RTM CHAIRS’ HANDBOOK

Chairs’ Handbook
Congratulations on being elected to the chairmanship of your district or committee. This
handbook is intended to be a resource for members in leadership positions in the RTM.
The main objective of a district or committee meeting is to thoroughly discuss the items
before the RTM that month. For district meetings, this would be the entire call. For
committee meetings, it would be the items assigned to the particular committee. Other
items may be discussed at those meetings if posted in advance or with approval of the
members in that meeting.
One of the most important tasks of a chair is to run an efficient meeting. The items
before the meeting must be covered completely and in sufficient detail so that members
have all the available information necessary for voting. All members should be
encouraged to participate in the discussion, but the chair should have some sense of when
the discussion becomes repetitious or if someone is monopolizing the discussion. When
this occurs, the chair should be willing to offer other members time to speak or terminate
the discussion and move on to the next item. It should be remembered that all RTM
members are volunteers and that it is important to respect their time commitment.
Beginning your meeting promptly at the appointed time is the first step. Good time
management can go a long way towards improved attendance and member retention.

Beginning of the New Term
Committees - Electing the Chair of the committee is the first item at the first meeting of
the new term in January. Any Delegate may be nominated. The Chair then will take over
running the meeting and facilitate the elections of a Vice Chair (any delegate may be
nominated) and Secretary (any member may be nominated). After the election of
officers, the committee will take up the items assigned to it on the call. A record of the
votes will be turned in to the Town Clerk.
District - Electing the Chair of the District is the first item at the special / organizational
meeting of the new term and occurs in December before the term officially starts. Any
member may be nominated. Your first meeting as a newly elected chair begins at the
December meeting prior to the new term which begins in January. The Chair then will
take over running the meeting and facilitate the elections of a Vice Chair and Secretary.
After the elections, you will lead the district in organizing standing committee
assignments for the new term. The attached December Organizational Meeting Template
is a guide to this process. (See appendix A)
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In both District and Committee first meetings, it is helpful for each member to introduce
themselves and provide a little background about themselves. Also, if there is one
candidate for a position, and there is no objection (it’s unanimous), the Secretary can be
asked to record the vote (saving time and paper.)

Interim Elections
When a vacancy occurs during the term, it is the responsibility of the current members to
vote in a new member. The chair should inform the person resigning that he/she must
contact the Town Clerk’s office to make it official. The Town Clerk will send out a
notice to district members informing them of a special meeting to elect a new member. It
is the chair’s responsibility to seek out candidates to fill the vacancy. This can be
accomplished by word of mouth and by asking current members to speak with friends
and neighbors. Many times, the position can be promoted as a public service
announcement in local media. Neighborhood associations, religious organizations and
school PTA’s are also a good resource and should be communicated. Using social media
should also be considered. As the requirements for membership in the RTM include that
a person must reside in the district and be an elector in the Town of Greenwich, it is
important for the chair to confirm this residency requirement with the Town Clerk’s
office and the Registrar of Voters for all candidates.
Prior to the meeting when the election will take place, the chair should inform all
prospective candidates of the procedure for electing new members. To help candidates
prepare, the chair should make sure they understand the time commitment involved.

Process for Electing Officers and New District Members
The procedure for elections should be uniform across all committees and districts. For
Committees, nominations for the officer positions are made by the members and
seconded. The individual candidate should be asked if they will accept the nomination.
For Districts, interested persons should contact the Chair prior to the meeting to express
their interest and provide a brief background about who they are and their interest in
serving. The Chair should appoint two members to assist in the collection and counting
of ballots prior to the start of voting.
Each candidate is given the opportunity to make a presentation to be followed by a Q &
A with members. After all candidates have been heard, a discussion among committee /
district members can follow. These discussions are public and all are encouraged to be
present. Candidates must be allowed to remain in the room during this discussion and
voting. Voting by members is by written ballot. The individual member’s ballot will
need to include the desired candidate’s name, the member’s name, and must be signed.
The results of the vote are read aloud noting the number of “yes” votes for each
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candidate. If there are multiple candidates for a position / vacancy, and no one receives a
majority of the votes cast, the lowest vote getter is dropped and voting continues until
someone receives a majority of the votes cast.
The elected person’s name, address, phone number and email address along with the
ballots cast should be forwarded to the Town Clerk as soon as possible. Remember that
the new member must be sworn in by the Town Clerk before they can vote at an RTM
meeting. (See appendix B). The Chair should advise the Town Clerk of the names of all
officers of the Committee / District elected.

