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      Dear Reader,

      Looking for an easy-to-understand, user-friendly way to make leading or participating in meetings, conferences, or seminars less challenging? The Everything® Robert's Rules Book is just the book for you!

      I've witnessed hundreds of meetings where Robert's Rules have been used, from governing bodies such as city councils and zoning boards to nonprofit organizations to social clubs and fraternal organizations to — well, you name it! Robert's Rules of Order have been used for more than a hundred years to provide a parliamentary procedure that is fair, orderly, and effective.

      If you're looking over this book, chances are you'll be taking part in a meeting. The Everything® Robert's Rules Book has been designed to introduce you to basic information you'll need to be an effective leader or participant. Real-life examples will be used and quick and easy tips offered to make this a stress-free introduction to Robert's Rules of Order, the most popular parliamentary procedure used not only in the United States but worldwide.

      I hope you find the book informative and take it along to your next function for a convenient reference. And whatever your role there — whether it's as a participant or a leader — I wish you great success!

      Sincerely,

      
        
        
      

    

  
    
      

      
        For Stephany
      

    

  
    
      

      Welcome to the EVERYTHING® series!

      THESE HANDY, accessible books give you all you need to tackle a difficult project, gain a new hobby, comprehend a fascinating topic, prepare for an exam, or even brush up on something you learned back in school but have since forgotten.

      You can read an EVERYTHING® book from cover to cover or just pick out the information you want from our four useful boxes: e-facts, e-ssentials, e-alerts, and e-questions. We literally give you everything you need to know on the subject, but throw in a lot of fun stuff along the way, too.

      We now have well over 300 EVERYTHING® books in print, spanning such wide-ranging topics as weddings, pregnancy, wine, learning guitar, one-pot cooking, managing people, and so much more. When you're done reading them all, you can finally say you know EVERYTHING®!
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      The Top Ten Reasons to Learn Robert's Rules


      
        	Learning Robert's Rules is learning about how our country is run.

        	Robert's Rules are the leading authority on parliamentary procedure, not only in this country, but all around the world.

        	Meetings run smoother and are more orderly and productive when Robert's Rules are used.

        	The cornerstone of Robert's Rules is showing fairness to all. Democracy prevails when you use Robert's Rules in your meeting.

        	Robert's Rules are a minicourse in leadership.

        	You'll enjoy your group or organization more when you understand what's going on, and you'll want to participate more.

        	Protect your property rights — if you're a member of a homeowner's association, chances are you need to know Robert's Rules for its meetings.

        	A citizen who knows Robert's Rules can't be discounted; he knows how to make his voice heard.

        	Like a challenge? Want to exercise your mind, or develop the ability to better work with others? Learn Robert's Rules.

        	Robert's Rules are “the final word” on an issue — they are the authority that meeting leaders and group members consult. If that's what Robert's Rules say, that's that!

      

    

  
    
      

      
      Introduction

      TAPPED TO LEAD YOUR NEXT MEETING? Looking to speak up and make a difference at that next meeting, conference, or seminar? Don't want to lead but just want to do the best you can to put forward your point of view at your company, city commission, or school board meeting? The Everything® Robert's Rules Book is a modern, practical, easy-to-read guide that will take you step-by-step through the process.

      If being a good communicator is vital to being a good leader, being a student of parliamentary procedure is vital to being a good participant at a meeting. Whether you're thrust into more leadership roles by your supervisors or you take on the challenge yourself for business or personal reasons, taking a little time to study the rules will help enormously to build your confidence and skill as a leader.

      Robert's Rules are not only the most effective model for providing order at meetings, but they are the very essence of democracy in action — a model for the participation of the majority as well as the minority.

      Robert's Rules help define goals — who will be the designated leader and members of a group, what will be presented on an agenda, how old and new business will be discussed, and what entails a vote.

      Organizations as diverse as governmental bodies to PTAs to motorcycle groups have used Robert's Rules. This book is an easy step-by-step guide to the most-used parliamentary procedures, and you will find it an invaluable resource whether you are a newcomer or simply want to know more. If you've ever picked up the latest edition of Robert's Rules of Order, you know it's a hefty read at 700-plus pages, with complex language and rules for situations that don't often occur. You might have been daunted at the prospect of finding the time and energy needed to study it.

      Never before has saving time been more important for most people, whether it's in their professional or personal lives. Reading The Everything® Robert's Rules Book and applying what you learn will help you accomplish more in less time. This book is designed to help you grasp the concepts of parliamentary procedure as used in Robert's Rules in simple, easy-to-understand steps. Chapters are organized in a practical, straightforward pattern that has the particular procedure/concept outlined with the steps you'll need to use. A glossary of terms and terminology is at the rear of the book, with a list of places to consult for further study, such as helpful organizations and Web sites. In addition, a list of the most common motions is included for quick and easy reference.

