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In the life of a church, effective organization and decision-making are
crucial for maintaining harmony and ensuring that the congregation’s needs
are met. Roberts Rules of Order provides a structured approach to conducting
meetings that can help church leaders and members navigate discussions,
debates, and resolutions efficiently. This cheat sheet serves as a guide for
church leaders and members to understand and utilize Roberts Rules of Order
in their meetings, ensuring that all voices are heard and decisions are made
democratically.

Understanding Roberts Rules of Order

Roberts Rules of Order is a widely accepted set of parliamentary procedures
that governs the conduct of meetings. Originally created by Henry Martyn
Robert in 1876, these rules aim to facilitate orderly and efficient meetings.
While tailored for legislative bodies, they are adaptable for various
organizations, including churches.

Why Use Roberts Rules of Order in Churches?

Utilizing Roberts Rules of Order in church meetings provides several
advantages:

- Promotes Fairness: Ensures all members have an equal opportunity to speak
and participate.
- Clarifies Procedures: Helps participants understand the process, reducing
confusion and conflict.
- Encourages Order: Maintains focus on the agenda, preventing discussions
from becoming chaotic.
- Facilitates Decision-Making: Streamlines the process for making decisions,
allowing for timely outcomes.

Basic Principles of Roberts Rules of Order

Before diving into specific rules, it is essential to understand some
foundational principles:

1. The Majority Rules: Decisions are generally made based on the majority



vote, ensuring that the preferences of the larger group prevail.
2. Minority Rights: While the majority rules, the rights of the minority to
express their opinions must be respected.
3. One Thing at a Time: Only one motion should be considered at a time to
avoid confusion and maintain order.
4. Decorum: Members must address the chair and avoid personal attacks or
disruptive behavior during discussions.

Key Components of a Meeting

Every meeting should follow a structured agenda, which can vary based on the
church's needs. Here are the key components of a typical church meeting using
Roberts Rules of Order:

1. Call to Order

The meeting begins when the chairperson calls it to order. This signals the
start of formal proceedings.

2. Opening Prayer

Many churches include an opening prayer to invite spiritual guidance for the
meeting.

3. Approval of the Agenda

The agenda should be presented and approved by the members. Any additions or
changes can be made through a motion.

4. Approval of Minutes

The minutes from the previous meeting should be read and approved. Members
can move to amend the minutes if discrepancies are noted.

5. Reports

Various reports from committees, officers, or ministries may be presented.
These reports should be acknowledged, and any actions required can be
addressed through motions.



6. Old Business

Any unresolved issues from previous meetings should be discussed and
addressed. Members can make motions related to old business.

7. New Business

This section allows for new topics to be introduced. Members can propose
motions, discuss issues, and make decisions.

8. Announcements

Members can share pertinent information or upcoming events.

9. Closing Prayer

A closing prayer is often conducted to conclude the meeting on a spiritual
note.

10. Adjournment

The meeting is officially concluded when the chairperson declares it
adjourned, or a motion for adjournment is passed.

Making Motions

Motions are the means by which members can propose actions or decisions.
Understanding how to make and handle motions is critical in Roberts Rules of
Order.

Types of Motions

1. Main Motion: Introduces a new item of business.
2. Amendment Motion: Modifies a main motion already on the floor.
3. Subsidiary Motion: A motion that helps to dispose of a main motion.
4. Privileged Motion: A motion that is urgent and related to the rights of
the assembly.
5. Incidental Motion: A motion that arises out of other motions and must be
addressed immediately.



How to Make a Motion

To make a motion during a meeting, follow these steps:

1. Raise Your Hand: Indicate your desire to speak.
2. Address the Chair: Begin by saying, “Madam Chair” or “Mr. Chair.”
3. State Your Motion: Clearly articulate your motion. For example, “I move
that we allocate $500 for the community outreach program.”
4. Second the Motion: Another member must second the motion for it to be
considered.
5. Discussion: The chair will open the floor for discussion. Members can
debate the motion, propose amendments, or express support or opposition.
6. Vote: The chair will call for a vote once discussion concludes. A majority
will determine the outcome.

Voting Procedures

Voting is a critical function of meetings, as it determines the outcomes of
discussions. Roberts Rules of Order outlines several methods for voting:

1. Voice Vote

Members respond verbally, with the chair determining which side has more
support.

2. Hand Vote

Members raise their hands to signify their vote, allowing for a visual count.

3. Ballot Vote

Members submit written ballots, ensuring anonymity. This method is
particularly useful for sensitive topics.

4. Roll Call Vote

Each member’s name is called, requiring them to state their vote. This method
is often used for important decisions, as it provides a clear record.



Handling Disagreements and Challenges

Disagreements are natural in any organization, including churches. Roberts
Rules of Order provides mechanisms for addressing conflicts:

- Point of Order: A member can raise a point of order if they believe a rule
is being violated.
- Appeal: If a member disagrees with the chair’s ruling, they can appeal for
a vote of the assembly to decide.
- Table a Motion: A motion can be tabled for later discussion, allowing
members to revisit complex issues without rushing to a decision.

Conclusion

Implementing Roberts Rules of Order in church meetings can lead to a more
organized, respectful, and efficient way of conducting business. By following
this cheat sheet, church leaders and members can ensure that their meetings
are productive and that every voice is heard. Understanding the principles of
parliamentary procedure empowers congregations to engage in meaningful
discussions and make decisions that reflect the collective will of the church
community. By fostering an environment of collaboration and respect, churches
can continue to grow and serve their communities effectively.

Frequently Asked Questions

What are Robert's Rules of Order?
Robert's Rules of Order is a manual of parliamentary procedure that provides
guidelines for conducting meetings and making decisions in an organized
manner.

Why should churches use Robert's Rules of Order?
Churches can use Robert's Rules of Order to ensure fair and efficient
meetings, promote democratic decision-making, and resolve disputes in a
structured way.

What is a quorum in the context of church meetings?
A quorum is the minimum number of members that must be present at a meeting
to make the proceedings valid. According to Robert's Rules, this is typically
a majority of the members.



How can a member make a motion during a church
meeting?
A member can make a motion by standing and stating, 'I move that...' followed
by the specific action they propose. This must be seconded by another member
to proceed.

What is the purpose of a 'second' in a motion?
A 'second' indicates that at least one other member supports the motion,
allowing it to be discussed and voted on by the assembly.

What is the process for voting on a motion?
After discussion, the presiding officer will call for a vote, which can be
conducted by voice, show of hands, or ballot, depending on the church's rules
or the nature of the motion.

How can members amend a motion?
Members can propose amendments to a motion by stating, 'I move to amend the
motion by...' followed by the proposed change. This also requires a second
and a vote.

What resources are available for learning more about
Robert's Rules of Order?
Many resources are available including books, online guides, and workshops
specifically tailored for churches that explain Robert's Rules of Order in a
simplified manner.
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