point of Order and Appeal; to avoid unnecessary repetition of the rules found in section 41 dealing with procedures to be followed when postponed items are taken up again; and to clarify the rules concerning the effect of postponement on motions adhering to the motion postponed and on subsequent debate and methods of voting.


2. Section 15 covering Limit or Extend Limits of Debate, to clarify the varying effects that adoption of the different forms of this motion will have on the making of subsidiary motions, and to eliminate the distinction between motions that provide only for closing debate and those that also specify when the vote shall be taken.


3. Section 17 covering Lay on the Table, to rearrange these rules into a more orderly and logical sequence.


4. Section 23 covering Point of Order, to clarify and expand upon the rules setting forth remedies for violations that have given rise to a continuing breach.


5. Section 34 covering Take from the Table, to clarify the rules that impose time limits on taking questions from the table and the rules setting forth the status of motions taken from the table.


6. Section 37 covering Reconsider, by the insertion at the beginning of the section of a summary of the rules relating to reconsideration of votes, followed by a substantial rearrangement of the order in which the rules in this section are discussed.


7. The rules relating to the device of filling blanks (12:92–113), to provide substantially greater guidance concerning the proper procedure to be followed in making, debating, and voting on suggestions.


8. The rules relating to the office of vice-president (47:23–31), for purposes of clarification and in order to incorporate relevant provisions previously found only scattered elsewhere throughout the book.


9. That portion of section 48 which deals with minutes (48:1–15), to more clearly present the various procedures for their approval; to state how an assembly may specify the inclusion of different information than that prescribed by this book, either for a particular meeting or on a regular basis; to more clearly identify those occasions when the number of votes on each side of a question is to be recorded; to provide that the secretary may include as an attachment committee reports that the assembly has ordered to be entered in; and to describe how corrections made to previously adopted minutes are recorded.




Some of the other more important points of revision include the following:




10. Refinement of the rules governing the sending of notice (the “call”) of regular meetings, including the conditions under which notice is required to be sent (9:2–4).


11. Clarification of what the obligation of secrecy of an executive session does and does not entail, and how the secrecy may be lifted (9:26–27).


12. Clarification of the circumstances in which the assembly may adopt an incidental main motion that conflicts with a provision of the bylaws in the nature of a rule of order (10:26(1)n1).


13. Clarification that the prohibition against making a motion to Amend that raises a question already decided applies only during the session at which the decision was made (12:13, 12:25, 12:28, 12:48, 12:63, 12:65, 12:74, 12:90).


14. Recognition of circumstances in which use of electronic devices such as voting keypads can fulfill a requirement that voting be by ballot (45:42).


15. New provisions regarding debate on nominations (46:27–29).


16. More detailed provisions governing the completion of an election and its relation to filling a vacancy in office (46:44–45).


17. Clarification of procedures for making minutes of a board available to others who are not board members (49:17–19).


18. Recognition that, when the bylaws specify the number of years in a term of office, the actual term of office may be more or less than a whole number of calendar years (56:27).


19. Requirement that a bylaws revision is in order only when prepared by a committee authorized to draft it (57:5).


20. Clarification of the procedure to be followed for presentation and adoption of convention standing rules (59:30–34).


21. Expanded explanation of the procedure for making and enforcing points of order and appeals in the subsection Remedies for Abuse of Authority by the Chair in a Meeting (62:2–7).


22. Inclusion of an appendix containing sample rules for electronic meetings.




For a more extensive list of changes in the Twelfth Edition, see www.robertsrules.com.


The authors wish to acknowledge their indebtedness to Mark Corsey of Eclipse Publishing Services, and for the editorial assistance of Robert Pigeon, editor; Melissa Raymond, managing editor; and Clive Priddle, publisher of PublicAffairs Books, a member of the Perseus Books Group, a division of Hachette Book Group.


Henry M. Robert III


Daniel H. Honemann


Thomas J. Balch


Daniel E. Seabold


Shmuel Gerber















INTRODUCTION



This book embodies a codification of the present-day general parliamentary law (omitting provisions having no application outside legislative bodies). The book is also designed as a manual to be adopted by organizations or assemblies as their parliamentary authority. When the manual has been thus adopted, the rules within it, together with any special rules of procedure that may also be adopted, are binding upon the body and constitute that body’s rules of order.


Parliamentary law originally was the name given to the rules and customs for carrying on business in the English Parliament that were developed through a continuing process of decisions and precedents somewhat like the growth of the common law. These rules and customs, as brought to America with the settling of the New World, became the basic substance from which the practice of legislative bodies in the United States evolved. Out of early American legislative procedure and paralleling it in further development has come the general parliamentary law, or common parliamentary law, of today, which is adapted to the needs of organizations and assemblies of widely differing purposes and conditions. In legislative bodies, there is often recourse to the general parliamentary law in situations not covered by the rules or precedents of the particular body—although some of the necessary procedure in such a case must be proper to that type of assembly alone.


The kind of gathering in which parliamentary law is applicable is known as a deliberative assembly. This expression was used by Edmund Burke to describe the English Parliament, in a speech to the electorate at Bristol in 1774; and it became the basic term for a body of persons meeting (under conditions detailed in 1:1) to discuss and determine upon common action.


Acting under the general parliamentary law, any deliberative assembly can formally adopt written rules of procedure which, as fully explained in 2:14–22, can confirm, add to, or deviate from parliamentary law itself. As indicated above, the term rules of order, in its proper sense, refers to any written parliamentary rules so adopted, whether they are contained in a manual or have been specially composed by the adopting body. The term parliamentary procedure, although frequently used synonymously with parliamentary law, refers in this book to parliamentary law as it is followed in any given assembly or organization, together with whatever rules of order the body may have adopted.


Thomas Jefferson speaks of “the Parliamentary branch of the law.” From this country’s beginning, it has been an underlying assumption of our culture that what has been authoritatively established as parliamentary law is in the nature of a body of law—in the sense of being binding within all assemblies except as they may adopt special rules varying from the general parliamentary law. But since there has not always been complete agreement as to what constitutes parliamentary law, no society or assembly should attempt to transact business without having adopted some standard manual on the subject as its authority in all cases not covered by its own special rules.


Early Origins of the English Parliament


The holding of assemblies of the elders, fighting men, or people of a tribe, community, or city to make decisions or render opinions on important matters is doubtless a custom older than history. The ancient Athenian historian Thucydides (c. 460–400 B.C.), in his History of the Peloponnesian War (between Athens and Sparta), cites numerous cases of determinations by the peoples of cities being decided in assembly by vote. In one passage (Book I, 86–87), describing the assembly at Sparta in which, in the beginning, the Peloponnesian alliance reached the decision to declare war on Athens, he records a specific instance of what we now know as a voice vote (referred to, however, as a decision “by acclamation”), where the device that developed in modern parliamentary times as a Division of the Assembly (see 29:1–8) was resorted to, in its original form. His account of the incident reads, in part, as follows:




Sthenelaïdas, one of the ephors1 at this time, came forward last and spoke to the Lacedaemonians in the following way:… [delivering a brief indictment summarizing a pattern of conduct by the Athenians that, he argued, constituted a breach of a thirty year treaty of truce which he found totally unacceptable].


After making this sort of speech, he himself as ephor put the question to the assembly of the Lacedaemonians. And he stated that he could not distinguish which shout was the louder (for they decide by acclamation, not by vote) but said, because he wanted them to become more eager for war by revealing their opinions openly, “Lacedaemonians, those of you who think that the treaty has been broken, and the Athenians are aggressors, stand over there,” pointing out the place to them, “and those who do not think so, on the other side.” They stood up and separated, and there were many more who thought the treaty had been broken.





According to a widely held view, our own tradition of parliamentary process may be traced to ways of life in Anglo-Saxon tribes before their migration to the island of Britain starting in the fifth century A.D. Among these peoples on the continent of Europe, the tribe was the largest regularly existing political unit. From analogy with the customs of other Germanic tribes, it is supposed that freemen were accustomed to come together in the “Village-moot,” to make “bye-laws” for their village and to administer justice. These groups also chose men to represent them at the “Hundred-moot,” of the district, which acted as a court of appeal and arbitrated intervillage disputes. Still higher in authority, and similarly constituted, was the “Folk-moot,” which was also the citizen army of the tribe.


The same institutions, it is believed, were carried into Anglo-Saxon England, where the Folk-moot became the “Shire-moot.” There is little historical knowledge of events in the island of Britain during the two hundred years after the first Anglo-Saxon invasions early in the fifth century. When a picture of Anglo-Saxon England in its formative stages does emerge, the Shire-moot—later called the “Shire Court”—is found to be an instrument of local government subject to crown supervision, under a king advised by a national assembly known as the “witan,” or “witenagemot.” Originally established in each of the separate early English kingdoms and supposed to include all freemen who held land, the witenagemot in the united and Christianized England normally met at the call of the king and was composed of such major landholders, ealdormen, king’s officers, bishops, and abbots as he might wish to summon. Although the witenagemot was not in practice a democratic institution, the king’s authority was held to derive from its consent, and it might exert influence in the choice of a new king.


The Norman Conquest in 1066 brought England under tight military control by a French-speaking administration, but the structure of Anglo-Saxon governmental machinery was left largely intact.


The Norman kings assembled councils composed of court officials, barons, and prelates—of whom the number present depended on the importance of the business to be discussed. In its fullest form this assembly was known as the “Great Council,” and was looked upon as constitutionally a continuation of the witenagemot. Under the feudal system, it was the duty of each baron to advise the king on any matter on which he might request the baron’s opinion. The early Great Councils were feudal assemblies summoned by the king for the purpose of obtaining such advice.


The conversion of the Great Council into what we now know as Parliament came about during the thirteenth and early fourteenth centuries. The word parliament was in use slightly earlier to describe any important meeting held for the purpose of discussion. This word was first officially applied to certain Great Councils of a particular character in the time of Henry III (reigned 1216–1272). The distinguishing feature of the early parliaments was the fact that the barons of the Council were invited not only to express their opinions individually on matters laid before them by the king, but to discuss, with each other, the overall “state of the realm”—the business “of king and kingdom” rather than only “the king’s business.” The earliest parliament clearly identifiable as of this character was held in 1258.


A second important change in the English national assembly began soon afterward with the introduction into Parliament of representatives of the shires (knights) and of the towns or boroughs (burgesses)—that is, taken together, representatives of the communities, or Commons. Although a number of precedents for such a step had been set earlier, the first national parliament in which the Commons were included was that held by Edward I in 1275. Initially, the primary purpose in summoning the Commons was usually to obtain their approval for measures of taxation, and they were included in Parliament only on occasions when such support was desired. After 1311, however, the Commons were in attendance at every parliament. Separation of Parliament into the two branches which later became known as the House of Lords and the House of Commons took place by degrees and was completed shortly after 1340.


Development of Procedure in Parliament


“The proceedings of parliament in ancient times, and for a long while,” Thomas Jefferson wrote more than four and a half centuries later (in the preface to his famous Manual, discussed below), “were crude, multiform, and embarrassing. They have been however constantly advancing towards uniformity and accuracy.…”2


Many of the advances in the parliamentary system alluded to by Jefferson occurred from the latter part of the sixteenth century through the seventeenth century. This was a period of prolonged internal conflict over the prerogatives of Parliament—as opposed to those of the king—which stimulated an increased interest in procedure, especially in the House of Commons. During this same time, the Journal of the House of Commons, which was first undertaken by the clerk of the House on his own initiative in 1547, became established as a source of precedent on matters of procedure. The first recorded instance of such use of this Journal was in 1580 or 1581. The Journal was given official status as a document of the Commons about 1623.


Roughly concurrent with the initiation of the Journal of the House of Commons was the development of a body of writing on its procedure. The earliest formal treatment of the Commons’ procedure in English was written between 1562 and 1566 by Sir Thomas Smyth and was published in 1583, six years after the author’s death, as part of a larger work, De Repvblica Anglorvm: The manner of Gouernement or policie of the realme of England. Activity by other authors in writing treatises on parliamentary precedents and practices followed. In 1689, the small book Lex Parliamentaria (London), variously attributed to George Petyt or George Philips, listed as references thirty-five earlier parliamentary works or sources. The book—a pocket manual prepared for the convenience of members of Parliament—includes entries from the Journal of the House of Commons relating to procedure, of which the following examples illustrate the gradual evolution of parliamentary law and are readily recognized as early wordings of present-day principles and rules:




• One subject at a time: 1581. When a Motion has been made that Matter must receive a Determination by the Question, or be laid aside by the general Sense of the House, before another be entertain’d. (Lex Parliamentaria, p. 158.)


• Alternation between opposite points of view in assignment of the floor: 1592. It was made a Rule, That the Chairman shall ask the Parties that would speak, on which side they would speak… and the Party that speaketh against the last Speaker, is to be heard first. (ibid., p. 209.)


• Requirement that the chair always call for the negative vote: 1604. [I]t is no full Question without the Negative part be put, as well as the Affirmative. (ibid., p. 161.)


• Decorum and avoidance of personalities in debate: 1604. He that digresseth from the Matter, to fall upon the Person, ought to be suppressed by the Speaker.… No reviling or nipping words must be used. (ibid., p. 157.)


• Confinement of debate to the merits of the pending question: 1610. A Member speaking, and his speech, seeming impertinent, and there being much hissing and spitting, it was conceived for a Rule, that Mr. Speaker may stay impertinent Speeches. (ibid., p. 156.)


• Division of a question: 1640. If a Question upon a Debate contains more Parts than one, and Members seem to be for one Part, and not for the other; it may be moved, that the same may be divided into two, or more Questions: as Dec. 2, 1640, the Debate about the Election of two Knights was divided into two Questions. (ibid., p. 169.)




The Parliamentary Process Brought to America


The same period when the procedure of the House of Commons was undergoing its new development was also the time during which permanent English colonies were established in the Western Hemisphere, beginning with Virginia in 1607. The founding of this colony was soon followed by the institution of the first representative assembly in America, authorized for Virginia by the governor acting for the London Company in 1619. This body consisted of a House of Burgesses as an elected lower chamber and a small Governor’s Council as an upper chamber. As additional colonies were founded, similar assemblies were established in them, and succeeding generations of English settlers brought along the parliamentary processes they had known in the old country.


Into each legislature—into county, town, and parish meeting—the colonists transplanted the rules and customs of Parliament, as far as these rules and customs were applicable under the particular company charter, proprietary grant, or similar instrument by which the colony was established. This new type of self-government, through general parliamentary principles operating under specifications contained in a written basic document, represented a phase in the development of parliamentary law that was peculiar to America, since in England the Constitution was unwritten. Thus, each colony acquired the beginning of a body of experience later to go into the framing of individual state constitutions. The manner in which these rules and customs were adapted to meet the situation within each colony may account for the local variance in parliamentary tradition which persisted among people in America long after the founding of the United States, and that would eventually be one of the conditions that led to the writing of Robert’s Rules of Order.