      Robert's Rules of Order have made many a good leader great, and have helped further our democratic ideals in this country by providing for an orderly forum for ideas. Congratulations on picking up the challenge of leadership!
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      Studies have shown that people fear public speaking more than nuclear war. So it's no wonder you might be feeling a little apprehensive about speaking as a leader or a participant at a meeting — and being expected to know the rules of parliamentary procedure. Relax! This chapter will introduce you to the basics of proper meeting procedure so you will know what to expect and what to do to make your meeting run as smoothly and efficiently as possible.

      
Principles of Parliamentary Law

      Simply put, the principles of parliamentary law are designed to provide for democracy in action. Meetings are run with fairness and in good faith. All members, not just the most vocal, are represented. All members have equal rights, privileges, and equal obligations.

      In addition, each member has the right to understand the motions and discussions before the membership and know their effect: will fairness be shown to all? Will the rights of the majority and minority be protected? Parliamentary law provides a way for groups to arrive at the general will of their members in a reasonable time period and climate.

      
History

      If you've ever lived in a planned development or a condominium, you know how important rules are to maintain order in a place where so many people live. Imagine, then, what it was like for the early colonists on the American continent who came from a structured government in Great Britain and found themselves in the wilderness without a plan for government.

      Most people associate Robert's Rules of Order with the United States, but parliamentary law and procedure started with parliament in England around the thirteenth century. Some of the groups who traveled here by ship began to experiment with charters and other systems on the trip over, and before long, there were many strains of the parliamentary law hybrid sprouting up in the colonies.

      The early settlers weren't just people in search of religious freedom. Some were businessmen and entrepreneurs, and some were politicians and military officers. It was natural for them to use the traditional parliamentary law developed in Great Britain in the thirteenth century, adapting it as needed. After all, they were proponents of change!
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        Governing boards, civic organizations, college fraternal groups — so many diverse groups have used Robert's Rules. Even groups that appear to have very diverse interests — such as civil rights groups and motorcycle enthusiast clubs — have successfully used the rules to conduct their meetings.

      

      Thomas Jefferson and Parliamentary Practice

      Most people know that Thomas Jefferson wrote the Declaration of Independence, but many don't know that he authored the Manual of Parliamentary Practice, published in 1801. There would be a need, after all, for a form of parliamentary law that would help those governing the new country. As “victims” of British oppression in the colonies, Jefferson and other American leaders wanted to make certain that the country had a working democratic government.

      Jefferson drew up a plan for American government that used some elements of British parliamentary procedure, such as the rules for the British House of Commons. The U.S. Senate and the House of Representatives owe their procedure for running our government to Jefferson's plan.

      A Good Idea Gets Duplicated

      As the “big” governing organizations began doing their jobs, many other levels beneath them began to come into existence. Some of these were concerned with state and local governing bodies, but many weren't created to make or enforce laws. Other organizations from fraternal to business groups needed some form to guide their meeting business. After all, who wants to sound like the president of the United States at the local fraternal hall?

      
The Man Behind the Rules

      Enter Henry Martyn Robert — a man who was apprehensive about being asked to lead a meeting. Not happy with the experience, Robert (1837–1923) decided to make a study of leading meetings. A West Point graduate who became a career U.S. Army officer, Robert spent time at various posts around the country. He became a student of parliamentary law, devouring Barclay's Digest of Rules and Practices of the House, and Cushing's Manual of Parliamentary Practice: Rules of Proceeding and Debate in Deliberative Assemblies. There were a number of other books on parliamentary procedure available at the time, but none that Robert was reported to have admired as much.

      On-the-Job Training

      Robert also devoted hours to attending meetings of various organizations in many different cities, where he realized that each group, each leader, and each membership ran the business of the organization differently. Perhaps it was his military experience that made him want to create order where there had been chaos. Everything that he read on the subject, every meeting that he attended, gave him the inspiration to create a book of rules for conducting meetings using parliamentary procedure.

      And so was born Robert's Rules of Order, often imitated, but, as they say, never bettered.

      Robert didn't find initial success — he had to publish his work on his own before he could interest a publisher. The book, with an initial print run of 4,000 copies, bore the title Pocket Manual of Rules of Order for Deliberative Assemblies. Whew! A new publisher changed the title to the much simpler Robert's Rules of Order, and the book has been in print ever since. Many organizations began using his form of parliamentary procedure to create uniformity where there had been so many different types of meetings run so many different ways.

      Why Use Old Rules?

      Although these rules were first published in the 1870s and are over 130 years old, they are not antiquated. Instead, they have stood the test of time and are considered as strong as ever. You don't have to endure the hundreds of hours of meeting attendance and parliamentary study that Robert did. Instead, learn from his experience!
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        Think about finding a mentor for your new role as a chair or presenter at meetings. Many people became successful by following the example of another successful person. Perhaps you can find a coworker, a supervisor, a friend, or someone prominent in your community who would mentor you.

