Parliamentary Procedure Cheat Sheet

Main Motion

Only stated as "I move that..." OR "I move to..."

All business brought before the assembly should begin as a main motion.
It is out of order to begin discussion before a motion is made and seconded.

Second?

Someone may immediately offer one, or the chair may call for one,

asking "Is there a second to this motion?".

No.
Motion dies if no one seconds it.

This signals that no one wishes to
consider the motion at this time. A
defeated motion may not be
reintroduced until at least the next

meeting unless bylaws state otherwise.

Yes.

Debate

Chair should restate the motion for all to hear. Next, the motion originator has [
first rights to speak. Others may then speak as recognized by the chair.
Do not interrupt a speaker, except as noted on the back of this sheet.

Amendment

"I move to amend the main
motion by
adding/deleting/changing..."

Second is needed.

Debate the amendment,
then vote.

If amendment passes, chair
restates the amended main
motion and debate
continues.

Moving the Question

If discussion continues too long, a

member may state "l move the
previous question".

Requires a second, no debate,
2/3 vote.

If it passes,vote NOW on main
motion. If it fails, debate
continues.

Postponement

"I move to postpone this
motion until _"

Requires a second, debate,
and majority. May be
amended.

Used to postpone an item
pending some event, more
information, or lack of time.

Amend the Amendment

adding/deleting/changing..."

return to debate on it.

"I move to amend the amendment by

(may only be done once per amendment)
Requires a second, debate, and majority.
Restate the modified amendment, and

Vote on Main Motion

Chair should restate the main motion, or ask the
secretary to do so.

Secretary records vote in minutes. If the vote is
too close, someone should "call for Division of the
House" requiring a hand count.

|
Tabling the Motion
"I'move to lay ___ on the table"

Requires second, no debate, and
majority.
Moves something aside temporarily
so that something more important
can be considered. Tabled motions
are effectively"dead" unless
someone at a later time moves to

"take from the table".

Limit/Extend Debate

"I move to limit/extend
debate to __ minutes"

Requires second, no
discussion, 2/3 vote

Used to shorten, but not
KILL, debate, or to extend an
already defined length of
debate.

Call for the Vote

If debate seems to stall,
Chair may ask

"Is there further debate?"
This is an informal, polite
attempt to get to the voting.

If members wish to continue,
debate continues. If not,

chair calls for the vote.

Chair now asks all in favor to say "aye"; then ask | €—
opposed to say"nay"




Parliamentary Procedure Cheat Sheet

Based on Robert's Rules of Order Newly Revised (10th Edition)

Main Motions. These motions are listed in order of precedence. A motion can be introduced if it is higher on the chart than the pending motion.

PURPOSE: YOU SAY: INTERRUPT? |2ND? |DEBATE? |AMEND? |VOTE?
Close meeting I move to adjourn No Yes No No Majority
Take a break I move to recess for ... No Yes No Yes Majority
Register complaint (cannot hear, too cold, etc.) |l rise to a question of privilege Yes No No No None
Make the group follow the agenda | call for the orders of the day Yes No No No None
Lay aside temporarily I move to lay the question on the table No Yes No No Majority
Close debate I move the previous question No Yes No No 2/3
Limit or extend debate I move that debate be limited to ... No Yes No Yes 2/3
Postpone to a certain time | move to postpone the motion to ... No Yes Yes Yes Majority
Refer to committee I move to refer the motion to ... No Yes Yes Yes Majority
Modify wording of motion | move to amend the motion by ... No Yes Yes Yes Majority
Kill main motion I move that the motion be postponed indefinitely No Yes Yes No Majority
Bring business before assembly (a main motion) |I move that [or "to"] ... No Yes Yes Yes Majority

Incidental Motions. No order of precedence. These motions arise incidentally and are decided immediately.

PURPOSE: YOU SAY: INTERRUPT? |2ND? DEBATE? |AMEND? |VOTE?
Enforce rules Point of Order Yes No No No None
Submit matter to assembly | appeal from the decision of the chair Yes Yes Varies No Majority
Suspend rules I move to suspend the rules No Yes No No 2/3
Avoid main motion altogether |l object to the consideration of the question Yes No No No 2/3
Divide up a complicated motion || move to divide the question No Yes No Yes Majority
Demand a rising vote I move for a rising vote (or Division of the House) Yes No No No None
Parliamentary law question Parliamentary inquiry Yes No No No None
Request for information Point of information Yes No No No None

Motions That Bring a Question Again Before the Assembly. No order of precedence. Introduce only when nothing else is pending.

PURPOSE: YOU SAY: INTERRUPT? |2ND? DEBATE? |AMEND? VOTE?

Take a matter I move to take from o

from table the table ... No Yes No No Majority

Cancel previous . 2/3 or Majority with advanced notice. This is used to repeal a previously passed motion. Portions of the passed
’ I move to rescind ... No Yes Yes Yes . - :

action motion that have already been irrevocably carried out cannot be repealed (e.g. money was already spent).

Reconsider | move to No Yes Varies No Majority. Motion to reconsider can only be made by somebody who voted in favor of the original motion, and only

motion reconsider ... before the end of the meeting in which the original vote was taken. The required second can come from anyone.