When policies of the mother country in the 1700s had gradually changed with the growth of the British Empire in such a way as to set the stage for the American Revolution, representatives of the different colonies considered common resistance to the actions of Parliament. In these deliberations, the colonists were able to function effectively by depending on procedures originally developed in Parliament itself!


The First Continental Congress, convening in Philadelphia on September 5, 1774, was made up of delegates largely unacquainted with the representatives of colonies other than their own, and most of the advance planning among the colonies had been by correspondence. Thus, the accomplishments of the first two days of the Congress are worth mentioning as an indication of the grounding and experience of the members in parliamentary methods, and of the thoroughness of their preparation. By September 7 the Continental Congress had: (1) examined the credentials of, and certified as delegates, the accredited representatives; (2) completed its own organization by adopting four “rules of conduct to be observed in debating and determining the questions”; and (3) made progress toward carrying out its purposes to the extent of adopting resolutions for the appointing of committees to study the colonies’ rights and to examine statutes affecting their trade and manufactures.


Under existing rules and customs, the Second Continental Congress carried on the war; it also directed the framing of, and adopted, the Declaration of Independence. In assemblies in each state, through similar proceedings somewhat modified by local tradition, colonial charters were amended to conform to an independent status, or new state constitutions were drafted. Many of the provisions thus codified had been gradually arrived at by the separate colonies over periods of more than a hundred years. These state constitutions in turn—stemming from a common experience with English law and adapting that law to the new conditions—provided the material from which the Constitution of the United States was produced at the Constitutional Convention in 1787, in the face of seemingly deep and discouraging disagreements.


By the close of the eighteenth century, the stages through which the parent English parliamentary methods had passed in America may be summarized as follows:




• the use, within each colony, of such parliamentary rules as were applicable under its individual charter or other authorization for the establishment of the colony;


• the application of these same practices in intercolonial gatherings when representatives of the colonies met to act in their common interest; and


• the use of parliamentary procedure as an instrument for implementing the processes of representative government under a written constitution.





Jefferson’s Manual



Despite this progress, the parliamentary system of the young United States needed further codification. As presiding officer of the Senate while serving as Vice-President of the United States (1797–1801), Thomas Jefferson saw this need, which he described—with respect to the situation in the Senate—in this way:




The Constitution of the United States… authorizes each branch of [the Congress] “to determine the rules of its own proceedings.” The Senate have accordingly formed some rules for their own government; but these going only to few cases, they have referred to the decision of their President, without debate and without appeal, all questions of order arising either under their own rules or where they have provided none. This places under the discretion of the President [of the Senate] a very extensive field of decision… which, irregularly exercised, would have a powerful effect on the proceedings and determinations.… The President must feel… the necessity of recurring… to some known system of rules.… But to what system… is he to recur, as supplementary to [the rules] of the Senate?3





Parliament, Jefferson concluded, provided the most practical model for the Congress. It had “served as a prototype to most of” the existing state legislatures. It was “the model which we have all studied, while we are little acquainted with the modifications of it in our several states.… Its rules are probably as wisely constructed for governing the debates of a deliberative body, and obtaining its true sense, as any which can become known to us.…”4


“Considering therefore the law of proceedings in the Senate as composed of the precepts of the constitution, the regulations of the Senate, and, where these are silent, of the rules of Parliament,”5 Jefferson compiled his Manual of Parliamentary Practice, published in 1801. In it, he extensively cited about fifty English works and documents on parliamentary law and related subjects. Among his sources, however, Jefferson in his preface to the Manual (p. xv) acknowledges primary indebtedness to Precedents of Proceedings in the House of Commons by John Hatsell, who was clerk of the House of Commons from 1768 to 1820. First published in 1781, Hatsell’s work is today the best authority on eighteenth-century procedure in the House of Commons.


The position of Jefferson’s Manual is unchallenged as the first to define and interpret parliamentary principles for our democratic republic and to offer a basic pattern of rules and a measure of uniformity for the legislative processes of the United States. The authority of the Manual became established through its adoption by state legislatures and by other groups. The House of Representatives also adopted Jefferson’s Manual; however, differences between the House and the Senate would cause the House to develop and become governed by a separate body of rules and practices largely superseding Jefferson’s work.


Cushing’s Manual



Within a few decades after Jefferson wrote his Manual, the formation of societies of various kinds—political, cultural, scientific, charitable, and religious—began to create an increasing need for a body of rules adapted to the requirements of nonlegislative organizations. It seems to have been early recognized that such societies have a deliberative character which calls for the application of essentially the same principles of decision as in a legislative body. Yet certain differences in their conditions—as compared with those of the legislative body—must be taken into account in the formulation of any system of rules suitable for the occasional meeting or the nonlegislative organization. For example:




• Congress and most state legislatures are composed of two Houses, with sessions (8:2(2)) usually lasting from several months to nearly a year; but sessions of an ordinary local society rarely last longer than one meeting of two or three hours.


• The members of a legislative body are generally paid to attend its daily meetings and can be legally compelled to do so, so that the quorum—in Congress, for example—is a majority of the members; but the quorum in a voluntary society must be much less if the organization is to be able to function.


• The business of a legislative body is vastly greater in volume and more complex than that of the typical ordinary society, so that most of the work in legislative bodies is done in standing committees, whereas in a local society it is handled by the assembly or, if necessary, is assigned to special committees.




The first author who attempted to meet the procedural needs of the country’s growing number of voluntary societies was Luther S. Cushing (1803–1856), Clerk of the Massachusetts House of Representatives and a noted jurist. His small volume, Manual of Parliamentary Practice: Rules of Proceeding and Debate in Deliberative Assemblies—which became known as “Cushing’s Manual”—was published in 1845, with a section of further notes being added in 1847. This work, the author said, was intended for “assemblies of every description, but more especially for those which are not legislative in their character.”6 Cushing accordingly omitted from his manual rules applicable only to lawmaking bodies, but he included those that he considered suitable for both legislative and lay assemblies.


Among Cushing’s observations and conclusions with respect to nonlegislative assemblies in particular were the following:




1. The general parliamentary rules in Jefferson’s Manual formed “the basis of the common parliamentary law of this country.” (Cushing’s Manual, p. 4.)


2. Through modifications by state legislatures, “a system of parliamentary rules [had] been established in each state, different in some particulars from those of every other state.” (ibid., p. 13.)


3. Some ordinary meetings were conducted “not merely according to the general parliamentary law” but also following the system of the individual state. (ibid., p. 14.)


4. For such societies to be considered bound by the parliamentary practice of a particular state legislature in this way, Cushing held, was “erroneous.” (ibid., p. 14.)


5. The “occasional assembly” or ordinary organization was properly subject only to the common parliamentary law and to such rules as the body would specially adopt for itself. (ibid., p. 14.)




In adherence to the last proposition, Cushing confined his book to what he considered “common parliamentary law,” and prescribed that on all other necessary matters of procedure, each organization or assembly should adopt rules of its own (rules of order)—much as Congress and legislatures do.


Although Cushing’s Manual was concisely written, was well received, and became a classic accepted as standard, it was to prove insufficient to the needs of the assemblies for which it was intended. The devising of an adequate supplementary system of rules of order by each assembly for its own use—as envisioned by Cushing—was to prove a task beyond the capacity of the average organization. In the years following the Civil War, the confusion that still existed in parliamentary practice among the multiplying number of lay associations and meetings became a matter of concern to Henry Martyn Robert.



Genesis of Robert’s Rules of Order


Henry Martyn Robert7 (1837–1923) was an engineering officer in the regular army—finally attaining the rank of Brigadier General as chief of his corps—who was active in church organizations and civic and educational work wherever he was stationed, as much as military duties allowed him time. He was the son of Dr. Joseph Thomas Robert (1807–1884), successively a physician, Baptist minister, and educator, who became the first president of what is now Morehouse College. Henry Robert’s interest in parliamentary law—as he often related—had been precipitated in 1863 at New Bedford, Massachusetts, where he had been transferred from more strenuous war duty after a recurrence of tropical fever. Without warning, he was asked to preside over a meeting—said to have related to the defense of the city in the event of Confederate attack from the sea and to have lasted for fourteen hours—and did not know how. But he felt that the worst thing he could do would be to decline. “My embarrassment was supreme,” he wrote. “I plunged in, trusting to Providence that the assembly would behave itself. But with the plunge went the determination that I would never attend another meeting until I knew something of… parliamentary law.”8


Afterward, in a small book on another subject he found a few pages of “rules for deliberative assemblies.” From these he copied information “showing four or five motions according to rank” (see 5:10–13), “two or three… that could not be debated and some that could not be amended” and carried it on a slip of paper in his wallet for several years afterward. With this, he hoped he would be safe.


In 1867 Robert was promoted to Major and ordered to San Francisco, which was then a turbulent community made up of people recently arrived from every state. As he and his wife worked with persons from different parts of the country in several organizations seeking to improve social conditions there, they found themselves in the midst of a strange situation. Remarking on it many years later, in a lecture in Cincinnati, he stated that “Friction as to what constituted parliamentary law was indeed no uncommon thing.” Each member of these organizations had brought from his home state different and often strong convictions as to what were correct parliamentary rules, and a presiding officer usually followed the customs of the locality from which he came. Under these conditions, confusion and misunderstanding had reached a point where issues of procedure consumed time that should have gone into the real work of the societies.


Robert doubted that these organizations would be able to function efficiently until there could be better agreement as to what constituted parliamentary law. In his words:




So I inquired at the largest book store for the best books on the subject. Cushing’s Manual was handed me and also Wilson’s Digest, a book containing about 2400 decisions made in the English Parliament and our Congress. Then I sent for the Congressional Manual, which contained Jefferson’s Manual—…[,] The Rules of the House of Representatives and Barclay’s Digest of Rules and Practice of the House.…


A careful reading of these books showed that it was not an easy matter to decide what was parliamentary law.… For instance, both Jefferson and Cushing gave an equal rank to the motions for the Previous Question, and to Postpone Definitely, and Indefinitely, and to Commit; the House of Representatives makes them rank thus: Previous Question, Postpone Definitely, Commit, Amend, and Postpone Indefinitely at the foot of the list; and the Senate does not allow the Previous Question and instead of placing Indefinitely Postpone at the foot, it puts it at the head of the list. Also if a motion to strike out a paragraph is lost, the paragraph can afterwards be amended according to the rules and practice of both Houses of Congress, but it could not be amended according to Jefferson and Cushing and the practice of the English Parliament. In Congress the question would be stated and put on striking out the paragraph whereas according to the other authorities it should be put on whether the paragraph shall stand as a part of the resolution.


Again, as to debate: The U.S. Senate allowed each member to speak twice on the same day to the same question without any limit as to time; all the other authorities allowed only one speech from each member on any question, and the House of Representatives also limited that speech to one hour. Also in Congress certain motions are undebatable, whereas the other authorities did not allude to such a thing as an undebatable motion, except that Cushing said in a note that legislative bodies usually, to quote, “provide that certain questions, as for example, to Adjourn, to Lay on the Table, for the Previous Question, or as to the Order of Business, shall be decided without debate.”


These examples will… show the difficulties in the way of [anyone]… who was anxious to know enough [parliamentary law] to enable him to cooperate with others in effective work in lines in which he was interested.





Robert decided to prepare a few rules of order—expected to run to about sixteen pages—which he hoped would be suitable for the societies to which he and his wife belonged. If these organizations adopted such rules, “each member could know what motions could be debated and amended, which ones required a two-thirds vote, and what was the order of precedence.”9 When a few sheets had been printed, he began to try them out. The reception was encouraging, but the pamphlet was never completed. He came to the conclusion that the real problem would not be solved by “a half dozen societies having a system of parliamentary law of their own.”


At about this time (1871), Robert was transferred to duty based in Portland, Oregon. Although he was obliged to lay aside parliamentary studies because of heavier responsibilities, such contact with organizations as he had time for strengthened ideas which had begun to crystallize in San Francisco: (1) In the country at large, the average society would find it difficult to have an adequate set of rules of order prepared specially for its own use, as Cushing had apparently expected it to do. Few ordinary organizations had, in fact, done so. (2) Even if a society were in a position to work out a satisfactory set of rules, this would only create further multiplicity. The need was the reverse—to enable civic-minded people to belong to several organizations or to move to new localities without constantly encountering different parliamentary rules. (3) Conditions in ordinary societies, different as the purposes of those societies might be, were sufficiently similar from a parliamentary point of view to be guided by practically the same rules of order. (4) As far as any trend could be seen, it appeared that the best presiding officers were following the practice of the U.S. House of Representatives on basic points, such as the order of precedence of motions, which motions could be debated, and so on. The practice of the House was then approaching an established form after marked evolution during the preceding decades—during which it had become considerably different from the “old common parliamentary law” as laid down by Jefferson and Cushing.


Robert thus became convinced of the need for a new kind of parliamentary manual, “based, in its general principles, upon the rules and practice of Congress, and adapted, in its details, to the use of ordinary societies. Such a work should give, not only the methods of organizing and conducting the meetings, the duties of the officers and the names of the ordinary motions, but in addition, should state in a systematic manner, in reference to each motion, its object and effect; whether it can be amended or debated; if debatable, the extent to which it opens the main question to debate; the circumstances under which it can be made, and what other motions can be made when it is pending.”10


Writing such a manual as Robert envisioned would amount to weaving into a single whole a statement of existing parliamentary law and a set of proposed rules of order. His idea was that the book should be written in a form suitable for adoption by any society, without interfering with the organization’s right to adopt any special rules it might require. In the manual, rules taken from the practice of the House should be used except in specific cases where analysis showed that some other rule was better for the conditions in an ordinary organization—which did not, for example, have the enormous volume of business to be handled, the sharp division along party lines, or the extended length of congressional sessions with daily meetings. Sometimes the Senate practice might be preferable, such as allowing each member to speak twice to the same question on the same day.


Robert had no time to begin writing until January 1874 in Milwaukee, when a severe winter tied up army engineering services along Lake Michigan for about three months. By October he had a revised manuscript of the rules of order proper, for which he was ready to seek a publisher. This manuscript, which would have made up the complete book as he originally conceived it, became the first part of the work that was finally published. When early efforts to obtain a publisher failed, he decided to have 4,000 copies made by a job printer at his own expense and under his direction. Since Robert’s military duties often would not permit him to correct proofs promptly, the printer could only spare enough type to set and print sixteen pages at a time—the type then being distributed and used again for the next sixteen pages.


The printing slowly progressed in this manner through most of the year 1875. Soon after it began, Robert—having concluded, at least partly through his wife’s influence, that more information should be added for the benefit of persons with no experience in meetings—wrote and added a second part, to which he gave the title “Organization and Conduct of Business.” Because of its purpose and the nature of its contents, Part II was written in a simpler style, and it contained such repetition of material from Part I as the author thought would be useful to the intended reader. By the end of 1875, the printing of the two parts of the Pocket Manual of Rules of Order for Deliberative Assemblies (176 pages) was completed.


