
1. Opening the Lodge
2. Calling roll of Officers
3. Reading Minutes of last Communication
4. Sickness and distress
5. Report on petitions previously referred
6. Ballot on Petitions
7. Presenting and referring petitions
8. Communications, bills, etc.
9. Report on Committees
10. Unfinished Business
11. Elections of Officers and Installation
12. New Business
13. Conferring degrees
14. Reading and approval of minutes
15. Closing the Lodge



“Where there is no law, but every man does what is right in his own eyes, 
there is the least of liberty.”
― Henry M. Robert, Robert's Rules Of Order

Presenter Notes
Presentation Notes
Robert’s Rules of Order is all about rules, structure, and vocabulary. Also like any other language, it is easy to get lost and not understand what is going on if you don’t know the basic rules and sounds of the language. Rather than being dominated by grammar and syntax though, Robert's Rules of Order is made up of the various rules, guidelines, structures, and motions

https://www.goodreads.com/author/show/102422.Henry_M_Robert
https://www.goodreads.com/work/quotes/2929305


 THE ROLES AND RESPONSIBILITIES OF 
WM’S AND LODGE MEMBERS IN 
MEETINGS

 UNDERSTANDING AND USING THE 7 MAIN 
MOTIONS

 TIPS FOR SUCCESS USING ROBERT’S RULES 
OF ORDER 

Presenter Notes
Presentation Notes
Robert’s Rules of Order is one of your Lodge’s best TEAM building tools. Your Lodge should strive to operate as a TEAM. Too many Lodge’s spend too much time fighting against one another instead of working with one another. This wastes time, energy and life. That is one of the reasons why Robert’s Rules has been so Important. I teach Robert’s Rules as a TEAM building tool, not just as a set of rules that you are supposed to use. I motivate your Lodge members to think about how these tools will help everyone in your Lodge get more work done. 



 The WM is the individual who has been elected to run the 
meeting. So, it is his responsibility to maintain order and keep 
the flow of the meeting. The WM will be handling both the 
MEMBERS as well as the PROCESS of the meeting. 

 The MEMBER side of the meeting consists of making sure the 
needs of the people in the room are being met.
› What the WM needs to think about when chairing a 

meeting is the MEMBER.

 The WM needs to understand the PROCESS side of meetings.
› What decision-making process are you using?
› Are you using Robert’s Rules of Order?





 Manage the MEMBER and PROCESS side of the meeting 

 Maintain order

 Keep the flow of the meeting

 Make sure everyone gets an equal opportunity to 
debate/discuss 

 Serve as the “translator” to the language of Robert’s Rules of 
Order to help keep the members on track. 

Presenter Notes
Presentation Notes
As a Chair, you must be aware that all members have the same opportunity to debate. If a member of the assembly has already debated or discussed a motion, then you must call on a different member. And most importantly, as a useful Chair it is your responsibility to help keep everyone on track about what is being debated, discussed or voted on during the meeting. 





 As a member, you make up what is called the assembly or 
the body. The responsibility of each member is really 
threefold. 

› Represent the voice of your Brothers

› Vote Wisely!! BE INFORMED

› Influence as well as be influenced 

Presenter Notes
Presentation Notes
First: It is important to keep in mind that when you serve on a board, you are the voice of your constituents. Keep this in mind while voting. You have been trusted to help them have their voice heard. Second: Vote Wisely!! Remember, your vote is your voice!! The only way to vote wisely is by always knowing where you are in the meeting. The moment you get lost and do nothing to correct it…you are not fulfilling your responsibility as a member. Voting wisely every time is an important responsibility. 



SLOW DOWN 
TO SPEED UP

Presenter Notes
Presentation Notes
Too many people try to move too fast and just end up confusing and frustrating both themselves and the rest of the members in the meeting. Robert’s Rules of Order sounds fast enough without trying to speed it up. Your pace is everything when using Parliamentary Procedure. Not only will you actually sound more intelligent if you slow down when using Robert’s Rules of Order, but what you say will make more sense to everyone else. So slow down to speed up. 



 Motions are the building blocks that help assemblies take 
action and conduct business. A motion is a formal proposal 
made by a member or committee that the Lodge can take 
certain action on. Each motion builds on the other like a 
pyramid. 

Presenter Notes
Presentation Notes
Robert’s Rules of Order uses motions to focus the discussion on one business item so that debate can happen in an orderly and fair manner that will lead to better, more rational conclusions or agreements. When using Robert’s Rules of Order, it is crucial that you realize that motions build on one another and that there is a precedence of order.



