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Board Meeting Guidelines

Show respect for others and their opinions

Keep inputs constructive and concise

Avoid wasting time on minor topics or areas of limited interest

Limit speaker on single subject to 3 minutes, unless given additional time by President or
board majority vote

Support majority decisions even if you opposed it

President is the “CEO of BLE” who has responsibility and authority to control the meeting
Roberts Rules of Order will be used as guidelines

Everyone (except the caretaker) is volunteering their time

. We are all attempting to do the best for BLE

10. Members won'’t be experts in everything discussed

11. The most vocal person(s) may not represent the majority

12. Primary board objectives are maintaining safety, ability for community enjoyment, and

positive impact on property values

13. Determine maximum meeting length at beginning, extend only by majority vote of board.



Robert's Rules of Order & Parliamentary Procedure
(Summary)

The Basics of Parliamentary Procedure

1.

2.

3.

The purpose of parliamentary procedure is to make it easier for people to work together
effectively and to help groups accomplish their purposes. Rules of procedure should assist a
meeting, not inhibit it.

A meeting can deal with only one matter at a time. The various kinds of motions have therefore
been assigned an order of precedence

All members have equal rights, privileges and obligations. One of the chairperson's main
responsibilities is to use the authority of the chair to ensure that all people attending a meeting
are treated equally--for example, not to permit a vocal few to dominate the debates.

4. A majority vote decides an issue. In any group, each member agrees to be governed by the vote

of the majority. Parliamentary rules enable a meeting to determine the will of the majority of
those attending a meeting.

. The rights of the minority must be protected at all times. Although the ultimate decision rests

with a majority, all members have such basic rights as the right to be heard and the right to
oppose. The rights of all members--majority and minority--should be the concern of every
member, for a person may be in a majority on one question but in minority the on the next.

. Every matter presented for decision should be discussed fully. The right of every member to

speak on any issue is as important as each member's right to vote.

. Every member has the right to understand the meaning of any question presented to a meeting

and to know what effect a decision will have. A member always has the right to request
information on any motion he or she does not thoroughly understand. Moreover, all meetings
must be characterized by fairness and good faith. Parliamentary strategy is the art of using
procedure legitimately to support or defeat a proposal.

The Basic Elements of Robert’s Rules

1.

Motion: To introduce a new piece of business or propose a decision or action, a motion must be
made by a group member ("I move that.....") A second motion must then also be made (raise
your hand and say, "I second it.") After limited discussion the group then votes on the motion. A
majority vote is required for the motion to pass (or quorum as specified in your bylaws.)

. Postpone Indefinitely: This tactic is used to kill a motion. When passed, the motion cannot be

reintroduced at that meeting. [t may be brought up again at a later date. This is made as a
motion ("I move to postpone indefinitely..."). A second is required. A majority vote is required
to postpone the motion under consideration.

3. Amend: This is the process used to change a motion under consideration. Perhaps you like the

idea proposed but not exactly as offered. Raise your hand and make the following motion: "I
move to amend the motion on the floor." This also requires a second. After the motion to amend



is seconded, a majority vote is needed to decide whether the amendment is accepted. Then a
vote is taken on the amended motion. In some organizations, a "friendly amendment"” is made.
If the person who made the original motion agrees with the suggested changes, the amended
motion may be voted on without a separate vote to approve the amendment.

4. Commit: This is used to place a motion in committee. It requires a second. A majority vote must
rule to carry it. At the next meeting the committee is required to prepare a report on the motion
committed. If an appropriate committee exists, the motion goes to that committee. If not, a new
committee is established.

5. End Discussion: To end a debate immediately, the question is called (say "I call the question")
and needs a second. A vote is held immediately (no further discussion is allowed). A two-thirds
vote is required for passage. If it is passed, the motion on the floor is voted on immediately.

6. Table: To table a discussion is to lay aside the business at hand in such a manner that it will be
considered later in the meeting or at another time ("I make a motion to table this discussion
until the next meeting. In the meantime, we will get more information so we can better discuss
the issue.") A second is needed and a majority vote required to table the item being discussed.

7. Adjourn: A motion is made to end the meeting. A second motion is required. A majority vote is
then required for the meeting to be adjourned (ended).

Note: If more than one motion is proposed, the most recent takes precedence over the ones preceding it.
For example if #6, a motion to table the discussion, is proposed, it must be voted on before #3, a motion
to amend, can be decided

Four Types of Motions
» Main motions: The purpose of a main motion is to introduce items to the membership for
their consideration. They cannot be made when any other motion is on the floor, and they
yield to subsidiary, privileged and incidental motions.

 Subsidiary motions: Their purpose is to change or affect how a main motion is handled, and
is voted on before a main motion.

« Privileged motions: Their purpose is to bring up items that are urgent or important matters
unrelated to pending business.

« Incidental motions: Their purpose is to provide a means of questioning procedure
concerning other motions and must be considered before the other motion.

How motions are presented

Obtain the floor
e Wait until the last speaker has finished.
* Rise and address the chairperson by saying, "Mr./Ms. Chairperson” or "Mr./Ms. President."
e Wait until the chairperson recognizes you.

