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Parliamentary Authority
The basis of parliamentary procedure is that all authority in a organization is derived from the members.  (For example, the members of an organization vote to adopt its structure and each term the members elect officers to lead the organization.)  The procedures are an organized method to conduct the business of the organization in a meeting.
A parliamentary authority is the parliamentary procedures that an organization has adopted for use in its meetings.  There are many parliamentary authorities.  The parliamentary authority for Toastmasters and most other organizations that is Roberts Rule. s is Roberts Rules of Order, Newly Revised, (RONR).  The current edition is the 13th.  Other parliamentary guides that have the title Roberts Rules of Order are just reprints of older versions for which the copyright has expired.
There is a simplified version, Roberts Rules of Order, Newly Revised, in Brief.  It is a much shorter book but has all the information that in most situations.  It is a good guide for those wanting to learn more about parliamentary  procedure.  The current edition is the 4th.
For those who just want to know how to participate in a meeting that uses RONR, this guide should be sufficient.
In addition to these rules, Toastmasters International has adopted other rules regarding how meetings are conducted and business transacted.
The Meeting and Conducting Business
There are usually several items on the agenda of a meeting: adoption of minutes, reports of officers, business (unfinished, new), etc.  All business is conducted by motions during the business portions of the meeting.
Discussion (debate) is only allowed when a motion is on the floor and it has been seconded (if the motion requires a second).
Addressing Other Members
	There are rules about how members addressed and refer to other members.  This helps keep the discussion about business instead of about people.  However, the correct form of address is often unclear and following the rules strictly can create awkward phrasing.  Therefore, the rules are flexible so that they don’t interfere with the conducting of the meeting.
The officers of a meeting are the Chair who conducts the meeting and the Secretary who has several duties, including taking notes.  The Chair is usually the District Director; the Secretary is usually the District Administration Manager.  However, during the meeting they are referred to by their meeting title, unless the matter relates to their district office instead of their role in the meeting.
As much as possible, a member should address and refer to another member by their title instead of their name.  This helps keep the discussion about business instead of about people.  Refer to the chair as “the Chair” and address them as “Mister/Madam Chair”.  The same applies to the secretary.  Refer to others by “the member”, when it is obvious who is meant, or by their name if it is not obvious.
How to Handle a Motion
Business is conducted by motions.  The steps in handling a motion are:
1. A member makes a motion.
2. Another member seconds the motion, if the motion requires a second.
3. The chair states the motion, rephrasing it for clarity if needed, using a form such as “It has been moved and seconded that …”
4. The chair opens the motion for debate by asking “Is there any discussion?”
5. Members speak on the motion.  
6. Optionally, amendments are made through motions.  These motions are handled in the same manner as the main motion.
7. Debate continues until there is no more discussion, the time allotted has expired or a motion (Previous Question) is passed to end debate
8. The Chair puts the question to the assembly by saying says “The question is on …”.
9. The Chair takes the vote.
Speaking in Debate
To speak on a motion, a member must have the floor.  A member requests the floor by standing when the member currently speaking has finished.  
The member who made the motion has the right to speak first in debate on that motion.  As far as possible, the chair should alternate between those who support and oppose the motion and call on people in the order that they requested to speak.  Each member may speak twice in debate on a motion and up to ten times in a meeting.  However, no one can speak a second time on a motion if someone who has not spoken on that motion wishes to speak.
All comments in debate are addressed to the chair, not another member.  Debate should only be about the matter under discussion.  A speaker may disagree with another member, but they may not criticize another member or their motives.
If the chair wishes to speak in debate, they must appoint another member as the chair and not return to the chair until the motion under consideration has been dispensed with.
Amendments to a Motion
Amendments can be offered to a motion and to amendments to a motion.  When an amendment is made, it becomes the motion on the floor.  Amendments can be amended, but not amendments to amendments.  Amendments must be dispensed with before returning to the previous motion.  In this way, several motions can be pending and must be handled in a specific order.
Point of Inquiry (or Parliamentary Inquiry)
When a member wants to ask for a specific piece of information (or inquire about a point of parliamentary procedure), they can make a Point of Inquiry or Point of Parliamentary Inquiry.  The chair answers the question or gives the floor to another member who can answer the question.
Point of Order
If a member believes that correct preliminary procedure is not being followed, they can raise a point of order and state what they believe is being done incorrectly.  The chair will rule on the point.  If a member disagrees with the ruling they can “appeal from the decision of the chair”.  In this case, the chair and the member who made the appeal each speak and then the assembly votes to decide the point or order.
Suspending the Rules
When the assembly wants to do something prevented by the rules, the rules may be suspended.  A motion to suspend the rules should not state which rules are being suspended.  Instead, the motion should state what will be allowed.  This motion requires 2/3 and is not debatable or amendable.
Methods of Voting
There are five methods of voting in an in-person meeting.  There modifications to these for a meeting in which some or all members do not attend in-person.  If the chair is uncertain or if a member requests a counted vote, a counted rising vote must be taken.  
In an organization that allows members to have more that one vote, 
Other than a vote by secret ballot, the chair only votes when their vote will change the outcome the vote.  In this case, the chair announces the vote count without their vote, states their vote and then announces the result.
1. Unanimous consent:  The chair asks if anyone is opposed.  If there is no opposition, the motion is carried.
2. A voice vote:  The chair judges whether the motion passed.  This cannot be used on a motion that requires a 2/3 vote.  
3. An uncounted rising vote.  The members vote by rising, or by raising their hand, as directed by the chair.  The chair judges whether the motion passed.  If a member believes the chair’s judgment is incorrect, they may make a motion that the vote be counted.
4. A counted rising vote.  This is the same as a rising vote, except that the votes are counted.
5. Secret ballot.  The members cast votes by ballot.  They are counted and the chair announces the result.  Business cannot resume until the votes are counted and 
The Minutes of a Meeting
Items that should be recorded in the minutes
Beginning of Minutes:  Type of meeting, organization, time, date and place of the meeting, the presence of the president & secretary or names of their substitute and whether the minutes of the previous meeting were approved and, if so, with or without corrections.
Main Motions:  The final wording of each main motion, the member who made the motion, whether there were amendments, whether there was debate, whether it was adopted or lost and the vote total if it was a counted vote.  
Secondary motions:  These should be recorded when carried over to the next meeting or needed for clarity.
Reports:  The member making the report and what the report was.  For example, John Smith gave the report of the Audit Committee.
Points of Order and Appeal:  The point, whether it was sustained or lost, and the chair’s explanation of their ruling.
Adjournment:  The time of adjournment should be listed.
Items that should not be recorded in the minutes
The member who seconded a motion
Members who spoke debate
What was said in debate
Amendments to a motion, contents of reports and whether a quorum was present.
Procedure for Small Boards (Section 49, RONR)
In RONR, section 49, there is a set of changes to the rules for use in meetings of small boards.  These changes relax some of the standard rules to simplify conducting a small meeting.  These changes are:
Motions do not need to be seconded
There is not a limit to the number of times a member can speak on a motion.  (Normally it is two times.)
Informal discussion is permitted without a motion being made.
A decision can be made by unanimous consent without a motion being made.
The chair can speak during debate.
A member can raise their had to ask for the floor and can remain seated while speaking.
The chair can remain seated while putting the question.

