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Overview:

• Foundational Principles
• Hierarchy of Rules
• Motions 101
• Productive Discussion
• Voting
• Troublesome Motions
• Virtual & Hybrid Meetings
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Foundational Principles
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Foundational Principles

1. Every Member Has Basic Rights

• Right to Information
• Right to Discussion
• Right to Vote

2. The Majority Rules
3. The Minority Must be Protected
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Which Rules Matter… And When?
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Preparing for a Meeting
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Preparing for a Meeting

• Set Meeting Goals
• Calendar Key Dates
• Calculate the Quorum Needed
• Develop the Agenda
• Decide Whether to Hold a Members Forum
• Write a Script
• Practice & Contingency Plan
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Motions 101
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Motions 101
A motion is

• a formal proposal 
• by a member 
• that a group take action

A motion starts with the words

• “I move that . . . .”
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Main Motion

Main motion is 

• a formal proposal 
• by a member 
• that a group take substantive action
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Presiding Tips: 
Facilitating Discussion
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Facilitating Discussion

• Who should be recognized?

• When should they be recognized?

• How should they be recognized?

• How long do they get to speak?

• What if someone speaks without seeking recognition?

• What about statements that are factually misleading?
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Presiding Tips: 
Steps for Taking a Vote
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Steps for Taking a Vote
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Troublesome Motions
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Previous Question

19

Previous Question

• May be made by a member who is recognized

• The maker does not get priority in recognition

• May be made by a member who is debating at the close of his/her 
comments

• Not debatable

• Requires two-thirds of the votes cast to be adopted

• Effect = No more discussion either (1) on all of the pending motions or 
(2) on some of the pending motions
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Previous Question

• Say “close debate” instead of “previous question”

• Processing a motion to close debate:

• Step 1:  Take the vote on the motion to close debate.

• Step 2:  If the motion to close debate is adopted, take a vote on the 
immediately pending motion.
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Postponing Motions
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Postponing Motions
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Virtual & Hybrid Meetings
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Virtual & Hybrid Meetings

• Do Your Governing Documents Permit Virtual Meetings?

• Verifying a Quorum

• Facilitating Virtual Discussion

• Facilitating Virtual Voting

• Virtual Meetings ¹ Absentee or Electronic Voting
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Sarah E. Merkle

3

smerkle@civility.co
205.538.3802

www.civility.co
www.lawoforderblog.com
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