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What will you learn today? 

 

As a result of this class you (1) will not 
feel overwhelmed by the complexities 

of parliamentary procedure, (2) will feel 
at home as an active participant at a 

meeting of your board, council, 
commission, or committee, and (3) (if 
you are or will be chairing) will feel 

comfortable presiding at the meeting 



The purpose of rules 

 Rules should establish order 

 Rules should be clear 

 Rules should be user-friendly 

 Rules should enforce the will of the 
majority while protecting the rights 
of the minority 



The role of the Chair 

 Must understand the rules 

 Moves the meeting and agenda 

 Takes the lead role on process 

 Takes less active role in debate 



Basic format for agenda item 

 1.  Announce the agenda item 
 2.  Report on the item 
 3.  Technical questions for clarification 
 4.  Public comments 
 5.  Invite a motion 
 6.  Second for the motion 
 7.  Understand the motion 
 8.  Discussion and debate 
 9.  Take the vote 
 10.  Announce the result 



Hypothetical 

Assume you are a member of a 5-member city 
council.  The vote required on a motion is a 
simple majority.  Does the motion pass or fail 
on the following votes? 

  *  3 yes – 2 no  
  *  3 yes -  1 no – 1 abstain 
  *  2 yes -  2 no – 1 abstain 
  *  2 yes -  1 no -  2 abstain 
  *  2 yes -  1 no -  2 absent 
  *  1 yes  - 0 no – 3 abstain – 1 absent 
  *  2 yes -  0 no – 3 absent 



Answers to Hypothetical 

 3 yes - 2 no                      PASS 

 3 yes – 1 no – 1 abstain     PASS 

 2 yes – 2 no – 1 abstain     FAIL 

 2 yes – 1 no - 2 abstain     FAIL 

 2 yes – 1 no – 2 absent     FAIL 

 1 yes – 0 no – 3 abstain – 1 absent     FAIL 

 2 yes – 0 no – 3 absent     FAIL 



Counting “abstain” votes 

The general (and default rule) is that you count 
all votes that are “present and voting”. So 
that you do NOT count abstain votes.  
Members who abstain are counted for 
purposes of determining quorum, but it’s like 
the abstain votes on the motion don’t exist. 

 
On the other hand, if the rules of the body 

specifically say that you count votes of those 
“present”, then you DO count abstain votes.  
And so an abstain vote in that case acts just 
like a no vote. 

 
 



Motions 

 The basic motion 

 The motion to amend 

 The substitute motion 



To debate or not to debate 

 The basic rule:  All motions are subject 
to debate or discussion 

 The exceptions: 
 Motion to adjourn 

 Motion to recess 

 Motion to fix the time to adjourn 

 Motion to table 

 Motion to limit debate 



Super-majority votes 

 The basic rule:  All motions require a 
simple majority vote to pass. 

 Exceptions: 
 Motion to limit debate 

 Motion to close nominations 

 Motion to object to consideration of a 
question 

 Motion to suspend rules 



The motion to reconsider 

 Special motion and special rule 

 Simple majority vote need to pass BUT 

 Must be made at a certain time 

 Can only be made by certain members 



Courtesy and decorum 

 Create the right atmosphere 

 One person at a time 

 Point of privilege 

 Point of order 

 Appeals 

 Withdrawing a motion 



Public Input 

 Rule One: Tell the public what the body 
will be doing 

 Rule Two: Keep the public informed 
while the body is doing it 

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