Even then, with his 4,000 “ready-printed” copies, the author was able to obtain a contract with a publisher only by making unusual concessions. In the face of the latter’s skepticism as to the demand for such a work, Robert agreed to pay for binding the 4,000 copies and to bear the expense of giving 1,000 copies of the book to parliamentarians, educators, legislators, and church leaders throughout the country. The first edition of the manual accordingly was published by S. C. Griggs and Company of Chicago on February 19, 1876. The publisher placed on the cover the title Robert’s Rules of Order. That first edition is now long a rare book.


Robert expected the 3,000 copies available for sale to last two years, during which he planned to prepare a revision on the basis of comments and suggestions from users. But the edition—received with immediate and enthusiastic acclaim—was sold out in four months. Six weeks after the original publication, work was begun on a second edition, with sixteen more pages, which was ready at the end of July 1876.


The following year, the portions of the second 1876 edition comprising the elementary Part II, “Organization and Conduct of Business,” and the “Table of Rules Relating to Motions”—which, with continuing development, has been found in all editions but was originally a new and unique feature of the Pocket Manual—were also offered separately in paperback under the title Parliamentary Guide (price twenty-five cents). The Guide did not remain long in print, however, as the demand apparently was for the complete Robert’s Rules of Order (then priced at seventy-five cents). The latter volume gained another twenty-six pages through changes and additions made by the author in a third edition issued in 1893.


In 1896, when the Griggs firm went out of business, the then recently formed Scott, Foresman and Company purchased the former publisher’s list and thus acquired the publishing rights to Robert’s Rules of Order. The designation “Robert’s Rules of Order,” the short title printed on the cover of the Pocket Manual, properly refers only to the three earliest editions, the last of which was superseded in 1915. At that time, the three editions of the Pocket Manual had totaled more than a half million copies.


Subsequent Revisions


Robert’s Rules of Order Revised, the first complete revision, was the product of three years of the original author’s full-time effort, beginning in 1912, with his second wife, Isabel Hoagland Robert, a former teacher, acting as his secretary and editorial assistant. (His first wife, Helen Thresher Robert, who influenced him to include the elementary portion in the first edition, had died in 1895.) The revision was published on May 5, 1915. Shortly afterward, General Robert wrote that much more work had been put into it than into the three previous editions combined. The 1915 revision, expanded by 75 percent from the 1893 edition, had less than one fourth of its content taken directly from that edition. The reorganization, expansion, and clarification represented by Robert’s Rules of Order Revised was largely the outgrowth of hundreds of letters received by the author over the years, submitting questions of parliamentary law arising in organizations and not covered in the earlier editions.


Upon General Robert’s death in 1923, his only son, Henry M. Robert, Jr.—a professor of mathematics, and later economics, at the United States Naval Academy, who also taught parliamentary law at Columbia University during each summer session—took over the author’s office under a trust that his father had established. In that capacity, Henry Jr. continued his father’s practice of replying to parliamentary questions from users of the book. It had been the original author’s wish that after his death his son should further revise the manual as developments might dictate. Henry Jr. looked forward to doing this following his retirement from the Naval Academy, but he died in 1937 before that time came.


The trusteeship of Robert’s Rules of Order Revised then passed to Henry Jr.’s widow, Sarah Corbin Robert—like Isabel, a former teacher. At General Robert’s request, she had served as a critical reader in the preparation of his last two books, the elementary text, Parliamentary Practice (1921), and the work he considered his definitive explanatory effort, Parliamentary Law (1923). She had also substituted in teaching her husband’s courses at Columbia when Henry Jr. had to give up doing so because of an increased workload at the Naval Academy.


In 1943, changes that General Robert had recorded between 1915 and the time of his death, for inclusion in the next revision of the manual, were incorporated within the 1915 pagination with Isabel and Sarah Robert serving as editors. Under their authorship, additional front and end matter was inserted and further in-page changes were made for the Seventy-fifth Anniversary Edition of 1951. Under the title of Robert’s Rules of Order Revised, the manual thus remained in basically the 1915 typesetting until 1970, by which time a combined total of 2.65 million copies of all editions issued until then had been in use.


About 1960, work was begun on a second complete revision of the book under the direction of Sarah Corbin Robert. She was joined in this project by her son, Henry M. Robert III, and by William J. Evans, a Baltimore lawyer, with James W. Cleary later serving as an editorial adviser to the publisher. This undertaking had a twofold goal: (1) a thorough overhauling of the parliamentary content dictated by two generations’ use of the then-existing work, and (2) the new development of a reference book that would both be suitable for adoption by organizations as their parliamentary authority, and at the same time be as readable and as near to completely self-explanatory as possible—equally useful to a presiding officer, organization member, parliamentarian, and instructor in parliamentary procedure. Achieving this dual goal to the authors’ best ability proved to be a task whose magnitude was only dimly perceived at the outset. The resulting general revision of the book was published as Robert’s Rules of Order Newly Revised on the ninety-fourth anniversary of the publication of the first edition, February 19, 1970. As the original author stated that more work had been put into the 1915 revision than into the three previous editions combined, so it is believed that more work went into the production of the 1970 edition of Robert’s Rules of Order Newly Revised than into all six editions brought out previously.


An additional key figure in guiding the authorship affairs of the book since that time, particularly in their commercial aspect, was John Robert Redgrave, a great-grandson of the original author and the business representative of the Robert’s Rules Association, which replaced the first trust after the death of General Robert’s last surviving child.


Consistent with the earlier practice of publishing partial revisions containing in-page changes within the same pagination, a 1981 edition prepared by Henry M. Robert III and William J. Evans made a number of clarifications throughout the work. These changes were the result of experience in using the book in the eleven-year period following the 1970 revision. Some of the more important areas of clarification related to the Previous Question, the motion to Lay on the Table, the nature of a board as a form of assembly, the rule prohibiting interruption of actual voting, and the rules governing amendment at the expiration of the allotted time under different kinds of orders limiting debate or setting a time for voting. The 1981 edition was issued additionally in paperback format by Scott, Foresman and Company in 1984. This was the first time that a current edition of the complete manual had been offered in paperback.


In 1990, the same process was carried further with the issuance of a ninth edition of the work, again authored by Henry M. Robert III and William J. Evans, with Daniel H. Honemann, also a Baltimore attorney, then joining to assist them. Under new technology applied to that edition, however, a complete resetting of the book became for the first time an easy matter. This fact permitted a greater variety of changes and the incorporation of more additional material than would otherwise have been feasible. Two of the most significant of the revisions were the reinsertion, in improved form, of a subsection on hints to inexperienced presiding officers found in earlier editions, and a new treatment of some standard principles of interpretation of bylaws and other documents.


The tenth edition was published as the Millennium Edition of the year 2000. It was the work of four coauthors, with Henry M. Robert III, William J. Evans, and Daniel H. Honemann joined by Thomas J. Balch, a member of the Illinois bar residing in Virginia. A listing of the more important areas of revision in the 2000 edition appears in its preface. Among them were clarification of the role of “established custom” in relation to written rules, and greater specification of the cases in which an action is null and void so that a Point of Order that would otherwise be untimely may be raised and, correlatively, those circumstances in which the rules may not be suspended.


The eleventh edition was published in 2011. With the passing of William Evans, that edition was the work of Henry M. Robert III, Daniel H. Honemann, and Thomas J. Balch, joined by Daniel E. Seabold, a professor of mathematics at Hofstra University in Hempstead, New York, and Shmuel Gerber, who was at that time the chief copy editor for the weekly print edition of the Five Towns Jewish Times, a New York–area newspaper. Among its revisions were expanded treatments of electronic meetings and disciplinary proceedings, a new subsection on challenging the announced result of elections, and permitting notice to be sent by e-mail to members who consent.


This Twelfth Edition responds anew to the ever continuing need for further refinement of interpretation and for answering newly arising questions. As the Twelfth Edition was nearing completion, the authorship team lost the grandson of the original author: Henry M. Robert III, who had been intimately associated with the work for six decades, died at the age of 98 in January 2019.


All editions of the work issued after the death of the original author have thus been prepared by persons who either knew and worked with him or are connected to such persons in a direct continuity of professional association.


Influence of Robert


The crux of Robert’s Rules of Order’s initial contribution was in making it possible for assemblies and societies to free themselves from confusion and dispute over rules governing the use of the different motions of parliamentary law. In this respect the book filled the need that the author accurately stated in the quotation from his preface found on page xli of this Introduction.


In basing his rules on the practice of the U.S. House of Representatives in the manner already described, Robert stated that this practice—except where obviously unsuited to ordinary societies—had come to determine the actual common parliamentary law of the country, just as the practice of the House of Commons had done in England. Within any assembly or organization, however, it was his idea that the authority of his rules should rest on formal adoption of his manual by the particular body. But the book was soon cited increasingly as an authority apart from individual adoption—in such a manner as to constitute acknowledgment of its rules as parliamentary law itself. Thus Robert—by offering a codification of the rules and practices of the House of Representatives adapted to ordinary societies—gave formal direction to a movement toward establishing a more complete common parliamentary law, built upon congressional practice. In this way, Robert had a central role in bringing the parliamentary law of the United States to a stability and a stage of development that led former House parliamentarian Clarence Cannon to describe it as a “system of procedure adapted to the wants of deliberative assemblies generally and which, though variously interpreted in minor details by different writers, is now in the main standardized and authoritatively established.”11


In an often quoted statement, the original author said: “The great lesson for democracies to learn is for the majority to give to the minority a full, free opportunity to present their side of the case, and then for the minority, having failed to win a majority to their views, gracefully to submit and to recognize the action as that of the entire organization, and cheerfully to assist in carrying it out, until they can secure its repeal.”12 But this same man, as he headed many engineering boards in the later phases of his professional career, became known for guiding them to produce reports that were unanimously concurred in by the board members. His record as a leader in civic, social-service, and church activities was similar. He was loath to settle for less.


This was not the contradiction that it may at first seem. Robert was surely aware of the early evolutionary development of parliamentary procedure in the English House of Lords resulting in a movement from “consensus,” in its original sense of unanimous agreement, toward a decision by majority vote as we know it today. This evolution came about from a recognition that a requirement of unanimity or near unanimity can become a form of tyranny in itself. In an assembly that tries to make such a requirement the norm, a variety of misguided feelings—reluctance to be seen as opposing the leadership, a notion that causing controversy will be frowned upon, fear of seeming an obstacle to unity—can easily lead to decisions being taken with a pseudoconsensus which in reality implies elements of default, which satisfies no one, and for which no one really assumes responsibility. Furthermore, what is apparently taken to be the sense of the meeting may well be little more than a “least common denominator” of such generality as to contribute little to the solution of the practical problem involved, thereby leaving such matters to officers or staff or the meeting’s organizers to work out according to their own intentions. Robert saw, on the other hand, that the evolution of majority vote in tandem with lucid and clarifying debate—resulting in a decision representing the view of the deliberate majority—far more clearly ferrets out and demonstrates the will of an assembly. It is through the application of genuine persuasion and parliamentary technique that General Robert was able to achieve decisions in meetings he led which were so free of divisiveness within the group.
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PRINCIPLES UNDERLYING PARLIAMENTARY LAW



The rules of parliamentary law found in this book will, on analysis, be seen to be constructed upon a careful balance of the rights of persons or subgroups within an organization’s or an assembly’s total membership. That is, these rules are based on a regard for the rights:




• of the majority,


• of the minority, especially a strong minority—greater than one third,


• of individual members,


• of absentees, and


• of all these together.




The means of protecting all of these rights in appropriate measure forms much of the substance of parliamentary law, and the need for this protection dictates the degree of development that the subject has undergone.


Parliamentary procedure enables the overall membership of an organization—expressing its general will through the assembly of its members—both to establish and empower an effective leadership as it wishes, and at the same time to retain exactly the degree of direct control over its affairs that it chooses to reserve to itself.


Ultimately, it is the majority taking part in the assembly who decide the general will, but only following upon the opportunity for a deliberative process of full and free discussion. Only two thirds or more of those present and voting may deny a minority or any member the right of such discussion.


In this connection, there is an underlying assumption of a right that exists even though it may not always be prudent or helpful for it to be exercised. Each individual or subgroup has the right to make the maximum effort to have his, her, or its position declared the will of the assembly to the extent that can be tolerated in the interests of the entire body.


Another important principle is that, as a protection against instability—arising, for example, from such factors as slight variations in attendance—the requirements for changing a previous action are greater than those for taking the action in the first place.


Fundamentally, under the rules of parliamentary law, a deliberative body is a free agent—free to do what it wants to do with the greatest measure of protection to itself and of consideration for the rights of its members.


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.















CHAPTER 
I



THE DELIBERATIVE ASSEMBLY: ITS TYPES AND THEIR RULES



§1. THE DELIBERATIVE ASSEMBLY


Nature of the Deliberative Assembly


1:1      A deliberative assembly—the kind of gathering to which parliamentary law is generally understood to apply—has the following distinguishing characteristics:




• It is a group of people, having or assuming freedom to act in concert, meeting to determine, in full and free discussion, courses of action to be taken in the name of the entire group.


• The group meets in a single room or area or under equivalent conditions of opportunity for simultaneous aural communication among all participants.1


• Persons having the right to participate—that is, the members—are ordinarily free to act within the assembly according to their own judgment.


• In any decision made, the opinion of each member present has equal weight as expressed by vote—through which the voting member joins in assuming direct personal responsibility for the decision, should his or her vote be on the prevailing side.


• Failure to concur in a decision of the body does not constitute withdrawal from the body.


• If any members are absent—as is usually the case in any formally organized assembly such as a legislative body or the assembly of an ordinary society—the members present at a regular or properly called meeting act for the entire membership, subject only to such limitations as may be established by the body’s governing rules (see Quorum of Members, however, 3:3–5; also 40).




1:2      The rules in this book are principally applicable to meeting bodies possessing all of the foregoing characteristics. Certain of these parliamentary rules or customs may sometimes also find application in other gatherings which, although resembling the deliberative assembly in varying degrees, do not have all of its attributes as listed above.


1:3      The distinction should be noted between the assembly (that is, the body of people who assemble) and the meeting (which is the event of their being assembled to transact business). The relation between these terms, however, is such that their application may coincide; a “mass meeting,” for example, is described below as one type of assembly. The term meeting is also distinguished from session, according to definitions stated in 8. A session may be loosely described as a single complete course of an assembly’s engagement in the conduct of business, and may consist of one or more meetings.


