Abbreviated Robert's Rules of Order

What is Parliamentary Procedure?

It is a set of rules for conduct at meetings that allows everyone to be heard and to make
decisions without confusion. Itis a time tested method of conducting business at meetings
and public gatherings. It can be adapted to fit the needs of any organization.

Sample Order of Business:

Call to order and roll call of members

Present the Agenda

Consider minutes of last meeting®vote to accept amended minutes.

Special orders--important business previously designated for consideration at this meeting
Business--motions

Announcements

Adjournment
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Presenting Motions:

Obtain the floor

Make a motion--avoid personalities and stay on subject.

Wait for someone to second the motion.

Another member will second the motion or the Chairman will call for a second--if there is no
second to motion it is lost.

The Chairman restates the motion.
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