      

      
Types of Meetings

      Take a minute and think about the meeting you'll be leading or speaking at. What type of meeting is it? A business meeting? Civic group meeting? Fraternal organization meeting? Knowing will help you decide just how formal or informal your conduct and the conduct of the members should be, what its membership will be, the order of business, and so on.

      Robert's Rules can be used at the most formal of meetings, and the most informal. The idea is to use the rules to encourage democratic debate (and corresponding code of conduct), to have a structure, and to have a roadmap for a desired outcome.

      Here's a quick list of the basic types of meetings (more on each in Chapter 3):

      
        	Regular meeting

        	Special or called meeting

        	Annual meeting

        	Session

        	Executive session

        	Convention

        	Adjourned meeting

      

      More and more meetings are being conducted by means that were not in existence at the time that Robert wrote his book. Conducting meetings by audio conference (telephone conference call) or videoconference (televised conference) have become more efficient, less expensive ways to get groups together for meetings, especially when travel can be time-consuming and unpredictable these days. Meetings can also be conducted by e-mail and electronic chat room setups. There are pros and cons to each of these types of meetings that will be discussed further in Chapter 3.

      You can use Robert's Rules as a guide to running any meeting of any type, whatever the setting. Take the time to make a study of them and you'll be assured of the most effective meetings you've led or attended. They are the leadership tool no one should be without in this fast-paced world.
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        There are a number of versions of Robert's Rules of Order. To prevent confusion, your group should decide which will be the official version to refer to if a question on procedure should arise.

      

      
Serving as the Chair

      The results of a recent national study showed that the most important quality employers look for in a prospective employee is being a good communicator. They want someone who can be effective in both oral and written communication. In written communications like letters or e-mails, you can always take your time and reread, rewrite, and edit them before sending. But you don't have that advantage most of the time when you're speaking. People who are good at public speaking project first and foremost a confidence in what they're saying, and that's something you can learn only by doing it.

      Since you're looking at leading a meeting or conference of some sort and you're researching Robert's Rules of Order, the first thing on your mind is how you're going to learn the structure of your job. One effective business technique is “look at the forest, not the trees.” You can't possibly learn all of the rules in a short period — or even an extended period — of time. And it's likely you won't ever encounter some of the situations covered by the rules.

      You know the goal you're after: to effectively run the meeting or conference. You know the outcome you want: to be successful. You know you have that distinctive something that made you the one others want to do the job (and yes, sometimes it's because they don't want to do it!). And finally, you are the type to want to rise to the challenge, to learn new things and be successful at them.

      
Presiding over a Meeting

      If you're presiding, there are a number of things that you will do very quickly, very early on, that will establish the way you want to run the meeting and achieve the order that you desire for your group.

      Set the Tone

      No one wants a tyrant for a chair. Act like one once and you'll probably be ushered out of presiding very, very quickly. It's important to distinguish firm, authoritative behavior from dictatorship. Entering the room in a confident manner, dressing appropriately, and being prepared will go a long way toward establishing you as an effective leader. The respect you earn by these behaviors and the way you conduct the meeting will eliminate many problems and problem behaviors from people.

      Call to Order

      As a chair, you should call the meeting to order on time. It's expected that you will be on time, and you should then show your group that you do not wait for latecomers and waste the time of those who have been considerate and have arrived at the expected hour. Doing everything possible to save time without rushing things or appearing dictatorial or nitpicky will also help. Have agendas printed and ready to distribute. Seat those giving reports in the front of the room instead of scattered throughout the group so that the group doesn't have to wait for them to come forward. Be prepared to act or speak in a way that demonstrates courtesy, while insisting, if necessary, that order be maintained and that the participation and contributions of those attending be treated in a businesslike manner.

      
Speaking Out

      Maybe you don't want to lead a meeting but you want to speak out for or against an issue or make your views known about an important topic. For instance, you feel passionate about fighting the expansion of the nearby airport or highway that will destroy the value and use of your home. Or you find out that your children's school desperately needs improvement or that a dangerous ex-convict has moved into your neighborhood. You're not interested in running a corporate meeting or becoming a whiz at the local legislative hearings.

      If you're feeling that passionate about anything similar to the above and you've picked up this book, it's obvious that you already know what you're going to need to do: be prepared to be an effective speaker, with relevant facts and opinions. You know how you must conduct yourself to have them heard at the meeting or hearing you attend. A quick, easy, basic understanding of this book will help guide you toward the challenge you've accepted — to make a difference.
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        No time to attend outside meetings to learn more? Many local, state, and federal government meetings are televised, particularly on public television stations. Record them and watch them when it's convenient for you to do so.