1. The Main Motion 
2. The Amendment
3. The Amend the Amendment
4. Refer to a committee
5. Postpone to a definite time
6. Lay on the Table 
7. Previous Question vs. Call the Question

Presenter Notes
Presentation Notes
For example, if there is a main motion before the assembly or on the floor and someone moves up our pyramid and calls to Postpone to a Definite/Certain Time, then someone can’t move down the pyramid to move a Refer to a Committee until the Postpone to a Definite time has been voted on. There is a precedence, meaning that motions must be handled in a specific way before you can move on from them. 



 To bring any business before the Lodge, you must 
always start with the main motion. Once the main 
motion has been made you are free to move 
anywhere on the pyramid. So the way to think 
about the main motion is that it brings a business 
item to the table for the members of the Lodge to 
talk about.

 Before there is a main motion on the table, the 
table is empty…there is nothing on it, but once the 
main motion is made, then there is a business item 
that the members can focus on, discuss, debate 
and then eventually vote on. 

Presenter Notes
Presentation Notes
The trap of any meeting is to gather a group of people around a table and give them nothing to talk about and then just let them talk. And as most of you know, people will talk. The main motion is the foundation of conducting business during a meeting; thus it is the foundation of our pyramid. 



“ I MOVE ”

Member: “I move that we donate $100 
to the NAACP.

Chair: “Is there a second to the Main 
Motion?” 

Presenter Notes
Presentation Notes
“I move…” This is how every main motion should be delivered. In fact “I move” is how you start every motion.Every formal motion that is made must have what is called a second. That means every one of The 7 Fundamental Motions must be seconded if a member moves that motionA second signifies that someone from the assembly thinks that the motion is worthy of discussion. It does not mean that the member is in favor or not in favor of the motion, just merely that there is interest in hearing further debate about the motion. So if you think a motion is worthy to discuss, second the motion. If you do not then DO NOT second the motion. The second has been created to save your board a bit of time, energy and life. If a motion doesn’t receive a second then the chair will say: “The motion dies due to the lack of a second. We will now move on to the next item of business on the agenda.” 



It can get a little confusing knowing what you are 
allowed to do at various stages of a meeting so, as 
each motion is made and seconded, ask myself the 
following three essential questions: 

#1. Is the motion amendable? Meaning can it be 
changed 

#2. Is the motion debatable? Meaning can it be 
discussed

#3. What kind of vote does the motion require? 
Meaning does it need a hand count or voice vote.



#1. Is the main motion amendable? Meaning can you change it? 
YES, you can amend the main motion. You can add something   
to or subtract something from the main motion 

#2. Is the main motion debatable? Meaning you can discuss it?
YES, after the main motion has been moved and seconded, 

the  chair will then ask if there is any discussion on the main 
motion.

#3. What type of vote does the main motion need? 
Meaning simple voice vote or two-thirds? 

According to Robert’s Rules of Order, the main motion only needs a SIMPLE 
VOICE VOTE unless your bylaws say something different. Remember that 
your Lodge bylaws always supersede Robert’s Rules of Order. So, if your 
bylaws indicate that certain types of main motions need 2/3rds vote to 
pass, then you will yield to your Lodge's bylaws. 

Presenter Notes
Presentation Notes
A voice vote is what it sounds like. The chair will call for a voice vote by saying, “All in favor say “Aye” followed by all opposed say “Nay.” This type of vote often suffices when only a clear majority is needed to pass or kill a motion. Often though a 2/3 majority is needed to pass a motion and this is impossible to gauge through a voice vote. In this case, the chair would call for a rising count, which can be done by a show of hands or through a standing count. A rising count can also be taken if there is any question about the validity of a voice vote. How many of you have ever been in a meeting where a voice vote being taken was very close, or it wasn’t clear if all voices were being heard equally. As a member of the assembly, you have the power to request that the chair take a rising count on any vote. All you have to say out loud is “Division of the House” and the chair is compelled to do a rising count right after the voice vote. 



 Before your meeting gets to any kind of voting there can be 
a whole lot of debate and discussion going on. 

 The reason you are debating or speaking during a meeting is 
to INFLUENCE and affect the group to vote the way you 
desire them to. 

“YOU HEARD THE MOTION 
ARE YOU READY FOR THE 

QUESTIONS?”

