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Important Motions
Point of Order: Calling attention to 
a violation of decorum or rules

Point of Information: Inquiry into 
facts impacting current business

Call for Orders of the Day: Done to 
enforce sticking to the agenda

Division of the Question: Request 
to separate individual parts from a 
multi-part motion

Postponing a Motion: to move an 
item to a later agenda

• Postpone indefinitely - removes 
from consideration until brought 
back up as new business

• Postpone until ______ - pushes it 
until a specified, future meeting

• Postpone item (without date) - 
pushes it to the next meeting

Important Motions
Lay on the Table: Temporarily set 
item aside to allow for more urgent 
business

Recess: Temporary break

Adjournment: Ends the meeting

Important Rules
Quorums: Minimum number of 
members needed to conduct 
business
Seconds: Must be given for a 
motion to be considered. If there 
is no second, the motion dies
Speaking Order: Must be 
allowed by the chair to speak
No Personal Attacks: Address 
issues rather than people. Use 
titles instead of names
Germaneness: All comments 
must be related to the motion 
on the table
Unanimous Consent: For 
routine issues the chair may 
approve a motion by "without 
objection" and pausing for 
members to object

Making Motions
Making a Motion: "I move that 
______________.", await someone to 
"Second."

Making an Amendment: Must be 
either insert, strike,or insert and 
strike.

"I move to insert [words to insert]
before/after [phrase in motion] and 
strike [words to remove].", and await 
someone to "Second."

Reminders
Good process builds trust; poor 
process destroys it.

It is better to be procedurally 
correct than look smart.

When tensions rise, return to 
known procedure.

"Does this help us serve students 
better?"
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