      

      
Presenting Your View

      If you've ever been reluctant to speak up at a meeting, particularly a meeting conducted with Robert's Rules, you may be feeling anxious about your performance. Don't be insecure! Your input is a valuable part of a deliberative assembly — a group that wants to think about, discuss intelligently, and vote responsibly on important issues!

      What Do You Have to Present?

      If you've picked up this book because you want to present your viewpoint at a meeting, you've given thought not only to what you have to say on an issue, but on how you will say it. This is very important in getting your message across. There are a few basic steps you should take to be successful.

      
        	Dress appropriately. Don't let your clothes distract from your message.

        	Adopt a calm demeanor when addressing the membership.It's admirable to be passionate about your issue, but stay calm and focused to convey your message effectively.

        	Don't waste time. Be ready for your turn on the floor.

        	Make eye contact as you speak. Don't read long passages from your notes, however brilliantly you've written what you want to say. If you feel the need, jot a few notes on note cards.

        	Do not argue if confronted by a member who disagrees with you. After all, it's a deliberative assembly, where courtesy and the viewpoints of others are to be respected. Calmly restate your point and then, if you do not get your hoped-for action, gracefully accept a temporary defeat and think about regrouping and reintroducing the issue at a future meeting.

      

      How Will You Present It?

      There are two ways that you can speak on your issue at your meeting. Achieving the floor is the first step. This is done two different ways: make a motion or present a report as a member of a committee. See Chapter 6 for information on how to make a motion.

      If you're presenting a report, consult with your board on what the format of it should be. The degree of formality will dictate the format of your report; some groups, especially work-related ones, require a very particular format.
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        One successful presenter admits to forgetting his own name when he nervously rose to speak for the first time at a meeting. To eliminate that possibility from ever occurring again, he wrote his name on his notes, just in case, so that he could surreptitiously glance at it!

      

      Stand and Be Recognized

      If the meeting is formal, you'll stand and wait until the chair recognizes you before making a motion. If the group is informal in nature, raise your hand. Always, in either setting, state your name unless the chair states it first. This is necessary to demonstrate courtesy to those who don't know you and for the formality of the secretary's noting your name in the minutes (the formal record of the meeting).

      Ensuring You'll Speak

      A group will consider more seriously the views of a member who has invested himself by taking on some responsibility for the group. This includes accepting appointments to committees and other tasks, which will demonstrate that you take the group seriously and want to help further its aims and improve it. Attend meetings regularly: A member who doesn't just attend when he wants to speak, but is there to promote the regular interests of the group, merits consideration.

      
Confronting Your Anxiety

      Henry Martyn Robert is a terrific role model for those with anxiety over public speaking or implementing the rules. Thrust into leading a meeting and not happy about the job he did, he found a way to improve by observing meetings and reading up on the subject of running them. One of the most effective practices of a successful person (in her professional and personal life) is to imitate successful behavior and actions on the part of those she admires. It's why your mother wanted you to hang out with the “good” kids, after all! Study how others handle speaker anxiety.

      Take a Cue

      Successful speakers deal with anxiety. They don't just “get over it” after the first time. Most people will tell you they still have mild to moderate, sometimes even severe, anxiety before they speak at a meeting. But they know how to deal with it. They take a few moments alone to take some deep breaths, to calm themselves, to focus. Follow their example.

      In the same way, many people who are urged to lead or speak at meetings using Robert's Rules have anxiety over following the rules. They are concerned that they will not know what to do, that they'll make a mistake, and that they'll look foolish. Funny thing is, it'll probably happen sometime, even after you've become experienced with the rules. It just happens. Distractions at the meeting, a temporary lapse in attention, or just simple forgetfulness will probably (surely!) happen. But if you stay relaxed and stop trying to be perfect, you'll be fine!
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        Some people carry their fear of public speaking into leading or speaking at a meeting. If you're one of those people, don't let fear get the better of you! Face it down by taking a speech class, watching others speak, and even having a friend coach you. Soon that fear will be a thing of the past!

      

      Anybody Have a Question?

      In group situations, it is common for people to find it hard to ask a question. Perhaps it's human nature to want to look like we know everything even when we don't. Call it ego, or call it self-protection. But research has shown that wherever people gather, behind every person with a question are at least five more people who want to ask it but are afraid to do so. Be courageous! If there's something you don't understand about Robert's Rules, ask a fellow member, especially someone you consider to be well informed about them. Remember, ignorance isn't bliss. Who wants to find out later that if you'd asked that question, you could have avoided a lot of problems?

      Here's hoping you're feeling less anxious about leading a meeting or presenting at one. You'll find that the more you approach the task as something you can do to contribute and to build your skills, the better you'll do. You're likely to enjoy your group or organization more, too, when you lead or present than if you just attend, sit, and don't say much, then later complain about the way things are going. So push yourself a little, give this book a good read-through, and then keep it handy to give yourself confidence. You're already on the road to success if you've read this far!
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