Attendance
Attendance is taken at all committee, district and full RTM meetings. The attendance
cards are turned in to the Town Clerk. Good attendance by members is important. It is the
duty of the chair to ensure that all standing committee, district, and full RTM meetings
are fully attended.
As previously noted, we are all volunteers and situations will arise where a member’s
attendance is not possible; this is understandable. However, if a member is habitually
absent, the chair should seek to understand the reasons and, if not resolved, it may be
necessary to ask the member to be reassigned to another committee assignment or resign
for the good of the district.
Committee meetings are very important as this is where the deeper discussion takes
place…and not having someone present to participate and understand the discussion and
vote seriously hinders the district’s consideratio. Members who are frequently absent
should be reminded of the RTM rule that two thirds (66%) of all district and full RTM
meetings must be attended to qualify for one’s name being automatically included on the
ballot for the next term.

Communication
The chair should be prepared to answer RTM related questions from members. Members
should be encouraged to go through the chair for answers before going directly to Town
officials or departments. If the chair is unable to answer or obtain the information
requested, members are obviously free to seek the information on their own. To help the
member, the chair should point out available resources, such as the Town website etc. to
aid the member in his/her search. It is very appropriate for the chair (and other veteran
members) to provide guidance and background to members to help them understand the
item.
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Committee Meetings
As previously stated, it is important that the committee meeting be called to order
promptly at the scheduled time. A quorum is not necessary to begin the meeting.
Attendance and minutes must be taken (see template for committee reports.)
All committee meetings are open to the public and non-member attendees should be
permitted to speak to items on the “call.” If a member or guest wishes to bring up and
speak to a non-agenda item, the Chair may call for a vote from the members to determine
if the body wants to take up the proposed subject. A 2/3 affirmative vote of members
present is necessary to proceed. If a member or guest wants to bring up a non-agenda
subject for informational purposes only, at the Chair’s discretion, no vote is necessary.
Occasionally, a town official, or other proponent, or opponent, of an agenda item, will
ask to speak at a committee meeting. Many times this person will need to address the
issue at more than one meeting that evening. It is a good practice to work with them to
schedule a convenient time for their presentation. It is permissible (and encouraged) to
take up an agenda item out of sequence to accomplish this.
Another good practice is, at the end of the meeting, to ask members if they would like to
bring up information on local issues about which other members may not be aware . This
is a good opportunity to share constituent concerns. Having completed the agenda and
any other relevant discussion, the meeting is adjourned.
A copy of attendance and all voting tallies must be given to the Town Clerk either by
email or by putting a copy under the Town Clerk’s door at Town Hall after the meeting.
It is advisable to distribute a draft of the meeting minutes to the committee members and
alternates after the meeting so they can report to their districts and have the opportunity
to add, clarify, or comment on the minutes before the RTM meeting.
The Committee Chairman, or a designated alternate, must be prepared to give a report at
the full RTM meeting on the discussion and committee vote on each item taken up by the
committee. Best practices for reports to the RTM are to be concise, balanced, and focus
on the primary points. Avoid repetition with other committee reports. When there are
similarities with other committee reports, acknowledge those similarities and focus your
report on any differences/additions that might be meaningful to the RTM. (See appendix
C)

District Meetings
As previously stated, it is important that the district meeting be called to order promptly
at the scheduled time. A quorum is not necessary to begin the meeting. Attendance must
be taken.
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All district meetings are open to the public and non-member attendees should be
permitted to speak to items on the “call.” If a member or guest wishes to bring up and
speak to a non-agenda item, the Chair may call for a vote from the members to determine
if the body wants to take up the proposed subject. A 2/3 affirmative vote of members
present is necessary to proceed. If a member or guest wants to bring up a non-agenda
subject for informational purposes only, at the Chair’s discretion, no vote is necessary.
Occasionally, a town official, or other proponent, or opponent, of an agenda item, will
ask to speak at a district meeting. Many times, this person will need to address the issue
at more than one district that evening. It is a good practice to work with them to schedule
a convenient time for their presentation. It is permissible to take up an agenda item out of
sequence to accomplish this. Another good practice is, at the end of the meeting, to ask
members if they would like to bring up information on local issues about which members
may not be aware. This is a good opportunity to share constituent concerns. Having
completed the agenda and any other relevant discussion, the meeting is adjourned.
The Chair should send an email to the Moderator and Moderator Pro Tempore indicating
which items on the call, based on the discussion in the meeting, should be considered for
the Consent, Combined or Separate calendars.