1:4      A member of an assembly, in the parliamentary sense, as mentioned above, is a person entitled to full participation in its proceedings, that is, as explained in 3 and 4, the right to attend meetings, to make motions, to speak in debate, and to vote. No member can be individually deprived of these basic rights of membership—or of any basic rights concomitant to them, such as the right to make nominations or to give previous notice of a motion—except through disciplinary proceedings. Some organized societies define additional classes of “membership” that do not entail all of these rights. Whenever the term member is used in this book, it refers to full participating membership in the assembly unless otherwise specified. Such members are also described as “voting members” when it is necessary to make a distinction.


1:5      A deliberative assembly that has not adopted any rules is commonly understood to hold itself bound by the rules and customs of the general parliamentary law—or common parliamentary law (as discussed in the Introduction)—to the extent that there is agreement in the meeting body as to what these rules and practices are. Most assemblies operate subject to one or more classes of written rules, however, that the particular body—or, sometimes, a higher authority under which it is constituted—has formally adopted. Taken as a whole, such rules may relate to the establishment of the organization or society of which the assembly is the meeting body, they may interpret or supplement the general parliamentary law, or they may involve provisions not directly related to the transaction of business. The classes of rules that an assembly or an organization may adopt and the position that the rules in this book assume within such a body’s overall system of rules are initially explained in 2. Aside from rules of parliamentary procedure and the particular rules of an assembly, the actions of any deliberative body are also subject to applicable procedural rules prescribed by local, state, or national law and would be null and void if in violation of such law.2


1:6      The basic principle of decision in a deliberative assembly is that, to become the act or choice of the body, a proposition must be adopted by a majority vote; that is, direct approval—implying assumption of responsibility for the act—must be registered by more than half of the members present and voting on the particular matter, in a regular or properly called meeting of the body (see also 44:1–2). Modifications of the foregoing principle that impose a requirement of more than a majority vote arise: (a) where required by law; (b) where provided by special rule of a particular organization or assembly as dictated by its own conditions; or (c) where required under the general parliamentary law in the case of certain steps or procedures that impinge on the normal rights of the minority, of absentees, or of some other group within the assembly’s membership.


1:7      When a decision is to be based on more than a majority, the requirement most commonly specified is a two-thirds vote—that is, the expressed approval of at least two thirds of those present and voting. Under certain circumstances, whatever the vote required, there may be an additional requirement of previous notice, which means that notice of the proposal to be brought up—at least briefly describing its substance—must be announced at the preceding meeting or must be included in the “call” of the meeting at which it is to be considered (see also 10:44–51). The call of a meeting is a written notice of its time and place that is sent to all members of the organization a reasonable time in advance. Other bases for decision which find use in certain cases are defined in 44, such as a majority of the entire membership—that is, more than half of all the members.


1:8      Whenever the rules of an assembly require a majority vote, a two-thirds vote, or any other basis for decision, it must be understood that, unless otherwise specified in the rules (as in the case of certain procedural actions), such a vote is effective only if taken when the necessary minimum number of members, known as a quorum, is present (see 3:3–5; also 40).


Types of Deliberative Assembly


1:9      The deliberative assembly may exist in many forms. Among the principal types that it is convenient to distinguish for the purposes of parliamentary law are: (1) the mass meeting; (2) the assembly of an organized society, particularly when meeting at the local or lowest subdivisional level; (3) the convention; (4) the legislative body; and (5) the board. A brief introductory explanation of the five principal types of deliberative assembly is given below.


1:10 The Mass Meeting. The mass meeting is the simplest form of assembly in principle, although not the one most frequently encountered. A mass meeting is a meeting of an unorganized group that is announced as open to everyone (or everyone within a specified sector of the population) interested in a particular problem or purpose defined by the meeting’s sponsors, and that is called with a view to appropriate action to be decided on and taken by the meeting body. A series of connected meetings making up a session may be held on such a basis. The class of persons invited might be, for example, supporters of a given political party, homeowners residing within a certain city, persons opposed to a tax increase, or any similar group. Admittance may be limited to the invited category if desired. Everyone who attends a mass meeting has the right to participate in the proceedings as a member of the assembly, upon the understanding that he is in general sympathy with the announced object of the meeting.


1:11      It should be noted that a large attendance is not an essential feature of the mass meeting, although it may usually be desired. A series of meetings held for the purpose of organizing a society are in the nature of mass meetings until the society has been formed.


1:12      Mass meetings are particularly treated in 53.


1:13 The Local Assembly of an Organized Society. The assembly at the meetings of an organized permanent society existing as a local club or local branch is the type of assembly with which the average person is most likely to have direct experience. As the highest authority within such a society or branch (subject only to the provisions of the bylaws or other basic document establishing the organization), this body acts for the total membership in the transaction of its business. Such an assembly’s membership is limited to persons who are recorded on the rolls of the society as voting members and who are in good standing.3 The bylaws of an organized local society (see 2:8–13) usually provide that it shall hold regular meetings at stated intervals—such as weekly, monthly, quarterly, or sometimes even annually—and also usually provide a procedure for calling special meetings as needed (see 9:13–16). Each of these meetings in such an organization normally is a separate session (8).


1:14 The Convention. A convention is an assembly of delegates (other than a permanently established public lawmaking body) chosen, normally for one session only, as representatives of constituent units or subdivisions of a much larger body of people in whose name the convention sits and acts.


1:15      The most common type of convention is that of an organized state or national society—held, for example, annually or biennially—in which the delegates are selected by, and from among the members of, each local branch. A convention is sometimes also called for the purpose of forming an association or federation; or, like a mass meeting, it may be convened to draw interested parties or representatives of interested organizations together in acting upon a common problem. The ordinary convention seldom lasts longer than a week. In principle, however, there is no limit on the length of the convention session. A constitutional convention, for example—convoked to draft a proposed new state constitution—may continue for weeks or months.


1:16      The voting membership of a convention consists of persons who hold proper credentials as delegates or as persons in some other way entitled to such membership, which must be certified and reported to the convention by its Credentials Committee. Whenever the term “majority of the entire membership” is used in this book, it means, in the case of a convention of delegates, a majority of the total number of convention members entitled to vote, as set forth in the official roll of voting members of the convention (44:9(b), 59:25).


1:17      The conclusion of the convention session normally dissolves the assembly. In the case of a state or national society, when another convention convenes a year or two later, it is a new assembly.


1:18      Conventions are particularly treated in 58, 59, and 60.


1:19 The Legislative Body. The term legislative body refers to a constitutionally established public lawmaking body of representatives chosen by the electorate for a fixed term of office—such as Congress or a state legislature. Such a body typically (though not always) consists of two assemblies, or “houses.” Its sessions may last for months, during which it meets daily and its members are paid to devote their full time to its work and can be legally compelled to attend its meetings.


1:20      Each state or national legislative assembly generally has its own well-developed body of rules, interpretations, and precedents, so that the exact procedure for a particular legislative house can be found only in its own manual.


1:21      In this connection, however, it should be noted that certain smaller public bodies may serve a lawmaking function yet not assume the character of a full-scale legislative assembly, and instead may somewhat resemble a board or the assembly of a society. An example of such a body might be a city council that meets weekly or monthly and whose members continue their own full-time occupations during their term of service.


1:22 The Board. A board, in the general sense of the term, is an administrative, managerial, or quasi-judicial body of elected or appointed persons that differs from several of the other principal types of deliberative assembly as follows:


a) boards are frequently smaller than most other assemblies; and


b) while a board may or may not function autonomously, its operation is determined by responsibilities and powers delegated to it or conferred on it by authority outside itself.


1:23      A board may be assigned a particular function on behalf of a national, state, or local government, as a village board that operates like a small city council, a board of education, or a board of examiners. In a nonstock corporation that has no assembly or body of persons constituting a general voting membership, as a university or foundation, the board of directors, managers, trustees, or governors is the supreme governing body of the institution. Similarly, in a stock corporation, although the board of directors is elected by stockholders who hold an annual meeting, it constitutes the highest authority in the management of the corporation. A board within an organized society, on the other hand, is an instrumentality of the society’s full assembly, to which it is subordinate. Boards are discussed in greater detail in 49.


Applicability of Modified Parliamentary Rules in Small Boards and in Committees


1:24      The distinction between a board and a committee must be briefly noted here for an understanding of what follows. A board of any size is a form of assembly as just explained. Committees, on the other hand, are bodies that are often, but not necessarily, very small, and that are subordinate instruments of an assembly or are accountable to a higher authority in some way not characteristic of an assembly. Large boards generally follow parliamentary procedure in the same way as any other assembly. In small boards, and in committees, most parliamentary rules apply, but certain modifications permitting greater flexibility and informality are commonly allowed (see 49:21, 50:25–26). The distinguishing characteristics of boards and committees are discussed in 49 and 50.



§2. RULES OF AN ASSEMBLY OR ORGANIZATION


2:1      An organized society requires certain rules to establish its basic structure and manner of operation. In addition, a need for formally adopted rules of procedure arises in any assembly, principally because there may be disagreement or a lack of understanding as to what is parliamentary law regarding points that can affect the outcome of substantive issues.


2:2      Experience has shown that some of the rules of a society should be made more difficult to change, or to suspend—that is, to set aside for a specific purpose—than others. Upon this principle, the rules which an established organization may have are commonly divided into classes—some of which are needed by every society, while others may be required only as conditions warrant. Within this framework under the general parliamentary law, an assembly or society is free to adopt any rules it may wish (even rules deviating from parliamentary law) provided that, in the procedure of adopting them, it conforms to parliamentary law or its own existing rules. The only limitations upon the rules that such a body can thus adopt might arise from the rules of a parent body (as those of a national society restricting its state or local branches), or from national, state, or local law affecting the particular type of organization.


2:3      The various kinds of rules which a society may formally adopt include the following: Corporate Charter, Constitution and/or Bylaws, Rules of Order (which include a standard work on parliamentary law adopted as the society’s Parliamentary Authority, and any Special Rules of Order), and Standing Rules. Each of these types of rules is discussed below. (For a more complete treatment of constitution and/or bylaws, see 56 and 57.)


2:4      In matters not governed by any adopted rule, a society may be guided by established custom, also discussed below.


Corporate Charter


2:5      The Corporate Charter (in different states variously called the Certificate of Incorporation, Articles of Incorporation, Articles of Association, etc.) is a legal instrument that sets forth the name and object of the society and whatever other information is needed for incorporating the society under the laws of the particular state—or under federal law in the case of a few special types of organizations. Incorporation is sometimes necessary or may be advisable, depending upon the differing laws of each state, if the organization is to hold property, inherit a legacy, make legally binding contracts, hire employees, be in a position to sue or be sued as a society, protect its officers and members from personal liability, or the like. Apart from this consideration, in general, a society need not be incorporated unless incorporation is dictated by a law relating to the society’s contemplated activities.


2:6      A corporate charter should be drafted by an attorney and must then be processed in accordance with the legal procedure for incorporation in the state (or under federal law if applicable). Any later amendments (that is, changes in the charter) are subject to the requirements of law and any limitations placed in the charter itself.


2:7      In an incorporated organization, the corporate charter supersedes all its other rules, none of which can legally contain anything in conflict with the charter. Nothing in the charter can be suspended by the organization itself unless the charter or applicable law so provides. For these reasons, a corporate charter generally should contain only what is necessary to obtain it, and to establish the desired status of the organization under law—leaving as much as possible to the bylaws or to lower-ranking rules if appropriate in accordance with the principles explained below and in 56.4


Constitution; Bylaws


2:8      In general, the constitution or the bylaws—or both—of a society are the documents that contain its own basic rules relating principally to itself as an organization, rather than to the parliamentary procedure that it follows. In the ordinary case, it is now the recommended practice that all of a society’s rules of this kind be combined into a single instrument, usually called the “bylaws,” although in some societies called the “constitution”—or the “constitution and bylaws,” even when it is only one document. The term bylaws, as used in this book, refers to this single, combination-type instrument—by whatever name the particular organization may describe it—which:


1) should have essentially the same form and content whether or not the society is incorporated (except for the omission or inclusion of articles on the name and object as noted below);


2) defines the primary characteristics of the organization—in such a way that the bylaws serve as the fundamental instrument establishing an unincorporated society, or conform to the corporate charter if there is one;


3) prescribes how the society functions; and


4) includes all rules that the society considers so important that they (a) cannot be changed without previous notice to the members and the vote of a specified large majority (such as a two-thirds vote), and (b) cannot be suspended (with the exception of clauses that provide for their own suspension under specified conditions, or clauses in the nature of rules of order as described in 2:14; see also 25:7–13 and 56:50–56).


2:9      While the number of articles in the bylaws will be determined by the size and activities of the organization, the general nature of the subjects covered will be indicated by the following list of articles, typical of those found in the bylaws of the average unincorporated society: (1) Name of the organization; (2) its Object; (3) Members; (4) Officers; (5) Meetings; (6) Executive Board (if needed); (7) Committees; (8) Parliamentary Authority (that is, the name of the manual of parliamentary procedure that the organization is to follow; see below); and (9) Amendment of Bylaws (prescribing the procedure for making changes in the bylaws). If the society is incorporated, its name and its object are usually set forth in the corporate charter, in which case the first two articles listed above should be omitted from the bylaws. The appropriate content of bylaws is discussed in detail in 56.


2:10      It formerly was common practice to divide the basic rules of an organization into two documents, in order that one of them—the constitution—might be made more difficult to amend than the other, to which the name bylaws was applied. In such a case, the constitution would generally contain the most essential provisions relating to the first five items listed in the preceding paragraph (leaving additional details to the bylaws), and would prescribe the procedure for amending the constitution. Such an arrangement may still be found in cases where a national, state, or local law applying to the particular type of organization requires a constitution separate from the bylaws, or in older organizations that have had little occasion to change their existing rules. Unless the constitution is made more difficult to amend than the bylaws, however, no purpose is served by separating these two sets of rules.


2:11      In an incorporated society there generally should not be a constitution separate from the bylaws, since in such a case the constitution would duplicate much of the corporate charter. Although it is not improper, in an unincorporated society, to have both a constitution and bylaws as separate documents (provided that the constitution is made more difficult to amend), there are decided advantages in keeping all of the provisions relating to each subject under one heading within a single instrument—which results in fewer problems of duplication or inconsistency, and gives a more understandable and workable body of rules.


2:12      Except for the corporate charter in an incorporated society, the bylaws (as the single, combination-type instrument is called in this book) comprise the highest body of rules in societies as normally established today. Such an instrument supersedes all other rules of the society, except the corporate charter, if there is one. In organizations that have both a constitution and bylaws as separate documents, however, the constitution is the higher of the two bodies of rules and supersedes the bylaws.


2:13      The bylaws, by their nature, necessarily contain whatever limitations are placed on the powers of the assembly of a society (that is, the members attending a particular one of its meetings) with respect to the society as a whole. Similarly, the provisions of the bylaws have direct bearing on the rights of members within the organization—whether present or absent from the assembly. It is a good policy for every member on joining the society to be given a copy of the bylaws, printed together with the corporate charter, if there is one, and any special rules of order or standing rules that the society may have adopted as explained below. A member should become familiar with the contents of these rules if he looks toward full participation in the society’s affairs.