TO DO
Split this into a simple and expanded version.
Add to the expanded version:
	Additional details where needed
	Details about voting in virtual meetings
	Highlights from TI procedures, primarily to the expanded version.
	Scripts motions, committee reports, etc.
Update the current DC meeting script
Possibly rewrite the standing rules to make them easier to adopt and use


Version 2023-7-16	By Wayne Goode, DTM, Parliamentarian, Districts 63 & 77	Page 1
Version 2023-7-16	By Wayne Goode, DTM, Parliamentarian, Districts 63 & 77	Page 1
		

Version 2023


-


7


-


16


 


By Wayne Goode, DTM, Parliamentarian


,


 


District


s


 


63 & 77


 


Page 


1


 


A


 


Brief


 


Overview of Robert’s Rules of Order, Newly 


Revised


 


(


RONR


)


 


Parliamentary


 


Authority


 


The basis of 


parliamentary


 


procedure is that all authority in a 


organizat


ion


 


is 


derived from 


the members.  


(For example, 


the members of an


 


organization


 


vote


 


to adopt 


its


 


structure


 


and each 


term the members elect officers to lead the 


organization


.)  


T


h


e procedure


s are an organized 


me


thod to conduct


 


the business of the organization


 


in a meeting.


 


A


 


parliamentary


 


authority


 


is the


 


parliamentary


 


procedure


s


 


that 


an


 


organization has adopted 


for use in 


its


 


meetings.  


T


here are many 


parliamentary 


authorities


. 


 


The parliamentary 


authority


 


for Toastmasters


 


and 


most 


other 


organizations


 


that 


is


 


Roberts Rule


. 


s 


is 


Rober


t


s Rules of Order, 


Newly Revised


, 


(RONR)


.


  


The current 


edition


 


is the 13


th


.


  


Other 


parliamentary


 


guides


 


that have the 


title 


Rober


t


s Rules of Order


 


are 


just reprints of 


older versio


ns


 


for which the copyright has expired.


 


There is a


 


simplified


 


version


, 


Roberts Rules of Order, 


Newly Revised, in Brief


.  


It is a much 


shorter


 


book but


 


has all the information that


 


in most situations.  


It is 


a good guide for those 


wanting 


to


 


learn


 


more about 


parliamentary


  


procedure.


  


The current edition is the 4


th


.


 


For those who just want to know


 


how to participate in a meeting tha


t uses RONR, this guide 


s


hould be


 


sufficient.


 


In 


addition


 


to these rules, T


oastmasters Internat


ional has adopted other rules


 


regarding how 


meetings are 


conducted


 


and business transacted.


 


The


 


Meeting and Conducting Business


 


·


 


T


here are usually


 


several 


items on 


the agenda of a meeting


:


 


adoption of 


minutes, 


reports of 


officers, 


business (


unfinished


, new


)


, 


etc.


