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| 2 | 
Building Your Bylaws

fig. 1

fig. 1 : The hierarchy of authority. Source: Robert's Rules of Order Newly Revised (11th ed.)
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fig. 2
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| 3 | 
Making the Most of Your Meetings

fig. 3

fig. 4
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| 4 | 
The Art of the Motion

fig. 5
Examples of Main Motions
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Examples of Subsidiary Motions
fig. 6
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fig. 7
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fig. 8

figure 8 continued on following page...
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| 5 | 
Ways to Create Great Committees

| 6 | 
A Parliamentary Procedure Sample

fig. 9

fig. 10

fig. 9 : Suggested reasons to dissolve special committees.
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fig. 11
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| glossary |

Adjourned Meeting-
A meeting that picks up where a 
previous meeting left off in terms of 
processing a certain order of business.

Annual Meeting-
A deliberative assembly or other meeting 
that occurs once a year and is often used to 
conduct specific types of business, such as 
the nomination and election of new officers, 
board members, and the hearing of annual 
reporting on the organization’s welfare.

Board-
A deliberative assembly created for the 
purpose of management that either reports 
to a larger deliberative assembly or is 
autonomous by way of a law or charter.

Bylaws-
The agreed upon rules an organization 
uses to govern itself. These rules cannot 
be changed without a two-thirds vote. In 
organizations using Robert’s Rules of Order, 
the “bylaws” also encompass any rules set 
forth by the group in a formal constitution.

Call or “Call of the Meeting”-
A formal term referring to the issuance of 
notice for an upcoming meeting. If the call 
is being given for a special meeting, then 
the business at-hand must be specified.

Chairman-
Refers to the person who presides 
over a group or committee.
reports its income using a Form 1120 
U.S. Corporation Income Tax Return. 

Charter-
Refers to the system of rules established 
by a parent organization that a subsidiary 
organization must follow. Also used to 
refer to formal articles of incorporation 
as issued by a state authority. 
Debate-
Regulated discourse on a proposed motion.

Deliberative Assembly-
A group that discusses, debates, and 
decides on action to be undertaken 
on behalf of the group at-large.

Executive Session-
A meeting or group of meetings 
that’s not open to attendees outside 
the group’s membership.

General Order-
A business item that was postponed in a prior 
meeting and needs to be heard in the current 
meeting. This could be an item that was 
being discussed but was never voted on at the 
point that the previous meeting adjourned.

Incidental Motions- 
Motions that refer to the use and 
interpretation of the rules of order in a 
deliberative assembly, such as motions 
to appeal, motions to suspend the rules, 
or motions to divide the question.

Main Motion- 
The baseline movement of a deliberative 
assembly: A fundamental call to action 
on a particular business item.

Mass Meeting- 
Refers to an organization of individuals 
who share a common goal but have yet 
to agree upon any formal organizational 
structure for their collective pursuit. 
Examples would be a town hall assembly, 
open to all citizens who are concerned 
about the poor quality of water in the city.

Motion- 
A course of action proposed in a meeting.

Order of Business- 
A phrase of somewhat loose interpretation 
meant to convey the increments of business 
pursued in a parliamentary-style forum 
or organization. Examples of an order of 
business include the discussion and voting on 
a motion, the administering of an election, or 
the pursuit of a particular business agenda.

Parliamentarian- 
A consultant to or permanent officer of an 
organization whose formal role is to advise the 
group on matters of parliamentary procedure.

Parliamentary Law- 
A general set of common-sense rules that 
govern the conduct of deliberative assemblies.

Privileged Motion- 
A type of secondary motion that doesn’t relate 
directly to the substance of the main motion 
currently on the floor, but instead focused 
on the logistics of running the meeting.

Quorums-
A requisite minimum number of 
members who must be present in 
order for an organization’s meeting 
to be considered legally valid.

Ratify-
When the group approves after the fact, 
following an action taken by a group 
member without proper authorization. 

Regular Meeting-
A meeting of a group, designated 
by the group’s bylaws or a standing 
rule, that occurs on a regular basis—
daily, weekly, bi-weekly, etc.

Resignation- 
Refers to stepping down from one’s official 
duties as an organization’s officer, board 
member, executive director or committee 
chairman. Usually requires adequate 
notice given and fulfillment of all regular 
obligations until the group formally accepts 
the resignation. Resignations can be sought 
after in the form of a proposed motion.

Resolution for Permanent Association- 
A written document that demonstrates an 
assembly’s intent to become a solidified 
organization. Prior to having such a 
resolution, the assembly is not bound by 
bylaws or parliamentary procedure.

Secondary Motion-
A motion that supports the group’s 
processing of a main motion, including 
subsidiary motions, privileged 
motions, and incidental motions.

Seconding-
A verbal affirmation in support of a new 
motion. Some motions require seconds 
in order to be heard and considered 
by the assembly, and others do not. 

Session-
One or a series of meetings intended to 
pursue a specific order of business. 

Special Meeting-
A meeting summoned outside of the regular 
meeting schedule, usually to address a 
specific concern facing the group. Special 
committees are sometimes referred to 
as “select” or “ad hoc” committees.

Special Rule of Order-
Special rules of order are exceptions 
and exemptions that are written into an 
organization’s bylaws to determine when 
and how the organization differs from its 
procedural guide of choice—such as Robert’s 
Rules. Special rules of order, when officially 
adopted as part of the bylaws, are just as 
valid for that organization as any other 
bylaws or parts of the organization’s charter.

Special Committee-
A committee that’s established for a fixed, 
temporary term to assess, investigate 
and report on a particular issue. 

Special Order-
An item of business that, due to a motion, 
or because it’s written into the bylaws, is 
scheduled to be heard at a specific meeting. 
Special orders usually take precedence over 
all other business at a regular meeting. 
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Special Rules of Order- 
An explicitly noted deviation from 
the general written rules of order 
used to govern the procedural 
standards of an assembly.

Standing Committees- 
A committee, usually established in the 
bylaws, charged with a specific, continual 
function within an organization.

Standing Rules- 
Rules not specified in the bylaws, 
constitution, charter, or rules of 
order, that govern an organization’s 
process. Standing rules are voted in 
by a majority and may be suspended 
at a later time, but only during the 
normal course of a meeting during 
which their application arises.

Subsidiary Motion- 
A motion put forth to alter or help 
expedite the processing of a main 
motion, such as a motion to amend 
or a motion to send to committee.
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