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Basic Roberts Rules Of Order
For use for reference during meetings

AGENDAS

TYPICAL LANGUAGE USED BY
PERSON RUNNING MEETING

Call To Order

“Icallths meeting to order”

Roll Call

“Will the secretary please do roll
i

“We have a quorum. Will the
secretary please read the minutes of
the last meeting”

Reading & Approval
of Minutes

“Are there any corrections to the
minutes?”

f there are no corrections, the
minutes stand approved”.

Reports of Officers

“We'llnow move to the offcer’s
reports. Willthe treasurer,Jane Doe:
please read/submit thei report.

“Are there any questions concerning
the treasurer's report? (ifnone) Wil
the Vice President now give their
report?

Unfinished Business|

“We'll now move on to unfinished
business. At the last meeting..”

New Business

“The meeting i now open for new
business”

“Ithas been moved and seconded
that...isthere any further
discussion?”

“We wil now vote on that motion
that..ALin favor say "Aye”. All
opposed say “Nay". The motion has
passed.

Announcements “Are there any announcements?” The
next meeting il be heldon....”
Adjournment “May | please have a motion to

agjourn the meeting?”

HANDLING MOTIONS

Member says, “| move
that...”. Another member
Secands the motion, or
chair asks, is there 2
second?”

Chaie states motion and
asks for discussion.

Members enter intoa
debate. Make of motion
has first right offoor.
Debate only on meris of
motion

Debate is losed when no
members seek futher
discussion,

Chair puts motion to voe.

Chair announces resuts of
vote.




