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Two objectives:

1. To learn some effective meeting 

practices.

2. To learn some key points in 

parliamentary procedure. 



Parliamentary Procedure as 

a Tool for Effective Meetings

Full Disclosure – I am not a 

parliamentarian!
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How much parliamentary procedure do you need?

Not many rules. Some basic rules.
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Why do you feel your meetings 

may be ineffective? 

(Type in chat box)
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Three resources…

1. Roberts Rules of Order web site –

http://robertsrules.com/

2. Simplified Parliamentary

Procedure Manual

3.   Iowa Code

http://robertsrules.com/
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How many council members in attendance 
does it take to approve business agenda 
items?

a) 6, as the council chair cannot vote.

b) 50% of the council members attending.

c) 5, which is more than 50% of the council 
membership.
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T        F      Items of business can be added to the

agenda after the roll call has been

taken and a quorum confirmed. 

False



T   F    A consent agenda is a tool that can be 

used to improve the efficiency of meetings.

True
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What is a consent agenda?

A consent agenda groups the routine, procedural, 

informational and self-explanatory non-controversial 

items typically found in an agenda. These items are 

then presented to the council in a single motion for 

an up or down vote after allowing anyone to request 

that a specific item be moved to the full agenda for 

individual attention. 



Use of Consent Agenda

Parliamentary Procedure as 

a Tool for Effective Meetings





Parliamentary Procedure as 

a Tool for Effective Meetings

Use of committees

• Committees can meet in 
advance of the regular council 
meeting to make a 
recommendation to the full 
council.



Parliamentary Procedure as 

a Tool for Effective Meetings



Parliamentary Procedure as 

a Tool for Effective Meetings

Use of proposal form
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Use of Open Forum time limit
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T      F     A motion must be made and a 

second must be received before there

is any discussion on the motion.

True

Why?
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Handling of a Motion– Six Steps
1. Member makes a motion.

• “I move that…” not “I motion that…”

2. Another member seconds it.

3. Chair states the motion

• “It’s been moved and seconded that…”
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Handling of a Motion– Six Steps
4. Members discuss motion.

5. Chair puts the motion to a vote.

6. Chair announces the result and effect of the vote.
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End Debate
Puts the current motion (or previous question) to an immediate 

vote.

• Member states – “I move the previous question” or “I move to 

close debate.”

• Requires 2/3 vote majority vote and requires a second.

• No discussion.

• Chair then moves calls for a vote on the pending motion.
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Other procedures
• Lay on the table – requires a second and a majority vote.

• Refer to a committee – “I move that we refer this to the 

personnel committee for further study with a 

recommendation at our next meeting”.

• Amend – “I move to amend the motion by striking the 

words…and adding…”.  Requires a second and majority 

vote.  2/3 vote for approval for a previously approved 

motion.
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A member that did not attend the previous meeting can 

vote to approve the minutes.  There is no stipulation in 

Roberts Rules of Order that a member needs to be present 

to approve of previous minutes.

(Sources: http://robertsrules.forumflash.com/index.php?/topic/21396-approval-of-minutes/ and 

http://www.hoatalk.com/Search/ForumSearch/tabid/87/view/topic/postid/137314/Default.aspx)

http://robertsrules.forumflash.com/index.php?/topic/21396-approval-of-minutes/
http://www.hoatalk.com/Search/ForumSearch/tabid/87/view/topic/postid/137314/Default.aspx
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T        F        10.)   A motion that is seconded is

recommended to adjourn a meeting.

True
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A motion to adjourn is a privileged motion that 

requires a second and is not debatable or amendable.

Source (http://www.rulesonline.com/rror-03.htm)

http://www.rulesonline.com/rror-03.htm


Other Extension and Outreach Council Thoughts 
and Best Practices:

• An unofficial assembly of 5 or more council members 
could be considered a meeting.

• Previewing the council packet in advance of the 
meeting, provides for a more efficient meeting.

• The chair leads the meeting and expects members 
and guests to act in a responsible and respectful

manner.
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• Parliamentary procedure is a tool.

• Protects members rights.

• Keeps the meeting moving.
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Sources:
• Laura Meade, Professional Registered Parliamentarian

meadelaura78@gmail.com

• Sheryl Rippke, Registered Parliamentarian

mailto:meadelaura78@gmail.com
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Questions??

Thank-you!


