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This book is dedicated to everyone who has served as a 
member or leader of a group, and who has, at one time
 or another, felt ignorant, ineffectual, helpless, frustrated, 
repressed, or just plain bored.
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INTRODUCTION






General Robert became interested in parliamentary procedure the same way that most of us do. He was asked to preside at a meeting and he didnt know how. My embarrassment was supreme. I plunged in, trusting to Providence that the Assembly would behave itself.


Interest in parliamentary procedure usually begins when people have a need for the knowledge. Perhaps you are elected chairman of the board or president of an organization. You now need the tools to do a good job if you want to have a productive term that strengthens the group. You must know how to plan a meeting and how to run one in an efficient and democratic manner. How does a presiding officer stay in control of the floor? What is his role in keeping the group focused on the motion at hand?


Perhaps you have been elected as secretary or treasurer of a group. Are you sure of your duties and the proper form for minutes or a treasurers report?


Or, it may be that you are a member of a committee, board, or group that has important issues to decide. Have you ever sat through a meeting and were unhappy with the outcome? You probably remained silent because you did not know the proper way to correct a situation. Do you know what motions may be made to handle or change important questions on the floor?


These are the kinds of problems that will be addressed in this book. The proper use of parliamentary procedure will facilitate your meetings and make your organization more efficient, effective, and cohesive. It is the distilled knowledge of twenty years experience as a Professional Registered Parliamentarian. The book is written for the busy layman who does not have time to wade through the 643 pages of Roberts Rules of Order Newly Revised. Only the essential rules and motions needed to prevent meetings from going astray are presented. Those necessary parliamentary rules will be covered in an abbreviated form with a minimum of parliamentary jargon. Since some parliamentary terms are necessary, a glossary is included in the back of the book. It might be helpful to browse through it for unfamiliar terms before you begin reading.


As society becomes more complex, bureaucracy and organizations of all kinds burgeon. Meetings and their outcomes play an increasingly important role in our lives. Critical decision making occurs in meetings of committees, boards, and similar groups. Administrators, managers, businessmen, members of professional organizations, union members, and volunteers have never before had such overwhelming need for meeting know-how.


This edition also contains a section on electronic meetings and their use. As the technology for electronic communication expands, organizations are increasingly using electronic means to communicate with members. Only one footnote and one paragraph are devoted to electronic meetings in the current edition of Roberts Rules of Order Newly Revised. Therefore, unlike the remainder of the book, the sections on electronic meetings are not based upon material specifically covered by Roberts Rules. Rather, they are the authors own guidelines for the democratic and parliamentary use of modern technology.


Throughout the book I will use examples of meetings of a fictitious community association I have called the Green Acres Association.


The use of the masculine has been employed for writing convenience only.
















I

Parliamentary Procedure
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How It All Began






Parliamentary procedure came to America with our ancestors. The term refers to the rules that have evolved over time to facilitate the democratic transaction of decision making in an organized group.


American parliamentary procedure is based on the procedural rules used in the English Parliament. Early American parliamentary procedure consisted of what the early settlers remembered of those rules. The complex system of English parliamentary law had developed over time in an awkward and unsystematized manner by a process of decisions and precedents.


It is no wonder the colonists had difficulty in remembering specific and intricate details.


At the time of the founding of our country, each colony had its own ideas of procedure. During the Continental Congress, each colony had different rules regarding how delegates were to be elected, the number of people they should represent, and so forth.


This confusing state of affairs continued until 1801. Thomas Jefferson, while serving as vice president, saw the need for a written and uniform system of rules. He compiled the Manual of Parliamentary Practice, which was immediately adopted by both the House and the Senate to prevent needless haggling over procedure.


At the same time, Americans began forming many different kinds of organizationspolitical, cultural, scientific, and so forth. Jeffersons manual was too complex and beyond the ability of the average citizen.


It was not until 1876 that Henry Martyn Robert, a practical, precise, and civic-minded engineer, put together a small book of rules specifically designed for nonlegislative organizations. He wrote that his parliamentary manual was based, in its general principles, upon the rules and practices of Congress, and adapted in its details to the use of ordinary societies.


That first Roberts Rules of Order was an almost instant success. Groups who adopted it as a parliamentary authority were now free from the hassle of struggling with the rules governing their meetings.
 

Today we can be a part of any meeting in any state and know that the rules will be the same if Roberts Rules of Order is the adopted parliamentary authority. Motions are amended the same way whether the meeting takes place in California or in New York.
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The Purpose of Parliamentary Procedure






Parliamentary law is the basis of all constitutional governments. By protecting and practicing correct parliamentary procedure, we also protect our democratic institutions. Parliamentary procedure protects the rights of people to join together to accomplish common goals and enables them to debate and take action in a fair manner with the least amount of controversy.


The rules of parliamentary procedure are based on common sense and logic. They have evolved throughout centuries of usage and custom. Parliamentary rules protect:






	the right of the majority to decide;


	the right of the minority to be heard;


	the rights of individual members; and


	the rights of absentees.






All of parliamentary procedure is built on the principle that there must be a careful balance of the rights of the organization as a whole, the rights of subgroups, and the rights of individual members.


Parliamentary procedure should be used to help and not hinder decision making. Robert said, The assembly meets to transact business, not to have members exploit their knowledge of parliamentary law.
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The Basic Rules of Parliamentary Procedure






The Rights of the Organization Supersede the Rights of Individual Members


The organization has the right to make its own rules, which then must be observed by all members. Should a conflict arise between the rights of a member and the right of the organization to do its business, the rights of the organization prevail.






Example


At a meeting of the Green Acres Association, a motion has been made that a playground be constructed in the park area. Mrs. A has been recognized by the Chair and is speaking in favor of the motion. Mr. B, who is opposed to the motion, is calling out loud objections and engaging in argument with the speaker. The Chair calls the member to order. Mr. B continues his disruptive behavior, stating that as a member he has a right to speak. The Chair quietly states that the organization has the right to conduct business in an orderly manner, which supersedes the members right to speak. The Chair further informs Mr. B that the organization has the right to eject any member who interferes with that right.






All Members Are Equal and Their Rights Are Equal


Those rights are:






	to attend meetings;


	to make motions and speak in debate;


	to nominate;


	to vote;


	to hold office.








Example


Mr. B has the right to voice his objections to the motion to construct a playground. However, he must seek recognition of the Chair and be recognized (assigned the floor) before he can speak in debate.





A Quorum Must Be Present to Do Business


A quorum is the number of members who must be
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