
roberts rules of order cheat sheet
Roberts Rules of Order Cheat Sheet is an essential tool for anyone involved in meetings or
parliamentary procedures. Whether you are a seasoned leader or a newcomer to group discussions,
understanding Robert’s Rules can significantly enhance the efficiency and effectiveness of your
meetings. This cheat sheet aims to provide a comprehensive overview of the key concepts, motions,
and procedures outlined in Robert’s Rules of Order, making it easier for you to navigate formal
meetings with confidence.

Understanding Robert’s Rules of Order

Robert’s Rules of Order, created by Henry Martyn Robert in 1876, is a manual for parliamentary
procedure that helps organizations conduct meetings in a fair and orderly manner. It is widely used in
various settings, including non-profits, corporations, and community organizations. The rules aim to
ensure that every member has a voice and that decisions are made democratically.

Importance of Using Robert’s Rules

Using Robert’s Rules of Order provides several benefits, including:

Orderly Conduct: Helps maintain decorum and organization during meetings.

Equal Participation: Ensures that all members have the opportunity to speak and vote.

Clear Decision-Making: Establishes a structured process for making group decisions.

Conflict Resolution: Provides mechanisms for resolving disagreements in a constructive
manner.

Key Concepts of Robert’s Rules

To effectively utilize Robert’s Rules of Order, it’s crucial to understand some fundamental concepts.
Here are the key elements:

Quorum

Quorum refers to the minimum number of members that must be present for the meeting to conduct
business. Without a quorum, decisions made are not valid. Typically, a quorum is a simple majority,
but the specific requirement can vary based on the organization's bylaws.



Motions

Motions are formal proposals made by members during a meeting. Understanding the different types
of motions is essential for effective participation. Here are some common types:

Main Motion: Introduces a new topic for discussion.

Amendment: Proposes changes to a main motion.

Subsidiary Motion: Helps dispose of a main motion or change its priority.

Privileged Motion: Addresses urgent matters that require immediate attention.

Incidental Motion: Arises out of the business at hand and must be addressed immediately.

Basic Meeting Procedure

A typical meeting follows a structured procedure to ensure that all necessary business is addressed.
Here’s a step-by-step guide to the basic meeting process:

1. Call to Order

The meeting is officially started by the chairperson, who announces the time and purpose of the
meeting.

2. Approval of Minutes

The minutes from the previous meeting are read and approved. Members may propose corrections if
necessary.

3. Reports of Officers and Committees

Officers and committees provide updates on their activities. This is an opportunity for transparency
and accountability.

4. Unfinished Business

Any matters that were tabled or not fully addressed in previous meetings are revisited.



5. New Business

Members introduce new motions for discussion and consideration.

6. Announcements

The chairperson or members can share important information or upcoming events.

7. Adjournment

The meeting concludes formally, often with a motion to adjourn.

Common Motions and Their Procedures

Understanding the common motions and how to properly introduce and debate them is crucial for
participation in meetings. Below are some of the most frequently used motions, along with their basic
procedures:

Main Motion

- How to Introduce: “I move that…”
- Debate: Allowed; can be amended.
- Vote Required: Simple majority.

Amendment

- How to Introduce: “I move to amend the motion by…”
- Debate: Allowed; can be amended.
- Vote Required: Simple majority.

Motion to Table

- How to Introduce: “I move to table the motion.”
- Debate: Not allowed.
- Vote Required: Simple majority.



Motion to Adjourn

- How to Introduce: “I move to adjourn.”
- Debate: Not allowed.
- Vote Required: Simple majority.

Tips for Effective Participation

To ensure that you can effectively use Robert’s Rules of Order, consider the following tips:

Familiarize Yourself: Read and understand the key principles and motions involved in
Robert’s Rules.

Stay Organized: Keep notes during meetings to track discussions and decisions.

Practice Active Listening: Pay attention to what others are saying to contribute meaningfully
to discussions.

Be Respectful: Acknowledge all viewpoints and maintain civility, even during disagreements.

Conclusion

A Roberts Rules of Order cheat sheet is an invaluable resource for anyone involved in formal
meetings. By understanding the key concepts, motions, and procedures outlined in Robert’s Rules,
you can enhance your ability to participate effectively and contribute to the success of your
organization. Whether you are leading a meeting or simply attending, being equipped with this
knowledge fosters an environment of order, respect, and collaboration.

Frequently Asked Questions

What are Robert's Rules of Order?
Robert's Rules of Order are a set of guidelines for conducting meetings and making decisions in a fair
and orderly manner, originally published by Henry Martyn Robert in 1876.

What is the purpose of a cheat sheet for Robert's Rules of
Order?
A cheat sheet for Robert's Rules of Order serves as a quick reference guide to help users understand
and efficiently apply the rules during meetings, facilitating smoother decision-making.



What key motions should be included in a Robert's Rules of
Order cheat sheet?
Key motions to include are 'Main Motion', 'Amend', 'Table', 'Postpone', 'Refer to Committee', and
'Adjourn', along with their purposes and required votes.

How can a cheat sheet help new members understand
Robert's Rules?
A cheat sheet simplifies complex procedures, providing clear definitions and examples, which helps
new members quickly grasp the essential rules and participate effectively in meetings.

Where can I find a reliable Robert's Rules of Order cheat
sheet?
Reliable cheat sheets can be found on reputable organizational websites, educational resources, or in
published guides that focus on parliamentary procedure, often available as downloadable PDFs.
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