Presenter Notes
Presentation Notes
Too many times I have listened to individuals during meetings give away the power of their voice because they are unclear in their debate or they have an unclear focus or intention. The reason you are debating or speaking during a meeting is to INFLUENCE and affect the group to vote the way you desire them to. 



 Here are my 3 steps to INFLUENTIAL debate: 

1.Repeat the motion you are talking about 
“Regarding the motion to….”

2. State your opinion “It is my opinion a)…b)…c)…” 

3. Tell the assembly on how you want them to vote 
“So I encourage you to vote for the motion.” Or 
“I encourage you to vote against the motion.” 

Presenter Notes
Presentation Notes
When you start off by repeating the motion you are getting everyone on the same page, making sure they all know what is being debated. Then, be clear and to the point when you state your opinion. Narrow your opinion to 3 main points so that your board members can follow you. Finally, the last step should be obvious, but too many members miss it, tell the assembly how you want them to vote! You lose a HUGE opportunity when you do not tell people how you want them to vote. 



 Amendments allow members to make changes or to modify 
a motion. Changing a motion is done by adding to or 
subtracting something from the motion.

Donate $100 to the NAACP.
 How much we are going to donate 
 Who We are going to donate to 
 By when we are going to donate the funds 
 From what account are we going to donate the money



#1. Is the amendment amendable? Meaning can you change 
it?
YES, the amendment can be amended

#2. Is the amendment debatable? Meaning can you discuss it? 
YES, when the motion being amended is seconded, then 
the amendment is debatable 

#3. What type of vote does the amendment need? Meaning 
simple voice vote or two thirds?
The amendment only requires a SIMPLE VOICE VOTE 
unless your bylaws say something different. 

Note: YOU ONLY DISCUSS THE AMENDMENT. Do you want $200? 
YES OR NO? 



 After an amendment has been made, members of an 
assembly have the power to change or modify the 
amendment. Remember the amendment (the portion of the 
main motion that has been modified) is the only portion of 
the motion that can be amended.

 NO OTHER PART OF THE MAIN MOTION CAN BE CHANGED AT 
THIS TIME. ONLY THE PORTION THAT HAS BEEN AMENDED. 



Now, let’s answer our three questions posed about an 
amendment to an amendment.

#1. Is the amendment to the amendment amendable? 
Meaning can you change it? 
NO ,the amendment to the amendment is NOT 
amendable. This is as far as you can go with amendments 
at this time.

#2. Is the amendment debatable? Meaning can you 
discuss it?
YES, once the amendment to the amendment has been 

moved and seconded the chair will ask for discussion on 
the amendment to the amendment.

#3. What type of vote does the amendment need? 
Meaning simple voice vote or twothirds majority? Keep in 
mind that an amendment to the amendment is also 
motion and therefore needs to be seconded before any 
discussion is entertained. 



 It is very common for members to get lost during this part of a 
meeting. Amendments and Amending the Amendments can leave 
people feeling lost. 

 At some point or another, your best friends during a meeting are 
going to be the following four words. “Point of Parliamentary 
Inquiry.”

 This is what is called an incidental motion that gives the members of 
the Lodge the power to speak up ANY time during the meeting to 
clarify Parliamentary Law. Or in laymen's terms, Point of 
Parliamentary Inquiry is the formal way of saying, “HELP I AM LOST.” 

Use a Point of Parliamentary Inquiry when: 
• You are lost • Need clarification • If you think that the chair is lost or 
needs an explanation • If you need the motion repeated for any 
reason 

Presenter Notes
Presentation Notes
How does one use this powerful and essential tool? During the meeting, you simply raise your hand and say “POINT OF PARLIAMENTARY INQUIRY.”Member: “Point of Parliamentary Inquiry” Chair: “State Your Point” Member: “I am unsure what we are about to vote on. Can you please restate the full motion?” Remember, the biggest disservice you can do to your Brother is not getting lost in a meeting, it is staying lost. Point of Parliamentary Inquiry is your friend



 Hearing no further discussion, we will now proceed to vote on 
the amendment to the amendment, which is to strike out 
$200 and $300.

 Now re-open discussion on the new amendment. The vote on 
the amendment to the amendment, which has passed, so 
now there is still an amendment on the floor to discuss and 
eventually vote on. Because the amendment to the 
amendment passed, it becomes the new amendment.  

 Now re-open discussion on the newly amended main motion, 
which is to donate $300 to the NAACP.