Rules of Order


2:14      The term rules of order refers to written rules of parliamentary procedure formally adopted by an assembly or an organization. Such rules relate to the orderly transaction of business in meetings and to the duties of officers in that connection. The object of rules of order is to facilitate the smooth functioning of the assembly and to provide a firm basis for resolving questions of procedure that may arise.


2:15      In contrast to bylaws, rules of order derive their proper substance largely from the general nature of the parliamentary process rather than from the circumstances of a particular assembly. Consequently, although the tone of application of rules of order may vary, there is little reason why most of these rules themselves should not be the same in all ordinary societies and should not closely correspond to the common parliamentary law. The usual and preferable method by which an ordinary society now provides itself with suitable rules of order is therefore to place in its bylaws a provision prescribing that the current edition of a specified and generally accepted manual of parliamentary law shall be the organization’s parliamentary authority, and then to adopt only such special rules of order as it finds needed to supplement or modify rules contained in that manual. However, if the bylaws of a society do not designate a parliamentary authority, one may be adopted by the same vote as is required to adopt a special rule of order, although it is preferable to amend the bylaws. In a mass meeting or a meeting of a body not yet organized, adoption of a parliamentary authority (or individual rules of order) may take place at the beginning of the meeting by majority vote.


2:16      Special rules of order supersede any rules in the parliamentary authority with which they may conflict.5 The average society that has adopted a suitable parliamentary authority seldom needs special rules of order, however, with the following notable exceptions:




• It is sometimes desirable to adopt a rule establishing the society’s own order of business (see 3:16).


• A rule relating to the length or number of speeches permitted each member in debate is often found necessary.


• A society with a small assembly—such as one having a dozen or fewer members—may wish to adopt a rule that its meetings will be governed by some or all of the somewhat less formal procedures applicable to small boards (see 49:21).




2:17      Special rules of order are usually adopted in the form of resolutions (4:4–5, 10:13–23), but when they are printed, the enacting words (such as “Resolved, That”) are normally dropped.


2:18      When a society or an assembly has adopted a particular parliamentary manual—such as this book—as its authority, the rules contained in that manual are binding upon it in all cases where they are not inconsistent with the bylaws (or constitution) of the body, any of its special rules of order, or any provisions of local, state, or national law applying to the particular type of organization. What another manual may have to say in conflict with the adopted parliamentary authority then has no bearing on the case. In matters on which an organization’s adopted parliamentary authority is silent, provisions found in other works on parliamentary law may be persuasive—that is, they may carry weight in the absence of overriding reasons for following a different course—but they are not binding on the body.


2:19      Although it is unwise for an assembly or a society to attempt to function without formally adopted rules of order, a recognized parliamentary manual may be cited under such conditions as persuasive. Or, by being followed through long-established custom in an organization, a particular manual may acquire a status within the body similar to that of an adopted parliamentary authority.


2:20      Any special rules of order are adopted separately from the bylaws. It is advisable that they be printed in the same booklet with, but under a heading separate from, the bylaws. Although rules in the nature of special rules of order are sometimes placed within the bylaws—as occurs most frequently when a society prescribes its own order of business—such an arrangement is less desirable, since it may lead to cases of uncertainty as to whether a particular rule can be suspended.


2:21      Rules of order—whether contained in the parliamentary authority or adopted as special rules of order—can be suspended by a two-thirds vote as explained in 25 (with the exceptions there specified). Rules clearly identifiable as in the nature of rules of order that are placed within the bylaws can (with the exceptions specified in 25) also be suspended by a two-thirds vote; but, except for such rules and for clauses that provide for their own suspension, as stated above, rules in the bylaws cannot be suspended.


2:22      Adoption or amendment of special rules of order that are separate from the bylaws requires either (a) previous notice (10:44–51) and a two-thirds vote or (b) a vote of a majority of the entire membership. After the bylaws of a society have been initially adopted when the organization is formed, the adoption or amendment of special rules of order placed within the bylaws is subject to the procedure for amending the bylaws (see 57).


Standing Rules


2:23      Standing rules, as understood in this book except in the case of conventions, are rules (1) which are related to the details of the administration of a society rather than to parliamentary procedure, and (2) which can be adopted or changed upon the same conditions as any ordinary act of the society. An example of such a rule might be one setting the hour at which meetings are to begin, or one relating to the maintenance of a guest register. Standing rules generally are not adopted at the time a society is organized, but individually if and when the need arises. As with special rules of order, it is advisable for standing rules to be printed under a separate heading in the booklet containing the bylaws, and in such a case, any enacting words such as “Resolved, That” are normally dropped. A standing rule can be adopted by a majority vote without previous notice, provided that it does not conflict with or amend any existing rule or act of the society. (For the vote required for rescinding or amending such a rule, see 35:2(7).) A standing rule remains in effect until rescinded or amended, but if it has its application only within the context of a meeting, it can be suspended at any particular session (although not for future sessions) by a majority vote. Rules that have any application outside a meeting context, however, cannot be suspended.


2:24      Standing rules in conventions differ from ordinary standing rules in some respects, as explained in 59:27–37. Some assemblies, particularly legislative bodies, also apply the name standing rules to their rules of order. Whatever names an assembly may apply to its various rules, the vote required to adopt, amend, or suspend a particular rule is determined by the nature of its content according to the definitions given above.


Custom


2:25      In some organizations, a particular practice may sometimes come to be followed as a matter of established custom so that it is treated practically as if it were prescribed by a rule. If there is no contrary provision in the parliamentary authority or written rules of the organization, such an established custom is adhered to unless the assembly, by a majority vote, agrees in a particular instance to do otherwise. However, if a customary practice is or becomes in conflict with the parliamentary authority or any written rule, and a Point of Order (23) citing the conflict is raised at any time, the custom falls to the ground, and the conflicting provision in the parliamentary authority or written rule must thereafter be complied with. If it is then desired to follow the former practice, a special rule of order (or, in appropriate circumstances, a standing rule or a bylaw provision) can be added or amended to incorporate it.


Footnotes to Chapter I


1. A group that attempts to conduct the deliberative process in writing—such as by postal mail, electronic mail (e-mail), or facsimile transmission (fax)—does not constitute a deliberative assembly. When making decisions by such means, many situations unprecedented in parliamentary law will arise, and many of its rules and customs will not be applicable (see also 9:30–36).


2. If the assembly is itself a lawmaking body, its actions are subject to applicable law of a higher authority—as, for example, the acts of a state legislature in the United States, which must not be in conflict with the constitution of that state, with national law, or with the national constitution.


3. Members in good standing are those whose rights as members of the assembly are not under suspension as a consequence of disciplinary proceedings or by operation of some specific provision in the bylaws. A member may thus be in good standing even if in arrears in payment of dues (see 45:1, 56:19). If only some of an individual’s rights as a member of the assembly are under suspension (for example, the rights to make motions and speak in debate), other rights of assembly membership may still be exercised (for example, the rights to attend meetings and vote).


4. The word charter may also refer to a certificate issued by a national or state organization, granting the right to form a particular local or subordinate unit. While such a charter is not an instrument of incorporation and is usually quite general in its terms, it supersedes any rules the subordinate body may adopt, because it carries with it the requirement that the subordinate unit adopt no rules that conflict with those of the grantor.


5. However, when the parliamentary authority is prescribed in the bylaws, and that authority states that a certain rule can be altered only by a provision in the bylaws, no special rule of order can supersede that rule.















CHAPTER 
II



THE CONDUCT OF BUSINESS IN A DELIBERATIVE ASSEMBLY



§3. BASIC PROVISIONS AND PROCEDURES


3:1      The basic parliamentary concepts and practices are interconnected in such a way that a complete statement of the rules that relate to any one of them frequently involves reference to several other concepts. This section contains an initial explanation of a number of these topics, which are given a more detailed treatment later in this book.


3:2      In reading all that follows throughout this manual, it should be borne in mind that—as in any treatment of any subject—a statement of a rule generally cannot include all possible exceptions to the rule. Whenever a particular statement appears to conflict with a more general statement elsewhere in the book, therefore, the particular statement governs in the matter to which it states that it applies (see also 56:68(3)).


Minimum Composition of a Deliberative Assembly


3:3   Quorum of Members. The minimum number of members who must be present at the meetings of a deliberative assembly for business to be validly transacted is the quorum of the assembly. The requirement of a quorum is a protection against totally unrepresentative action in the name of the body by an unduly small number of persons. In both houses of Congress, the quorum is a majority of the members, by the United States Constitution. Such a quorum is appropriate in legislative bodies but too large in most voluntary societies. In an ordinary society, therefore, a provision of the bylaws should specify the number of members that shall constitute a quorum, which should approximate the largest number that can be depended on to attend any meeting except in very bad weather or other extremely unfavorable conditions. In the absence of such a provision in a society or assembly whose real membership can be accurately determined at any time—that is, in a body having an enrolled membership composed only of persons who maintain their status as members in a prescribed manner—the quorum is a majority of the entire membership, by the common parliamentary law.


3:4      In the meetings of a convention, unless the bylaws of the organization provide otherwise, the quorum is a majority of the delegates who have been registered at the convention as in attendance, irrespective of whether some may have departed. In a mass meeting, or in a regular or properly called meeting of an organization whose bylaws do not prescribe a quorum and whose membership is loosely determined (as, for example, in many church congregations or alumni associations), there is no minimum number of members who must be present for the valid transaction of business, or—as it is usually expressed—the quorum consists of those who attend the meeting.


3:5      (The rules relating to the quorum are more fully stated in 40.)


3:6  Minimum Officers. The minimum essential officers for the conduct of business in a deliberative assembly are a presiding officer, who conducts the meeting and sees that the rules are observed, and a secretary, or clerk, who makes a written record of what is done—usually called “the minutes.” If the officers are members of the assembly—as they usually are in ordinary societies—they are counted in determining whether a quorum is present.


3:7      The presiding officer should be placed so that, even when he is seated—on a high stool if necessary when behind a lectern—he can see the entire hall and all present can see him (see also 47:5). The presiding officer’s official place or station (usually in the center of the platform or stage, if there is one) is called “the chair.” During meetings, whoever is presiding is said to be “in the chair” (whether standing or seated at the time), and he is also referred to as “the chair.” The phrase “the chair” thus applies both to the person presiding and to his station in the hall from which he presides. The secretary’s desk should be placed so that papers can easily be passed to him from the chair during the meeting.


3:8      The duties of the presiding officer, the secretary, and other officers that an assembly or society may have are described in 47.


Pattern of Formality


3:9      Customs of formality that are followed by the presiding officer and members under parliamentary procedure serve to maintain the chair’s necessary position of impartiality and help to preserve an objective and impersonal approach, especially when serious divisions of opinion arise.


3:10 Customs Observed by Members. The president or chief officer of an organized society, who normally presides at its meetings, is then addressed as “Mr. President” or “Madam President” (whether a married or unmarried woman), “Mr. [or Madam] Moderator,” or by whatever may be his or her official title. In the lower house of a legislative body, this officer is most commonly “Mr. [or Madam] Speaker.” A vice-president is addressed as “Mr. President” or “Madam President” while actually presiding. (A possible exception may arise where the usual form would make the meaning unclear—for example, when the vice-president is in the chair while the president is also on the platform. In such an instance, the vice-president is addressed as “Mr. [or Madam] Vice-President.”) A person presiding at a meeting who has no regular title or whose position is only temporary is addressed as “Mr. [or Madam] Chairman” by long-established usage. Several variations of this form—such as “chairperson” or “chair”—are now frequently encountered, however, and may be in use as the general practice in particular assemblies.


3:11      Even in a small meeting, the presiding officer of an assembly is not addressed or referred to by name. (The only exceptions that might arise in an assembly1 would be in cases of a testimonial nature, such as in the presentation of a gift to a president who is about to go out of office.) With nearly the same strictness of observance, he is not addressed by the personal pronoun “you”—although occasional exceptions may occur in ordinary societies if brief administrative consultation takes place during a meeting. As a general rule, when additional reference to the presiding officer is necessary in connection with addressing him by his official title, members speak of him as “the chair”—as in, “Mr. President, do I understand the chair to state…?”


3:12      Members address only the chair, or address each other through the chair. In the parliamentary transaction of business—within a latitude appropriate to the conditions of the particular body—members generally should try to avoid mentioning another member’s name whenever the person involved can be described in some other way, as in, “Mr. President, may I ask the member to explain…,” or, “Mr. Chairman, I hope that the gentleman who last spoke will think of the probable consequences…” With a very limited number of particular exceptions, and except in committees and small boards, a member never speaks while seated;2 and with a slightly larger number of exceptions, a member does not speak without first having obtained the floor as described in 3:30–35.


3:13  Customs Observed by the Presiding Officer. The presiding officer speaks of himself only in the third person—that is, he never uses the personal pronoun “I.” In actual parliamentary proceedings he always refers to himself as “the chair”—as in, “The chair rules that…” At other times during meetings—such as when he makes a report to the members in the capacity of an administrative officer of the organization rather than as presiding officer of the assembly—he may, if he wishes, describe himself by his official title, as in, “Your President is pleased to report…” Strictly speaking, the chair does not mention a member’s name and does not address an individual member as “you,” except in connection with certain disciplinary procedures (see 61:12). Instead he may say, for example, “The chair must ask the member to confine his remarks to the merits of the pending question.” In practice in an ordinary lay assembly, however, there are a number of occasions where the chair often refers to members by name, such as when assigning the floor (that is, the exclusive right to be heard at that time, as explained in 3:30–35), or when announcing the members of a committee.


3:14      (For more complete explanations of the general forms observed by the presiding officer and members in an assembly, see 42 and 43.)


Call to Order; Order of Business


3:15      When the time of a meeting has arrived, the presiding officer opens it, after he has determined that a quorum is present, by calling the meeting to order. He takes the chair (that is, occupies the presiding officer’s station in the hall), waits or signals for quiet, and, while standing, announces in a clear voice, “The meeting will come to order,” or, “The meeting will be in order.” (For the procedure to be followed when a quorum of members do not appear, see 40:6–10.) The call to order may be immediately followed by religious or patriotic exercises or other opening ceremonies.