Make your motion
e Speak in a clear and concise manner.



» Always state a motion affirmatively. Say, "I move that we..." rather than "I move that we do
not..."
e Avoid personalities and stay on your subject.

Wait for someone to second your motion
e Another member will second your motion or the chairperson will call for a second.
e [f there is no second to your motion, it is lost.

The chairperson states your motion
e The chairperson will say, "It has been moved and seconded that we ...," thus placing your
motion before the membership for consideration and action.
e The membership either debates your motion, or may move directly to a vote.
e Once your motion is presented to the membership by the chairperson, it becomes "assembly
property" and cannot be changed by you without the consent of the members.

Expanding on your motion

 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.

e The mover is always allowed to speak first.

e All comments and debate must be directed to the chairperson.

» Keep to the time limit for speaking that has been established.

» The mover may speak again only after other speakers are finished unless called upon by the
chairperson.

Putting the question to the membership
e The chairperson asks, "Are you ready to vote on the question?"
e If there is no more discussion, a vote is taken.
e On a motion to move the previous question may be adapted.

Voting on a motion
There are five methods used to vote by most organizations, they are:

» By voice--The chairperson asks those in favor to say "aye," those opposed to say "no." Any
member may move for an exact count.

By roll call--Each member answers "yes" or "no" as his name is called. This method is used
when a record of each person's vote is required.

» By general consent--When a motion is not likely to be opposed, the chairperson says, "If
there is no objection..." The membership shows agreement by their silence; however, if one
member says, "l object,” the item must be put to a vote.

By division--This is a slight verification of a voice vote. It does not require a count unless the
chairman so desires. Members raise their hands or stand.

« By ballot--Members write their vote on a slip of paper; this method is used when secrecy is
desired. There are two other motions that are commonly used that relate to voting.

Remember to:
¢ Allow motions that are in order.
» Have members obtain the floor properly.



« Speak clearly and concisely.
¢ Obey the rules of debate.
e Most importantly, BE COURTEOUS.

PARLIAMENTARY PROCEDURE AT A GLANCE

TO DO THIS YOU SAY THIS | MAY YOU | MUST YOU | IS MOTION | WHAT
INTERRUPT | BE DEBATABLE | VOTE
SPEAKER SECONDED REQUIRED

Adjourn meeting® I move that we adjourn | No Yes No Majority

Recess meeting I move that we recess No Yes No Majority
until..

Complain about noise, Point of privilege Yes No No No vote

room temperature, etc”

Suspend further I move we table it No Yes No Majority

consideration of

something”

End debate I move the previous No Yes No 2/3 vote
question

Postpone consideration of [ I move we postpone No Yes Yes Majority

something this matter until..

Have something studied I move we refer this No Yes Yes Majority

further matter to committee

Amend a motion I move this motion be No Yes Yes Majority
amended by..

Introduce business (a I move that.. No Yes Yes Majority

primary motion)

Object to procedure or Point of order Yes No No No vole,

personal affront® Chair

decides

Request information Point of information Yes No No No vote

Ask for actual count to I call for a division of No No No No vote

verify voice vote the house

Object consideration of I object to consideration | Yes No No 2/3 vote

undiplomatic vote® of this question

Take up a matter I move to take from No Yes No Maijority

previously tabled® the table..

Reconsider something I move we reconsider Yes Yes Yes Majority

already disposed of* our action relative to-

Consider something [ move we suspend the | No Yes No 2/3 vote

already out of its rules and consider

schedule®

Vote on a ruling by the [ appeal the Chair's Yes Yes Yes Majority

Chair

decision

*Not amendable







PARLIAMENTARY PROCEDURE AT A GLANCE

; | Can Be | Requires
% = Shein .| Debatable Amendable | ‘Reconsidered | 2/3 Vote
Fix Time at Which to No Yes No No
Privileged Adjourn
Motions
S Adjourn No No Yes No
Question of Privilege No Yes Yes No
Call for Order of Day No No Yes No
D e
Appeal Yes No Yes No
Objection to
Indidental Cons'u‘ieration of a No No Yes Yes
Motions Question
Point of Information No No No No
Point of Order No No No No
Read Papers No No Yes No
Suspend the Rules No No No Yes
Withdraw a Motion No No Yes No
e —————
Lay on the Table Nao No Yes No
The Previous Question No No Yes Yes
(close debate)
Subs:idiar Y. Limit or Extend Debate No Yes Yes Yes
Motions
Postpone to a Definite Yes Yes Yes No
Time
Refer to Committee Yes Yes Yes No
Amend the Amendment Yes No No No
Amendment Yes Yes Yes No
Postpone Indefinitely Yes No Yes No
m==
Main Motion | Main or Procedural Yes Yes Yes | No
Motion

This table presents the motions in order of precedence. Each motion takes precedence over (ie. can be considered
ahead of) the motions listed below it. No motion can supersede (Le. be considered before) any of the motions
listed above it.

PLEASE NOTE: many organizations use only the Main Motion and Subsidiary Motions, handling other matters
on an informal basis.