 Now that the Lodge has dealt with the amendments and 
amendments to amendments they are back to the discussion 
of the main motion. At this point, additional amendments or 
other motions can be made, or a vote can be taken to pass 
or fail the main motion. 





When there is a motion being discussed, and the members of an 
Lodge need to get more information before making any 
decision or voting on the motion, the members can make a 
move to refer the matter to a committee.

When a member of a Lodge is making a referral two things must 
be apart of the motion to refer to a committee, before it is 
complete:

1. What committee is it being referred to 
2. Time the committee will report back 



Let’s Review Our Three Questions:
#1. Is the Refer to a Committee Amendable? Meaning can you 

change it? 
YES, as we just shared above this motion can be 
amended. 

#2. Is the Refer to a Committee debatable? Meaning can you 
discuss it?
YES, once the referral has been moved and seconded 
the chair will open discussion about the referral.

#3. What type of vote does the Refer to a Committee need? 
Meaning simple voice vote or two-thirds majority? Refer 
to a Committee only requires a SIMPLE VOICE VOTE 
(UNLESS YOUR BYLAWS SAY DIFFERENT) 

Presenter Notes
Presentation Notes
If this motion passes then the Chair would appoint the members of the committee so that it can be recorded correctly in the minutes of the meeting. NOTE: Your Committees have been created to save your Lodge, time, energy and life. If your member have issues with your committees and desires to micro-manage all decisions, then you might have a training opportunity. Your lodge should lean on your committees to get work done. Committee should be made up of member that you trust to bring back sound results.



 This motion really is as straightforward as it sounds. If passed 
this motion means that the matter is put on hold until a time 
that the Lodge agrees on at which point it will be brought 
back into the meeting debated again and eventually voted 
on. 

 This motion allows the members of the board to take some 
additional time to research the motion before it is brought 
back at a specific time for a vote. 

Presenter Notes
Presentation Notes
Boards use the Refer to a Committee motion when they need the support of a smaller body of people to research and propose a motion to the board, but what if a member wants merely to check in with their constituents or staff before voting on a motion? The motion that you would use in this case is called to Postpone Definitely or Postpone to a Certain Time, also known as a Postponement. 



Looking at our three questions:

1. Is the postponement amendable? Meaning can you 
change it? YES 

2. Is the postpone definitely debatable? Meaning can you 
discuss it? YES 

3. What type of vote does the postpone definitely need? 
Meaning simple voice vote or two-thirds majority? 

The motion to postpone to a definite time can be amended. 
The only part that can be amended is when the motion is 
going to be put back on the agenda.

Presenter Notes
Presentation Notes
REVIEW To review the motions we have talked about thus far let’s refer back to the pyramid. • MAIN MOTION- Brings business before the assembly. The first motion made is the main motion. • Amendment – To make an addition to or subtraction from a motion. • Amendment the Amendment – To make an addition to or a subtraction from the amendment. • Refer to a committee – Give the discussion to a committee to report back. • Postpone to a definite time- Take some additional time to research the motion before it is brought to a vote. 



 Occasionally a member may have a question of protocol or 
procedure that must be answered in order for the meeting to 
progress. One of the worst things that a WM can do is to get put 
into the trap of opening your question about a parliamentary 
procedure or Robert’s Rules of Order to the Lodge. Most every 
member will have an opinion, and if everyone starts trying to put 
in his or her two cents, everyone is going to end up confused.

 Designate someone in your meeting to be your parliamentarian.

 Person in your meeting who you will direct talk to if you have any 
question about proper use of parliamentary procedure. If you 
get lost or need assistance with procedure during the meeting 
call only upon your parliamentarian. Avoid the distraction and 
drama of everyone telling you how you need to do your job. 

Presenter Notes
Presentation Notes
If you are the chair of the meeting, do not be afraid to take a moment and collect your thoughts. Chairs get into trouble when they keep talking when they are lost. Slow down and turn to your parliamentarian for assistance.If you don’t know the answer …don’t make up something.



 Lay on the Table is a motion to set an item of business aside in 
lieu of more important or pressing business. This motion being 
consistently misused by the majority of Lodges.

 Unlike the motions of Referring to a Committee or Postpone 
to a Certain Time, Lay on the Table does not include a time 
to bring the motion back. So, the motion that is being pushed 
aside, could potentially sit there forever without being 
addressed. 