3:16      The initial procedures in a mass meeting or in one called to form a society are described in 53 and 54. Meetings of permanently organized bodies usually follow an established order of business that specifies the sequence in which certain general types or classes of business are to be brought up or permitted to be introduced. If the assembly has no binding order of business, any member who obtains the floor (see 3:30–35) can introduce any legitimate matter he desires (within the objects of the organization as defined in its bylaws) at any time when no business is before the assembly for consideration. A society may follow the order of business given in the manual that the bylaws of the organization designate as its parliamentary authority, or it may have adopted its own particular order of business. Although an organization has no binding order of business until it has either adopted its own or has adopted a parliamentary authority that specifies one, the following order of business (which is fully explained in 41) has come to be regarded as usual or standard for one-meeting sessions (see 8) of ordinary societies:


1) Reading and Approval of Minutes3


2) Reports of Officers, Boards, and Standing (that is, permanently established) Committees


3) Reports of Special (Select or Ad Hoc) Committees (that is, committees appointed to exist only until they have completed a specified task)


4) Special Orders (that is, matters which have previously been assigned a type of special priority, as explained in 14 and 41)


5) Unfinished Business and General Orders (that is, matters which have come over from the preceding meeting or which have been scheduled for the present meeting)


6) New Business (that is, matters initiated in the present meeting)


3:17      In a meeting where an established order of business is being followed, the chair calls for the different classes of business in the prescribed order.


3:18      A mass meeting usually requires no order of business, since, referring to the headings listed above, there is nothing but new business to be brought up (unless the meeting is one within a series).


3:19      A convention commonly adopts its own order of business—which often specifies the exact hours at which certain important questions are to be taken up. The order of business of a convention is known as the program, or the agenda, depending on whether it is interwoven with, or separate from, the overall schedule of convention meetings, events, etc. (see 41, 59).


3:20      A legislative body usually has a more elaborate order of business suited to its own needs.


Means by Which Business Is Brought Before the Assembly


3:21 Motions. Business is brought before an assembly by the motion of a member. A motion may itself bring its subject to the assembly’s attention, or the motion may follow upon the presentation of a report or other communication.


3:22      A motion is a formal proposal by a member, in a meeting, that the assembly take certain action. The proposed action may be of a substantive nature, or it may express a certain view or direct that a particular investigation be conducted and the findings be reported to the assembly for possible further action, or the like.


3:23      The basic form of motion—the only one whose introduction brings business before the assembly—is a main motion. There are also many other separate parliamentary motions that have evolved for specific purposes. While all of these motions propose some form of action and while all of them are said to be brought “before the assembly” when they are placed under consideration, most of them do not bring business before it in the sense described above—as a main motion does. Many of these motions involve procedural steps relating to a main motion already being considered.


3:24      The main motion sets a pattern from which all other motions are derived. In the remainder of this chapter, rules and explanations relating to “motions” have the main motion as their frame of reference. The manner in which a main motion is brought before the assembly is explained in 4:2ff.


3:25 Motions Growing out of Reports or Communications. After the presentation of the report of an officer, a board, or a committee, one or more motions to carry out recommendations contained in the report may be introduced. (For the procedures in such cases, see 41 and 51.)


3:26      A motion may also grow out of the presentation of a written communication to the assembly. This may be in the form of a letter or memorandum from a member who is not present, from a superior body (such as a state or national executive board to a local chapter), or from an outside source. A communication normally is addressed to the president or secretary and is read aloud by the secretary—unless the presiding officer properly should read it because of special importance of the content or source.


3:27      It is not customary to make a motion to receive a communication or a committee report, which means only to permit or cause such a paper to be read. This is an example of a case in the ordinary routine of business where the formality of a motion is dispensed with. It should be noted that a motion “to receive” a communication after it has been read is meaningless and is therefore not in order.


3:28      The reading of a communication does not in itself formally bring a question before the assembly. After the reading, or at the time provided by the order of business, a motion can be offered proposing appropriate action. If no member feels that anything needs to be done, the matter is dropped without a motion.


3:29 Business That Comes Up Without a Motion, Because of Previous Action. Business may come up automatically at a certain time or at a certain point in the order of business, if it has previously been postponed (14) or otherwise made a general or special order (41). In such cases, the business is announced at the proper time by the chair, and, if it has already been introduced in the form of a motion, no additional motion is made at that time.


Obtaining and Assigning the Floor


3:30      Before a member in an assembly can make a motion or speak in debate—the parliamentary name given to any form of discussion of the merits of a motion—he must obtain the floor; that is, he must be recognized by the chair as having the exclusive right to be heard at that time. (For the parliamentary motions that can be made without obtaining the floor, See pages t44–t45.) The chair must recognize any member who seeks the floor while entitled to it.


3:31      To claim the floor, a member rises at his place when no one else has the floor (or goes to a microphone in a large hall), faces the chair, and says, “Mr. President,” or “Mr. Chairman,” or “Madam Chairman,” or whatever is the chair’s proper title.4 If the member is entitled to the floor at the time, the chair recognizes him—normally by announcing, as applicable, the person’s name or title, or the place or unit that he represents. This member then has the floor5 and can remain standing and speak in debate or make a motion as permitted under the rules in this book depending on the parliamentary situation at the time. If only one person is seeking the floor in a small meeting where all present know and can clearly see one another, the chair can recognize the member merely by nodding to him. On the other hand, if a speech is prearranged, or if several members are attempting to claim the floor at once in a large meeting, presiding officers often use the formal wording, “The chair recognizes Mr. Smith.” When the names of the members are not generally known, a person addressing the chair to claim the floor states his name and any necessary identification as soon as the presiding officer turns toward him, as “Edward Wells, Delegate, Crescent County.” The chair then assigns the floor by repeating the member’s name or identification. When the member finishes speaking, he yields the floor by resuming his seat.


3:32      If two or more rise at about the same time, the general rule is that, all other things being equal, the member who rose and addressed the chair first after the floor was yielded is entitled to be recognized. A member cannot establish “prior claim” to the floor by rising before it has been yielded. In principle, it is out of order to rise or be standing while another person has the floor—except for the purpose of making one of the motions or taking one of the parliamentary steps that can legitimately interrupt at such a time (pages t44–t45). In a very large assembly, if members must walk some distance to microphones, it may be necessary to vary from the preceding rule as dictated by conditions in the particular hall. Some arrangements used in large assemblies are outlined in 42:16–17.


3:33      While a motion is open to debate, there are three important cases where the floor is properly assigned to a person who may not have been the first to rise and address the chair (but who did so before anyone had actually been recognized). These cases are as follows:


1) If the member who made the motion claims the floor and has not already spoken on the question, he is entitled to be recognized in preference to other members.


2) No one is entitled to the floor a second time in debate on the same motion on the same day as long as any other member who has not spoken on this motion desires the floor.


3) In cases where the chair knows that persons seeking the floor have opposite opinions on the question (and the member to be recognized is not determined by (1) or (2) above), the chair lets the floor alternate, as far as possible, between those favoring and those opposing the measure. To accomplish this, the chair may say, for example, “Since the last speaker spoke in favor of the motion, who wishes to speak in opposition to the motion?” or “Since the last speaker opposed the motion, who wishes to speak in its favor?”


3:34      A member cannot rise for the purpose of claiming preference in being recognized (as this right is called in all of the above cases) after the chair has recognized another member. If at any time the chair makes a mistake, however, and assigns the floor to the wrong person—when preference in recognition was timely claimed or in any other case—his attention can be called to it by raising a Point of Order (23), and he must immediately correct the error.


3:35      The preceding rules usually are adequate for assigning the floor in most business meetings. In great assemblies or conventions, or in bodies that must handle a heavy agenda or complex issues, additional situations often occur where the best interests of the assembly require the floor to be assigned to a claimant who was not the first to rise and address the chair. (For the rules governing these cases, see 42.)



§4. THE HANDLING OF A MOTION


4:1      The handling of a motion varies in certain details according to conditions. In the ordinary case, especially under new business, there are six essential steps—three by which the motion is brought before the assembly, and three in the consideration of the motion.


How a Motion Is Brought Before the Assembly


4:2      The three steps by which a motion is normally brought before the assembly are as follows:


1) A member makes the motion. (The words move and offer also refer to this step. A person is said to “make a motion,” but he uses the word “move” when he does so. He is also said “to move” a particular proposal, as in “to move a postponement.”)


2) Another member seconds the motion.


3) The chair states the question on the motion. (The step of stating the question on the motion should not be confused with putting the question, which takes place later and means putting the motion to a vote.)


4:3      Neither the making nor the seconding of a motion places it before the assembly; only the chair can do that, by the third step (stating the question). When the chair has stated the question, the motion is pending, that is, “on the floor.” It is then open to debate (if it is a main motion or one of several other debatable parliamentary motions, which are described in later chapters). If the assembly decides to do what a motion proposes, it adopts the motion, or the motion is carried; if the assembly expressly decides against doing what the motion proposes, the motion is lost, or rejected.


4:4  Making a Motion. To make a main motion, a member must obtain the floor, as explained above, when no other question is pending and when business of the kind represented by the motion is in order. The member then makes his motion, in simple cases by saying, “I move that…[announcing what he proposes in a wording intended to become the assembly’s official statement of the action taken].” For more important or complex questions, or when greater formality is desired, he presents the motion in the form of a resolution. The usual wording then is, “I move the adoption of the following resolution: ‘Resolved, That…’”; or, “I offer the following resolution: ‘Resolved, That…’” (For additional information on the proper form for main motions and resolutions, see 10.)


4:5      A resolution or a long or complicated motion should be prepared in advance of the meeting, if possible, and should be put into writing before it is offered. The mover then passes it to the chair as soon as he has offered it. If conditions make it impractical for a member offering a written resolution to read it himself, he signs it and passes or sends it to the chair ahead of time (in a large meeting, often by page or messenger), or he can deliver it to the secretary before the meeting. In such a case the member offers his resolution by saying, “I move the adoption of the resolution relating to…, which I have sent to the chair [or “have delivered to the Secretary”],” identifying it by its subject matter; or, when moving its adoption, the member may identify the resolution by its designated title, number, letter, or the like. The chair then says, “The resolution offered by Mrs. A is as follows:…” or, “The Secretary will read the resolution offered by Mrs. A,” and the chair (or the secretary) reads the resolution in full. If the text of the resolution or motion has been distributed to the members in advance, however, it need not be read when moved.


4:6      As soon as a member has made a motion, he resumes his seat. He will have the right to speak first in debate, if he wishes, after the chair has stated the question. If the motion has not been heard or is not clear, another member can ask that it be repeated, which the chair can request the maker or the secretary to do, or can do himself.


4:7      Under parliamentary procedure, strictly speaking, discussion of any subject is permitted only with reference to a pending motion. When necessary, a motion can be prefaced by a few words of explanation, which must not become a speech; or a member can first request information, or he can indicate briefly what he wishes to propose and can ask the chair to assist him in wording an appropriate motion. In general, however, when a member has obtained the floor while no motion is pending—unless it is for a special purpose, such as to ask a question—he makes a motion immediately. Any desired improvements upon the member’s proposal can be accomplished by several methods after the motion has been made (for a summary, see 10:29–30).


4:8      For a member to begin to discuss a matter while no question is pending, without promptly leading to a motion, implies an unusual circumstance and requires permission of the assembly (see 33:22) in addition to obtaining the floor. In larger assemblies, this rule requires firm enforcement. In smaller meetings, it may sometimes be relaxed with constructive effect if the members are not accustomed to working under the standard rule. Unless the assembly has specifically authorized that a particular subject be discussed while no motion is pending, however, such a discussion can be entered into only at the sufferance of the chair or until a point of order is made; and in the latter case, the chair must immediately require that a motion be offered or the discussion cease. The general rule against discussion without a motion is one of parliamentary procedure’s powerful tools for keeping business “on track,” and an observance of its spirit can be an important factor in making even a very small meeting rapidly moving and interesting.6


4:9  Seconding a Motion. After a motion has been made, another member who wishes it to be considered says, “I second the motion,” or, “I second it,” or even, “Second!”—without obtaining the floor, and in small assemblies without rising.7 In large assemblies, and especially in those where nonmembers may be seated in the hall, the seconder stands, and without waiting to be recognized states his name (with other identification, if appropriate) and says, “Mr. President [or “Mr. Chairman”], I second the motion.” In some organizations, especially labor unions, the word “support” is used in place of “second.”


4:10      If no member seconds the motion, the chair must be sure that all have heard it before proceeding to other business. In such a case the chair normally asks, “Is there a second to the motion?” In a large hall he may repeat the motion before doing so. Or, if a resolution was submitted in writing and read by the chair or the secretary rather than by the mover (as described in 4:5), the chair may say, “Miss A has moved the adoption of the resolution just read. Is there a second to the resolution?”; or, if the text of the resolution has been distributed to the members in advance and was moved without being read, the chair may say, for example, “Miss A has moved the adoption of the resolution relating to…, as printed. Is there a second to the resolution?” If there still is no second, the chair says, “The motion [or “resolution”] is not seconded”; or, “Since there is no second, the motion is not before this meeting.” Then he immediately says, “The next item of business is…”; or, if appropriate, “Is there any further business?”


4:11      A second merely implies that the seconder agrees that the motion should come before the meeting and not that he necessarily favors the motion. A member may second a motion (even if using the word “support” as indicated above) because he would like to see the assembly go on record as rejecting the proposal, if he believes a vote on the motion would have such a result. A motion made by direction of a board or duly appointed committee of the assembly requires no second from the floor (provided the subordinate group is composed of more than one person), since the motion’s introduction has been directed by a majority vote within the board or committee and is therefore desired by at least two assembly members or elected or appointed persons to whose opinion the assembly is presumed to give weight regarding the board’s or committee’s concerns. (For rules governing the appointment of non–assembly members to committees, see 13:15, 50:12, and 50:13(d).)


4:12      The requirement of a second is for the chair’s guidance whether to state the question on the motion, thus placing it before the assembly. Its purpose is to prevent time from being consumed by the assembly’s having to dispose of a motion that only one person wants to see introduced.


4:13      In handling routine motions, less attention is paid to the requirement of a second. If the chair is certain that a motion meets with wide approval but members are slow in seconding it, he can state the question without waiting for a second. However, until debate has begun in such a case—or, if there is no debate, until the chair begins to take the vote and any member has voted—a point of order (see 23) can be raised that the motion has not been seconded; and then the chair must proceed formally and ask if there is a second. Such a point of order should not be made only for the sake of form, if it is clear that more than one member wishes to take up the motion. After debate has begun or, if there is no debate, after any member has voted, the lack of a second has become immaterial and it is too late to make a point of order that the motion has not been seconded. If a motion is considered and adopted without having been seconded—even in a case where there was no reason for the chair to overlook this requirement—the absence of a second does not affect the validity of the motion’s adoption.


4:14      (For lists of certain parliamentary motions that do not require a second, see pages t44–t45.)