 


 


A


ll business is conducted 


by motions


 


during the 


business


 


portions of the 


meeting


.


 


·


 


Discussion


 


(


d


ebate)


 


is only allowed when a motion is on the floor


 


and


 


it has been


 


seconded 


(if the motion 


requires


 


a second).


 


Addressing 


Other Members


 


 


The


re are rules about how members 


addressed an


d refer to other members


.  


This helps


 


keep 


the discussion 


about


 


business 


instead


 


of 


about 


p


eople.  


However,


 


the correct form of address is 


often


 


unclear


 


and


 


follo


wing the rules strictly


 


can


 


create 


awkward


 


phrasing.  


Therefore,


 


the rules 


are 


flexible


 


so that they don


’


t interfere with the c


onducting of the meeting.


 


·


 


The officers of a meeting are the Cha


i


r


 


who


 


conducts the meetin


g


 


and the Secretary who 


has 


several duties


,


 


including taking notes.  


The 


Chair is 


usually the 


District Director


; the 


Secretary 


is usually the 


District Administ


ration Man


ager.  However, during the 


meeting they are 


referred


 


to 


by 


their meeting title


, unless the matter relates to their district office


 


instead of 


their role in the meeting.


 


·


 


A


s much as possible, 


a 


member


 


should 


add


ress and 


refer


 


to 


another


 


member


 


by their title


 


instead of their


 


name


.  


This helps


 


keep the discussion 


about


 


business 


instead


 


of 


about 


p


eople.  


Refer to the chair as “


the Chair


”


 


and


 


address them as 


“


Mister/Madam Chair”


.


  


The same 


applies to 


the 


s


ecretary


.


 


 


R


efer to 


others 


by 


“


the member


”


,


 


when 


it is obvious who is meant


, 


or by their name if it is no


t obvious.


 


How to Handle a Motion


 


B


usiness is conducted by motions.  The steps in handling a motion are:


 


1.


 


A m


ember makes a motion


.


 




Version 2023 - 7 - 16   By Wayne Goode, DTM, Parliamentarian ,   District s   63 & 77   Page  1   A   Brief   Overview of Robert’s Rules of Order, Newly  Revised   ( RONR )   Parliamentary   Authority   The basis of  parliamentary   procedure is that all authority in a  organizat ion   is  derived from  the members.   (For example,  the members of an   organization   vote   to adopt  its   structure   and each  term the members elect officers to lead the  organization .)   T h e procedure s are an organized  me thod to conduct   the business of the organization   in a meeting.   A   parliamentary   authority   is the   parliamentary   procedure s   that  an   organization has adopted  for use in  its   meetings.   T here are many  parliamentary  authorities .    The parliamentary  authority   for Toastmasters   and  most  other  organizations   that  is   Roberts Rule .  s  is  Rober t s Rules of Order,  Newly Revised ,  (RONR) .    The current  edition   is the 13 th .    Other  parliamentary   guides   that have the  title  Rober t s Rules of Order   are  just reprints of  older versio ns   for which the copyright has expired.   There is a   simplified   version ,  Roberts Rules of Order,  Newly Revised, in Brief .   It is a much  shorter   book but   has all the information that   in most situations.   It is  a good guide for those  wanting  to   learn   more about  parliamentary    procedure.    The current edition is the 4 th .   For those who just want to know   how to participate in a meeting tha t uses RONR, this guide  s hould be   sufficient.   In  addition   to these rules, T oastmasters Internat ional has adopted other rules   regarding how  meetings are  conducted   and business transacted.   The   Meeting and Conducting Business      T here are usually   several  items on  the agenda of a meeting :   adoption of  minutes,  reports of  officers,  business ( unfinished , new ) ,  etc.     A ll business is conducted  by motions   during the  business   portions of the  meeting .      Discussion   ( d ebate)   is only allowed when a motion is on the floor   and   it has been   seconded  (if the motion  requires   a second).   Addressing  Other Members     The re are rules about how members  addressed an d refer to other members .   This helps   keep  the discussion  about   business  instead   of  about  p eople.   However,   the correct form of address is  often   unclear   and   follo wing the rules strictly   can   create  awkward   phrasing.   Therefore,   the rules  are  flexible   so that they don ’ t interfere with the c onducting of the meeting.      The officers of a meeting are the Cha i r   who   conducts the meetin g   and the Secretary who  has  several duties ,   including taking notes.   The  Chair is  usually the  District Director ; the  Secretary  is usually the  District Administ ration Man ager.  However, during the  meeting they are  referred   to  by  their meeting title , unless the matter relates to their district office   instead of  their role in the meeting.      A s much as possible,  a  member   should  add ress and  refer   to  another   member   by their title   instead of their   name .   This helps   keep the discussion  about   business  instead   of  about  p eople.   Refer to the chair as “ the Chair ”   and   address them as  “ Mister/Madam Chair” .    The same  applies to  the  s ecretary .     R efer to  others  by  “ the member ” ,   when  it is obvious who is meant ,  or by their name if it is no t obvious.   How to Handle a Motion   B usiness is conducted by motions.  The steps in handling a motion are:   1.   A m ember makes a motion .  

