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Roberts Rules is a book containing guidelines on parliamentary procedure, originally based off of 
the U.S. House of Representatives. Parliamentary procedure is designed to foster democracy and 
to protect the rights of: the majority, the minority, individual members, absentees, and all of these 
together. Business is done by a deliberative assembly, that is a group of people who meet to conduct 
business. Sessions are days where the assembly meets, and meetings are where the assembly conducts 
its business. A session may have one or more meetings. A meeting must be attended by at least 
some minimum number of members, or a quorum, for its 
business to be valid. 

Steps for a Motion 
1. Obtaining the floor and make a motion 

a. Wait until the last speaker has finished. 
b. Rise and address the presiding officer by saying, "Mr. Consul" or “Mr. Chairmen” 
c. Wait until the presiding officer recognizes you. 
d. Make Your Motion 

i. Speak in a clear and concise manner 
ii. Always state a motion affirmatively. Say, "I move that we ..." rather than, "I 

move that we do not ...". 
iii. Avoid personalities and stay on your subject. 

2. Wait for Someone to Second Your Motion 
a. Another member will stand and second your motion by saying “I second the 

motion.” or “Second!” 
b. If there is no second to your motion it is lost. 

3. The Presiding Officer States Your Motion 
a. The presiding officer will say, "it has been moved and seconded that we ..." Thus 

placing your motion before the membership for consideration and action. 
4. The membership then either debates your motion, or may move directly to a vote. 

a. Once your motion is presented to the membership by the chairman it becomes 
"assembly property", and cannot be changed by you without the consent of the 
members. 

b. The time for you to speak in favor of your motion is at this point in time, rather 
than at the time you present it, you must obtain the floor to speak. 

i. The mover is always allowed to speak first. 
ii. If a multiple members attempt to claim the floor, preference shall be given 

to those who have not yet spoken on the question. 
iii. If the chair is aware of the opinion of the members, he should attempt to 

let the floor alternate between those in favor and those opposed, where 
possible. 

c. All comments and debate must be directed to the chairman. 
i. Keep to the time limit for speaking that has been established. 

ii. The mover may speak again only after other speakers are finished, unless 
called upon by the Chairman. 
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5. Putting the Question to the Membership 
a. The presiding officer asks, "Are you ready to vote on the question?" 
b. If there is no more discussion, a vote is taken. 
c. The chair will ask for the affirmative votes and the negative votes. 

6. The presiding officer announces the result of the voting, and instructs the relevant 
officer/member to conduct the business 

Information on Motions in Rank Order 
Below are the standard motions used in business, numbered by rank. Any motion of lower rank is 
out of order while one of higher rank is currently being considered. For example, it is out of order 
to move the previous question while a motion to Lay on the Table is being considered. 

 

Incidental Motions – These motions are called as they arise. There is no order of precedence, and 
they are decided immediately. 

 