 If the motion to Lay on the Table is made, then the WM needs 
to ask the member, “In lieu of what pressing business?” If 
there isn’t any pressing business, the chair rules the motion out 
of order and then reopens the discussion on the previous 
motion. 

Presenter Notes
Presentation Notes
I have seen people misuse the Lay on the Table. They want to use this motion to “kill” a motion. But it is an incorrect use of this motion. Many times members should move to Refer to a Committee or Postpone to a Certain Time. When a member moves to Lay a Matter on the Table, this means that the member of the assembly has more urgent or pressing business that must be discussed at that time. So when a member moves a Lay on the Table, they are trying to take the current main motion that is on the table and put it aside so that they can introduce a new urgent item of business. 



Let’s Review Our Three Questions:

1. Is the lay on the table amendable? Meaning can you 
change it? NO, the lay on the table is not amendable

2. Is the lay on the table debatable? Meaning can you discuss 
it? NO, the lay on the table is NOT debatable 

3. What type of vote does the lay on the table need? 
Meaning simple voice vote or two-thirds majority? Lay on 
the table requires a simple majority vote to pass.

To bring a motion that has been laid on the table back before 
the assembly, a member of the assembly has to move to Take 
from the Table. A good rule of thumb is that unless you really do 
have business that is so urgent it has to be discussed 
immediately through a Lay on the Table, stick to postponing the 
motion or referring it to a committee. 



According to Robert’s Rules of Order there are two things that 
you can do to stop discussion and take a vote. One thing you 
can do is formal (meaning making an actual motion) The other is 
informal. 

 The formal way of getting the assembly to stop discussion and 
take a vote is a motion called the Previous Question. 

 Member moves the Previous Question, they want the 
assembly to vote to stop discussion to take a vote. Therefore 
moving a Previous Question is a vote to vote. 

 WM NOTE: What invariably happens though is that some 
members think that the vote being taken is on the motion 
itself and not just the Previous Question. This is the time to 
repeat yourself to keep everyone on track so they can vote 
appropriately. 



Let’s Review Our Three Questions:

#1. Is the Previous Question Amendable? Meaning can you 
change it? NO, you can’t amend the previous question 

#2. Is the Previous Question debatable? Meaning can you 
discuss it? NO, NO the previous question is NOT 
debatable.

#3. What type of vote does the Previous Question need? 
Meaning simple voice vote or two-thirds majority? The 
previous questions requires a 2/3rd vote to pass. 

Presenter Notes
Presentation Notes
This is such an important and powerful motion. Robert’s Rules of Order gives you the tool you need to make sure you never get stuck in a meeting listening to members drown on and on. You have the power to stop discussion and start getting the meeting moving forward by taking a vote. 



 If moving the Previous Question is the formal way to get the 
members to vote what is the informal way? 

 In meetings, you may recall you have heard board members 
yelling out, “I call the question or simply question.” Like division of 
the house, you just yell this out. 

 Calling the question does not have ANY formal power unto itself, 
but it is a great tool to let the members of the assembly and the 
Chair know that you are getting antsy and are ready to vote. 
When someone calls the question, as a courtesy the chair can 
respond with “The question has been called is there any further 
discussion?”, If a member raises his or her hand discussion 
continue if no one raises their hand to debate then the chair 
take a vote on the motion being discussed. Remember “calling 
the question” has no formal power. 



And there they are The Seven Fundamental Motions used in 
most meetings: 

• The main motion 
• Amendment 
• Amendment to the Amendment 
• Refer to a committee 
• Postpone to a definite time 
• Lay on the Table 
• Previous Question / Call the question 



 Don’t pressure yourself to get all of this on the first or even the 
second try. Like any other, this language takes practice and 
time.

 WM’s, it may be difficult at first, but you have to insist that the 
proper language is used during every meeting because that 
really is the only way people will learn. You really are doing 
your entire assembly a favor, as brothers  will learn from each 
other, so insist that the proper language is always used at 
every meeting. 

Presenter Notes
Presentation Notes
I think you will find the tips I mentioned throughout this session useful so remember members and chairs: • Slow down – Pace is everything • Repetition is Key • Designate a parliamentarian • Use the three questions • Don’t waste your voice-Debate clearly and with an agenda • Point of Parliamentary Inquiry The language of Parliamentary Procedure is like any other language. It takes time to learn, but once you are able to speak it fluently you will be able to drive any meeting that you are in!! It is a fun language because it is designed to create movement and take action.
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