4:15 The Stating of the Question by the Chair. When a motion that is in order has been made and seconded, the chair formally places it before the assembly by stating the question; that is, he states the exact motion and indicates that it is open to debate (and certain other parliamentary processes to be explained in 5 and 6) in the manner indicated below as appropriate to the case:


a) The basic form used by the chair in stating the question on an ordinary motion is, “It is moved and seconded that [or “to”]… [repeating the motion].” The chair then normally turns toward the maker of the motion to see if he wishes to be assigned the floor. If the maker does not claim the floor and, after a pause, no one else does, the chair may ask, “Are you ready for the question?” (or, less formally, “Is there any debate?”).8 For example, “It is moved and seconded that the Society allocate fifty dollars for…”; or, “… that fifty dollars be allocated…”; or, “It is moved and seconded to allocate fifty dollars for.… The chair recognizes Mr. A.”


b) In the case of a resolution, the chair may state the question by saying, “It is moved and seconded to adopt the following resolution [or, “… that the following resolution be adopted”]: ‘Resolved, That… [reading the resolution].’”


c) If the chair, in stating the question on a written resolution or motion, wishes the secretary to read it, he may state the question as follows: “It is moved and seconded to adopt the resolution which the Secretary will now read.” The secretary reads the resolution, after which the chair continues: “The question is on the adoption of the resolution just read.”


d) If a written resolution was not read by the mover but was read by the chair or the secretary before being seconded, the chair may state the question thus: “It is moved and seconded to adopt the resolution just read.”


e) The chair at his discretion may also use the form given immediately above in cases where the member offering a resolution has read it clearly and the chair is confident that all members have understood it. In such a case, however, any member has the right to have the motion or resolution read again when the question is stated.


f) Similarly, if the text of a resolution has been distributed to the members in advance, the chair may state the question without reading it in full, instead identifying the resolution by its subject or designated title, number, letter, or the like, as by saying, “It is moved and seconded to adopt the resolution relating to…, as printed.” In such a case, too, any member has the right to have the motion or resolution read by the chair or the secretary.


4:16      In principle, the chair must state the question on a motion immediately after it has been made and seconded, unless he is obliged to rule that the motion is not in order or unless, in his opinion, the wording is not clear.


4:17      Rules and explanations relating to the conditions under which various motions are not in order will be found particularly in 5, 6, and 7; in 10:26–27; and in the first three of the “Standard Descriptive Characteristics” given in the sections on each of the parliamentary motions (11–37). When a member who has legitimately obtained the floor offers a motion which is not in order, the chair may be able, in certain instances, to suggest an alternative motion which would be in order and would carry out the desired intent to the satisfaction of the maker. If the chair is obliged to rule that the motion is not in order, he says, “The chair rules that the motion is not in order [or “is out of order”] because… [briefly stating the reason].” (He must not say, “You are out of order,” nor, “Your motion is out of order.” To state that a member is out of order implies that the member is guilty of a breach of decorum or other misconduct in a meeting; and even in such a case, the chair does not normally address the member in the second person. See 3:13; also 61.) If the chair rules that a motion is not in order, his decision is subject to an appeal to the judgment of the assembly. (For procedure regarding Appeal, see 24.)


4:18      If a motion is offered in a wording that is not clear or that requires smoothing before it can be recorded in the minutes, it is the duty of the chair to see that the motion is put into suitable form—preserving the content to the satisfaction of the mover—before the question is stated. The chair must never admit a motion that the secretary would have to paraphrase for the record. The chair—either on his own initiative or at the secretary’s request—can require any main motion (10), amendment (12), or instructions to a committee to be in writing before he states the question.


4:19      Until the chair states the question, the maker has the right to modify his motion as he pleases or to withdraw it entirely. After the question has been stated by the chair, the motion becomes the property of the assembly, and then its maker can do neither of these things without the assembly’s consent (see 33:11–19); but while the motion is pending the assembly can change the wording of the motion by the process of amendment (12) before acting upon it.


4:20      After a motion has been made but before the chair states it or rules that it is not in order, no debate is in order. At such a time, however, any member can quickly rise and, without waiting to be recognized, can say, “Mr. President, I would like to ask the maker of the motion if he will accept the following modification:… [or, “… if he would be willing to change the words… to…”].” The maker then answers, “Mr. President, I accept [or “do not accept,” or “cannot accept”] the modification”; or, he can respond by making a different modification: “Mr. President, I will modify the motion as follows:…”


4:21      If the maker of a motion modifies it before the question is stated, a person who has seconded it has the right to withdraw his second; but if a modification is accepted as suggested by another member—either before or after the motion has been seconded—the suggester has in effect seconded the modified motion, so that no other second is necessary. Under any circumstances where a second is withdrawn but it is clear that another member favors consideration of the motion in its modified form, the chair treats the motion as seconded. If the maker makes any change in his motion and it remains, in effect, seconded, or (if necessary) is then seconded, the chair says, “It is moved and seconded…,” stating the question on the modified motion just as if it had been so moved originally. If a modification is suggested and the maker declines to make any change, the chair says, “The modification is not accepted,” and (provided that the motion has been seconded) he states the question on it as it was moved by the maker.


4:22      This procedure for modifying a motion before the question is stated is useful primarily for quickly handling simple, uncontroversial changes of the type that probably would not generate debate among the members present if proposed as amendments to a pending motion.


4:23      In a similar manner, before the question on a motion has been stated, any member who believes that the maker will immediately withdraw the motion if a certain fact is pointed out to him can quickly rise and say (without waiting for recognition), “Mr. Chairman, I would like to ask if the member would be willing to withdraw his motion in view of… [briefly stating the reasons for the suggested withdrawal].” The maker responds, “I withdraw [or “decline to withdraw”] the motion.” If the maker withdraws his motion, the chair says, “The motion is withdrawn,” and proceeds to the next business. If the purpose of the withdrawal was to deal with a more urgent matter first, the chair immediately recognizes the appropriate member to bring it up. If the maker is unwilling to withdraw his motion, the chair says, “The member declines to withdraw the motion,” and (if the motion has been seconded) he then states the question.


4:24      Before the question is stated no debate may accompany suggestions that a motion be modified or withdrawn. Time can often be saved, however, by brief informal consultation—which the chair has discretion to permit, provided that he or she is careful to see that it does not develop into an extended colloquy between members or take on the semblance of debate. The chair can frequently maintain the necessary control over such informal consultation by standing while it takes place (in contrast to the rule that he normally remains seated during debate unless it would obstruct his view of the members; see 47:9).



The Consideration of a Main Motion: Basic Steps


4:25      Once a main motion has been brought before the assembly through the three steps described above, there are three further basic steps by which the motion is considered in the ordinary and simplest case (unless it is adopted by unanimous consent, as explained in 4:58–63). These normal steps are as follows:


1) Members debate the motion (unless no member claims the floor for that purpose).


2) The chair puts the question (that is, puts it to a vote).


3) The chair announces the result of the vote.


4:26      In addition, while the motion is open to debate, the assembly may wish to take a number of actions as a part of the motion’s consideration—which can themselves be the subject of certain parliamentary motions, as explained in 5 and 6. In the following description of the three principal steps in the consideration of a main motion, it is assumed that none of these other motions are introduced.


4:27 Debate on the Question. Immediately after stating the question, the chair turns toward the maker of the motion to see if he wishes to be assigned the floor first in debate—to which the maker has the right if he claims it before anyone else has been recognized, even though others may have risen and addressed the chair first.


4:28      A member who desires to speak in debate must obtain the floor as described in 3:30–35. In assigning the floor, the chair follows the rules explained in the same paragraphs and in 42. In the debate, each member has the right to speak twice on the same question on the same day,9 but cannot make a second speech on the same question so long as any member who has not spoken on that question desires the floor. A member who has spoken twice on a particular question on the same day has exhausted his right to debate that question for that day.


4:29      Without the permission of the assembly, no one can speak longer than permitted by the rules of the body—or, in a nonlegislative assembly that has no rule of its own relating to the length of speeches, longer than ten minutes.


4:30      Debate must be confined to the merits of the pending question. Speakers must address their remarks to the chair, maintain a courteous tone, and—especially in reference to any divergence of opinion—avoid injecting a personal note into debate. To this end, they must never attack or make any allusion to the motives of members. As already noted, speakers should refer to officers only by title and should avoid the mention of other members’ names as much as possible.


4:31      Except in committees and small boards, the presiding officer does not enter into discussion of the merits of pending questions (unless, in rare instances, he leaves the chair until the pending business has been disposed of, as described in 43:29–30). While members are speaking in debate, the presiding officer normally remains seated unless the view between him and the members would be obstructed. In the latter case, he should step back slightly while a member is speaking. Although the presiding officer should give close attention to each speaker’s remarks during debate, he cannot interrupt the person who has the floor so long as that person does not violate any of the assembly’s rules and no disorder arises. The presiding officer must never interrupt a speaker simply because he knows more about the matter than the speaker does.


4:32      The presiding officer cannot close debate so long as any member who has not exhausted his right to debate desires the floor, except by order of the assembly, which requires a two-thirds vote (15, 16, 43).


4:33      (For additional rules and information related to debate, see 43.)


4:34 Putting the Question. When the debate appears to have closed, the chair may ask, “Are you ready for the question?” or “Is there any further debate?” If no one then rises to claim the floor, the chair proceeds to put the question—that is, he puts it to a vote after once more making clear the exact question the assembly is called upon to decide. If the chair’s wording of the question is erroneous, a point of order may be made until any member has actually voted. Except as it may be corrected in response to such a point of order, the exact wording the chair uses in putting the question is definitive, and the wording in the minutes must be the same. Where there is any possibility of confusion, the chair, before calling for the vote, should make sure that the members understand the effect of an “aye” vote and of a “no” vote. In putting the question, the chair stands (except in a small board or a committee) and should especially project his voice to be sure that all are aware that the vote is being taken.


4:35      The vote on a motion is normally taken by voice (or viva voce),10 unless, under certain conditions, it is taken by rising or—sometimes in committees, or in small boards, or other very small assemblies—by a show of hands. In putting the question by any of these methods, the chair calls first for the affirmative vote, and all who wish to vote in favor of the motion so indicate in the manner specified; then he calls for the negative vote. The chair must always call for the negative vote, no matter how nearly unanimous the affirmative vote may appear, except that this rule is commonly relaxed in the case of noncontroversial motions of a complimentary or courtesy nature; but even in such a case, if any member objects, the chair must call for the negative vote. A further exception arises when the negative vote is intrinsically irrelevant, as, for example, when “a vote of one fifth of the members present” is required (see 44:9(a)). The chair does not call for abstentions in taking a vote, since the number of members who respond to such a call is meaningless. To “abstain” means not to vote at all, and a member who makes no response if “abstentions” are called for abstains just as much as one who responds to that effect (see also 45:3).


4:36      The three methods of putting the question stated in the preceding paragraph, as well as the forms used when a vote taken by rising or by a show of hands is counted, are described below. Other methods of taking a formal vote (as distinguished from adopting a motion by unanimous consent, 4:58–63) are used only when expressly ordered by the assembly or prescribed by its rules; they are described in 45.


4:37 Form for taking a voice vote. A vote by voice is the regular method of voting on any motion that does not require more than a majority vote for its adoption (see 1:6; 44). In taking a voice vote, the chair puts the question by saying, “The question is on the adoption of the motion to [or “that”]… [repeating or clearly identifying the motion]. Those in favor of the motion, say aye. [Pausing for response.]… Those opposed, say no.” (Alternative forms are: “All those in favor…”; “All in favor…”; or the wording formerly prescribed in Congress, “As many as are in favor…”) In the case of a resolution, the question may be put as follows: “The question is on the adoption of the following resolution: [reading it]. Those in favor of adopting the resolution that was just read, say aye.… Those opposed, say no.” If the resolution has been read very recently and there appears to be no desire to have it read again, the chair may use this form: “The question is on the adoption of the resolution last read. Those in favor of adopting the resolution, say aye.… Those opposed, say no.” However, if there has been any debate or amendment since the resolution was last read, any member can demand that it be read again when the question is put, if the chair does not do so on his own.11


4:38 Form for taking a rising (division) vote. The simple rising vote (in which the number of members voting on each side is not counted) is used principally in cases where a voice vote has been taken with an inconclusive result, and as the normal method of voting on motions requiring a two-thirds vote for adoption (see Chair’s Announcement of the Voting Result, etc., below). When only a majority is required, however, time may sometimes be saved by taking a rising vote initially, if the chair believes in advance that a voice vote will be inconclusive. In all such cases the vote can be taken in a form like this: “Those in favor of the motion to invite Mr. Jones to be guest speaker at our next meeting will rise. [Or, “stand.”]… Be seated.… Those opposed will rise.… Be seated.”


4:39      If a rising vote remains inconclusive, the chair or the assembly can order the vote to be counted (see 4:53; 30; 45:14). The form then used is, for example: “The question is on the motion to limit all speeches at this meeting to two minutes. Those in favor of the motion will rise and remain standing until counted.… Be seated. Those opposed will rise and remain standing until counted.… Be seated.”


4:40 Form for taking a vote by show of hands. As an alternative to voting by voice, a vote by show of hands can be used as the basic voting method in small boards or in committees, and it is so used in some assemblies. An inconclusive voice vote is also sometimes verified by this method. For either of these purposes, the use of voting by show of hands in assemblies should generally be limited to very small meetings where every member can clearly see every other member present. In voting by this method, the question can be put, for example, as follows: “The question is on the motion that the bill for building repairs be paid as rendered. All those in favor of the motion will raise the right hand.… Lower hands. [Or, nodding, “Thank you.”] Those opposed will raise the right hand.… Lower hands.”


4:41 Chair’s Announcement of the Voting Result; Verification Procedures and Cases Where the Chair Votes. The chair, remaining standing, announces the result of the vote immediately after putting the question—that is, as soon as he has paused to permit response to his call for the negative vote. A majority vote in the affirmative adopts any motion unless it is one of the particular motions that require a larger vote under parliamentary law or the rules of the organization. (For the parliamentary motions that require a two-thirds vote, see pages t48–t49.) Under all of the voting methods described above except a counted rising vote (or a counted show of hands), the result is determined by the chair’s judgment as to the prevailing side—which it is his duty, in doubtful cases, to verify beyond reasonable doubt, and to the satisfaction of the members, by the procedures described below.


4:42      In voting by any of these methods (including a counted rising vote), a member has the right to change his vote up to the time the result is announced. After that, he can make the change only by unanimous permission of the assembly. (See 45:8, and see 4:58–63 regarding the granting of such permission by unanimous consent.)


4:43 Content of complete announcement. In general (that is, as applying to main motions and other types of motions explained in later chapters), the chair’s announcement of the result of the vote includes the following:


1) Report of the voting itself, stating which side “has it”—that is, which side is more numerous—or, in the case of a motion requiring a two-thirds vote for adoption, whether there are two thirds in the affirmative. If the vote has been counted, the chair first gives the count before announcing the prevailing side.


2) Declaration that the motion is adopted or lost.


3) Statement indicating the effect of the vote, or ordering its execution, if needed or appropriate.


4:44      The three points listed immediately above generally complete the chair’s announcement of the voting result. However, whenever it is stated in this book that a certain procedural motion relating to a vote that has been taken is in order immediately after the result of a vote has been announced (see, for example, 45:9), that interval begins as soon as the chair has pronounced the first two points.


4:45 Form of announcement of voting result and the business that follows. The three points generally covered by the chair’s announcement of the voting result as listed above are normally spoken without separation into distinct elements; and, where applicable, they are immediately followed without pause by announcement of the next item of business, or (in the case of “secondary” motions, which are described in the next chapter) by the stating of the next motion that consequently comes up for consideration.


4:46      Standard forms, as shown in the bulleted list below, can be given only for the part of the announcement covered by the first two points listed above. The form of the third point—which is usually needed only for a vote that has caused a motion to be adopted—is determined by the particular motion. For example, after declaring that the motion is adopted, the chair might indicate its effect by saying, “The Secretary will send to the bank a certified copy of the resolution naming Mr. Thomas and Ms. Watkins as signatories”; or, “The question is postponed to the next meeting of the Society.”


4:47      Immediately after completing the announcement of the voting result, to announce the next business in order, the chair might say, for example, “The next item of business is the report of the Treasurer,” or, “Is there any further new business?” or, to state the question on the motion that comes up next as a result of the vote, “The question is now on the main motion as amended.”


4:48      The full sequence of announcing the voting result and the business that follows is frequently illustrated in the subsections Form and Example in the sections covering the different parliamentary motions in chapters VI–IX, and in 10:38–43 as applied to the main motion.


4:49      Depending on the voting method and the vote required for adoption of the motion, the chair makes the standard portion of the announcement, covering the first two numbered points as listed in 4:43, as follows:


a) For a voice vote: “… The ayes have it and the motion is adopted [or “agreed to” or “carried”].…”12 Or, “… The noes have it and the motion is lost.…”


b) For a rising vote (uncounted) or a vote by show of hands: “… The affirmative has it and the motion is adopted.…” Or, “… The negative has it and the motion is lost.…”


c) For a rising vote or a show of hands on which a count has been ordered: “… There are 32 in the affirmative and 30 in the negative. The affirmative has it and the motion is adopted.…” Or, “… There are 29 in the affirmative and 33 in the negative. The negative has it and the motion is lost.…”


d) For a motion requiring a two-thirds vote for adoption (where an uncounted rising vote is conclusive): “… There are two thirds in the affirmative and the motion is adopted.…” Or, “… There are less than two thirds in the affirmative and the motion is lost.…”


e) For a motion requiring a two-thirds vote for adoption (where a count of the vote is taken): “… There are 51 in the affirmative and 23 in the negative. There are two thirds in the affirmative and the motion is adopted.…” Or, “… There are 48 in the affirmative and 26 in the negative. There are less than two thirds in the affirmative and the motion is lost.…”


f) When the chair votes where his vote will affect the result (see below): “… There are 35 in the affirmative and 35 in the negative. The chair votes in the affirmative, making 36 in the affirmative and 35 in the negative, so that the affirmative has it and the motion is adopted.…” Or, “… There are 39 in the affirmative and 38 in the negative. The chair votes in the negative, making 39 in the affirmative and 39 in the negative, so that there is less than a majority in the affirmative and the motion is lost.…”


g) When the chair votes where his vote will affect the result on a motion requiring a two-thirds vote for adoption: “… There are 59 in the affirmative and 30 in the negative. The chair votes in the affirmative, making 60 in the affirmative and 30 in the negative, so that there are two thirds in the affirmative and the motion is adopted.…” Or, “… There are 60 in the affirmative and 30 in the negative. The chair votes in the negative, making 60 in the affirmative and 31 in the negative, so that there are less than two thirds in the affirmative and the motion is lost.…”


4:50 Verifying an inconclusive vote. A voice vote—or, in larger meetings, even a vote by show of hands—may sometimes be inconclusive, either because the voting is close or because a significant number of members have failed to vote. If the chair feels that members may question a somewhat close result of which he is reasonably convinced, he can first say, “The ayes [or “the noes”] seem to have it.” The chair then pauses, and any member who doubts the result is thus invited to demand verification of the vote by a division, as explained below. If no member makes such a demand or states that he doubts the result, the chair continues, “The ayes have it…,” as shown above.


4:51      If the chair is in actual doubt in the case of such a vote, however, he does not announce a result, but instead immediately retakes the vote—strictly speaking, always as a rising vote. (Regarding use of a show of hands as a method of verifying an inconclusive voice vote, however, see below.) If it appears when those in the affirmative rise that the vote will be close enough to require a count, the chair should count the vote, or direct the secretary to do so, or (in a large assembly) appoint a convenient number of tellers—preferably an even number equally divided between members known to be in favor of the motion and those opposed to it. If, after a vote has been retaken as an uncounted rising vote, the chair finds himself still unable to determine the result, he must take the vote a third time as a counted rising vote.


4:52 Division of the Assembly. Whether or not the chair pauses to say, “The ayes seem to have it…,” any member (without a second) has the right to require that a voice vote (or even a vote by show of hands) be retaken as a rising vote, so long as he does not use the procedure as a dilatory tactic when there clearly has been a full vote and there can be no reasonable doubt of the result. A vote retaken by rising at the demand of a member is called a Division of the Assembly, or simply “a division.” A member can demand a division from the moment the negative votes have been cast until the result of the vote has been announced or immediately thereafter (see 45:9). To do so, the member, without obtaining the floor, calls out the single word “Division!” or “I call for [or “demand”] a division,” or “I doubt the result of the vote.” The chair must then immediately take the rising vote.


4:53      Either the chair on his own initiative or the assembly by a majority vote can order such a vote to be counted. If a division appears doubtfully close and the chair does not order a count, a member, as soon as the chair has announced the result, can rise and address the chair, and is entitled to preference in recognition for the purpose of moving that the vote be counted. If such a motion is made and is seconded, the chair states it, and puts the question (by a voice vote, or by an uncounted rising vote or show of hands) on whether a count shall be ordered. If a count is ordered, the chair takes the doubtfully close division again by a counted rising vote.


4:54      (For additional information regarding Division of the Assembly and motions relating to voting, see 29 and 30.)


4:55 Verification by show of hands. In very small assemblies where everyone present can clearly see everyone else, an inconclusive voice vote may sometimes be verified satisfactorily by a show of hands if no member objects. A show of hands is not a division, however, and it is not always as effective in causing a maximum number of members to vote when some have not done so. In small meetings, a voice vote can be retaken by a show of hands at the initiative of the chair; or, during the same time that it is in order to demand a division, any member can call out, “Mr. President, may we have a show of hands?” In either case, any other member still has the right to demand a division, which requires the chair to take a rising vote. The chair can also immediately take a rising vote in response to a request for a show of hands.


4:56 Chair’s vote as part of the announcement, where it affects the result. If the presiding officer is a member of the assembly or voting body, he has the same voting right as any other member. Except in a small board or a committee, however—unless the vote is secret (that is, unless it is by ballot; 45)—the chair protects his impartial position by exercising his voting right only when his vote would affect the outcome, in which case he can either vote and thereby change the result, or he can abstain. If he abstains, he simply announces the result with no mention of his own vote. In a counted rising vote (or a count of hands) on a motion requiring a majority vote for adoption, the outcome will be determined by the chair’s action in cases where, without his vote, there is (a) a tie, or (b) one more in the affirmative than in the negative.13 Since a majority in the affirmative is necessary to adopt the motion in the case mentioned, a final result in the form of a tie rejects it. When there is a tie without the chair’s vote, the chair can vote in the affirmative, and such a vote adopts the motion; but if the chair abstains from voting, the motion is lost. When there is one more in the affirmative than in the negative without the chair’s vote, the motion is adopted if the chair abstains; but if he votes in the negative, the result is thereby tied and the motion is lost.


4:57      (For additional information regarding the procedures used in voting, see 44 and 45.)



Adoption of a Motion, or Action Without a Motion, by Unanimous Consent


4:58      In cases where there seems to be no opposition in routine business or on questions of little importance, time can often be saved by the procedure of unanimous consent, or as it was formerly also called, general consent. Action in this manner is in accord with the principle that rules are designed for the protection of the minority and generally need not be strictly enforced when there is no minority to protect. Under these conditions, the method of unanimous consent can be used either to adopt a motion without the steps of stating the question and putting the motion to a formal vote, or it can be used to take action without even the formality of a motion.


4:59      To obtain unanimous consent in either case, the chair states that “If there is no objection… [or, “Without objection…”],” the action that he mentions will be taken; or he may ask, “Is there any objection to…?” He then pauses, and if no member calls out, “I object,” the chair announces that, “Since there is no objection…,” the action is decided upon. If any member objects, the chair must state the question on the motion, allow any desired debate (unless it is an “undebatable” parliamentary motion—see 6 and pages t46–t47), and put the question in the regular manner. Or—if no motion has been made—the chair must first ask, “Is there a motion to… [stating the proposed action]”; or he must at least put the question, assuming such a motion. If an objection is made with reasonable promptness, even though the chair may have already announced the result as one of “no objection,” he must disregard such an announcement and proceed to state the question in the usual manner.


4:60      “Unanimous consent” does not necessarily imply that every member present is in favor of the proposed action; it may only mean that the opposition, feeling that it is useless to oppose or discuss the matter, simply acquiesces. Similarly, when a member responds to the chair’s inquiry, “Is there any objection…?” with “I object,” he may not necessarily oppose the motion itself, but may believe that it is wise to take a formal vote under the circumstances. In other words, the objection is raised, not to the proposed action, but to the action’s being taken without a formal vote. No member should hesitate to object if he feels it is desirable to do so, but he should not object merely for dilatory purposes. If a member is uncertain of the effect of an action proposed for unanimous consent, he can call out, “I reserve the right to object,” or, “Reserving the right to object,…” After brief consultation he can then object or withdraw his reservation.


4:61      The correction of minutes (41:10) is an example of business that is normally handled by unanimous consent. As a second example, assume that a speaker whose time has expired in debate on a motion asks for two additional minutes. If the chair thinks that all members will approve, he may handle the matter as follows:




CHAIR: If there is no objection, the member’s time will be extended two minutes… [pause]. Since there is no objection, the member’s time is extended two minutes.





Or:




CHAIR: Is there any objection to the member’s time being extended two minutes?… [pause]. The chair hears no objection, and it is so ordered.





Or, particularly if no objection is anticipated:




CHAIR: Without objection, the member’s time is extended two minutes.





4:62      In cases where unanimous consent is already apparent, the chair may sometimes assume it. For example, if everyone is obviously absorbed in listening to a speaker who seems near the end of his remarks, the chair may allow him to conclude without interruption, although his time has expired.


4:63      Whenever it is stated in this book that a certain action or the adoption of a certain motion “requires a two-thirds vote,” the same action can, in principle, also be taken by unanimous consent. If much hinges on the outcome, however, it is usually better to take a formal vote. Action by unanimous consent requires the presence of a quorum, just as for the transaction of business by any other method.


Relation of Other Motions to the Main Motion


4:64      As already noted, the foregoing initial description of the handling of motions refers principally to the main motion—the basic form of motion by which business is brought up and by which the assembly takes substantive action. As also stated above, the consideration of a main motion can involve a number of other procedures not yet described—which are nevertheless in the nature of action by the assembly and are themselves properly the subject of motions. In the same way there are a number of “privileged” motions, which are not associated with the main question but can nevertheless be introduced while it is pending because they relate to certain urgent matters that may arise and warrant immediate determination at such a time. Except for interrupting consideration of the main motion, motions of this type have no direct effect on its disposition. Finally, there are motions by which business can be brought before the assembly under a number of special circumstances involving an earlier question. For each of the permissible processes in all of these categories, there has evolved a particular motion with its own name and rules governing its use—resembling or differing from the main motion in varying degrees. All such derived forms of motions, proposing procedural steps specifically defined under parliamentary law, are loosely referred to for descriptive purposes in this book as “parliamentary” motions.


4:65      The next chapter contains a brief statement of the purpose of each of the parliamentary motions, together with an explanation of the classes into which all motions are divided. The main motion is more fully treated in 10, as are each of the other motions in 11–37.


Footnotes to Chapter II


1. As distinguished from a small committee, where some relaxation of this rule may be appropriate, depending on the conditions.


2. A member who is unable to stand is permitted to speak while seated.


3. The order of business is separate and distinct from the procedure of calling a meeting to order, which is not a part of the order of business. A meeting opens by being called to order even when it has no established order of business. Additional “calls to order” may occur during the order of business at various times not specified in advance, if the assembly takes a recess (8, 20) or adjourns to a future time (8, 22) before the order of business is completed. For these reasons, it is not proper to list a “call to order” as the first item in an order of business or agenda, as is often incorrectly done.


4. In small boards and in committees, members generally need not rise to obtain the floor. See 49:21(1).


5. The expression “privileges of the floor,” sometimes used in legislative bodies or conventions, has nothing to do with having the floor, but means merely that a person is permitted to enter the portion of the hall floor otherwise restricted to members and necessary staff. It carries no right to speak or any other right of membership, except as may be determined by rules or action of the body.


6. In the very early development of parliamentary procedure, a presiding officer was expected to distill from the debate the essence of a motion and, in conclusion, take a vote on that motion. It was found in the House of Lords in England that, when there was no definite motion pending, it was not possible to tell whether debate was germane, and the debate itself often became discursive and lengthy. In addition, the presiding officer might not digest the debate into a motion in a way satisfactory to most of the members. In such a case, there was little opportunity to put the motion in proper form before voting, since the chair’s formulation of it occurred at the conclusion.


7. Motions need not be seconded in a small board or a committee.


8. For a parliamentary motion that is not debatable but is amendable (see list on page t47), only “Are you ready for the question?” or “Are there any amendments?” are applicable phrases. For a parliamentary motion that is neither debatable nor amendable (see list on page t46), the chair omits any such query and instead puts the motion to a vote immediately after stating it.


9. For procedures where greater freedom of debate is desired, see 15 and 52.


10. Pronounced VIE-vuh VOE-see.


11. In the case of any resolution, motion, or paper placed before the assembly that has not been read even once, the chair may not put it to a vote or seek its approval or adoption without reading it (or having it read by the secretary) unless permission is first obtained by unanimous consent—except that where the full text has been distributed to the members in advance, the chair may initially presume that there is no objection to omitting the reading (but any member still has the right to demand that it be read). Such an exception typically involves adoption of an agenda; approval of the minutes; or, in a convention, the rules proposed by the Committee on Standing Rules or the program proposed by the Program Committee. (See also 4:15(f).)


12. The ellipsis points (dots) before and after each form indicate that it follows immediately after the putting of the question, and is immediately followed by the remainder of the announcement of the result, as described above.


13. For a discussion of the conditions under which the chair’s vote affects the result in the case of motions requiring a two-thirds vote for adoption, see 44:12.
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