Full RTM Meeting
The full RTM meetings also tend to start on time. Attendance is taken and the card
turned in to the Town clerk.
When the Moderator calls for a written vote, the chair or his/her designee (Vice Chair,
Secretary etc.) needs to fill out pertinent information for the item being considered at the
top of the voting card. The card is then passed among district members allowing them to
mark their own vote. This process should move quickly, and members should be ready to
vote when called.
If, after marking the voting card, a member wants to change their vote, the Town Clerk
requests that the correct vote be circled.
At full RTM meetings, Roberts Rules of Order are more stringently enforced than they
are at committee or district meetings which tend to be less formal. A helpful guide is the
Basics of Parliamentary Procedure (here attached) presented at the Feb. 8, 2018
Moderator’s Committee meeting.
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RTM Committee Report Guidance and Template

RTM Committee reports should provide information to aid the understanding of the work
of the committee, with a clear focus on the items referred to or taken up by the
Committee. Committee reports should be fair and balanced in what and how they
communicate the essence of the discussion and actions taken in the meeting.
Essential elements of a report to include for each item referred or taken up by the
Committee:
•

When the meeting was held and who the Chair was

•

Attendees:
o Summary of districts attending, option to include members (D/A) listed
and tracked as present or absent
o Presenters (name and title / role). Note that guests / public do not have to
introduce / identify themselves unless they wish to speak to the Committee

•

The Item number and a description of what it entails

•

Summary of key points raised by the presenters

•

Summary of key questions raised by Committee members and a summary of the
responses / answers

•

For any motions to amend, for each:
o Clearly document the motion, made and seconded by who
o Summary of the rationale and discussion
o Vote on the amendment

•

!

# for / # against / # abstaining and the Districts absent (note that
Districts absent are different than abstaining)

!

Summary of reasons to vote for (optional) or against (needed) or
abstain (needed)

Vote on the item:
o # for / # against / # abstaining and the Districts absent (note that Districts
absent are different than abstaining)
o Summary of reasons to vote for (optional) or against (needed) or
abstaining (needed)
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RTM Committee Report Guidance and Template (this is the same title
as the previous page?)

A recommended process to follow to prepare and distribute meeting reports:
•

•
•

•
•

•
•

Drafted by the Secretary of the Committee. The report should capture the essence
of the meeting as described above and not include new or other information not
presented or discussed in the meeting
Reviewed by the Chair and Vice Chair with edits / corrections as needed
Circulated by the Secretary or the Chair to the Committee members for comment.
These edits should be focused on clarifying language and insuring key points are
fairly presented
Circulated again only if changes are warranted by the Secretary or the Chair to the
Committee members
It is recommended to have the Chair or Secretary have such report posted on the
RTM website along with any additional material distributed in the meeting that
was not in the call package. Town Clerk should be able to assist
The report should be circulated to the Committee members within 24 hours of the
meeting
Committee Delegates should forward the report to their District members.
Delegates may include any lead-in commentary as to their vote or position taken,
if desired.

Sample Committee Report Template
>>when presenting the report to the RTM, this is an appropriate intro: Mr. Moderator,
fellow members and guests.
Your <committee name> Committee met on <date> to discuss this item <#>. This
pertains to <summarize or paraphrase what the item is about>.
We had <name the presenters and their title /role> assisting us.
<include summary of the discussion, key points or questions and response / sense or
mood of the committee.
Our vote on item <#> was <#> in favor, <X> against, <X> abstaining with Districts <#>
absent. Your <committee name> Committee recommends / does not recommend this
time.
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December Organizational Meeting Guidelines

The December Organizational Meeting is the meeting of each District, every two years
following the November elections, when district leadership and committee delegates and
alternates are elected. All members are sworn in for their two-year term at the full RTM
meeting in January; holding the organizational meeting in December allows members to
attend January committee meetings.
Prior to the Organizational Meeting:
1. After the November election, each district chair should contact the Town
Clerk’s office to request the contact information of their district’s newly
elected RTM members.
2. The district chair should create and validate an email distribution list for
the new term.
3. The district chair should reach out to all newly elected members,
congratulate them on joining the RTM, and invite them to the December
Organizational Meeting. The Chair should also encourage the new
members to review the RTM Rules, particularly the Appendix, which
describe all of the standing committees and outline their responsibilities.
4. The district chair should describe the Special Standing Committees (Labor
Contracts and Claims), as well as the Community Development Advisory Committee,
and explain how those committee positions are filled.
2. The district chair should ask all members to circulate their district leadership and
committee interests prior to the December Organizational Meeting. This allows
the district to gauge which committee elections might be more competitive.
3. The incumbent district chair should prepare a handout/poster to be used during the
Organizational Meeting as well any other meeting material, such as ballots, email
distribution lists, etc.
At the December Organizational Meeting:

4. The district chair should explain how officers and standing committee delegates
are nominated and elected. The chair should stress that all members are eligible
to run for any district officer position and/or committee position that interests
her/him and that no member “owns” a seat on a committee. In smaller districts
where positions outnumber members, members may serve as a delegate/alternate
on multiple committees if necessary.
5. It’s helpful if one of the district officers prepares a poster/handout that lists all of
the standing committees and the day of the week that each committee meets. This
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form will make it easier to keep track of how many members are interested in
serving on a particular committee.
6. Only those members elected to serve in the new term may vote in the
organizational meeting elections.
7. District officers are elected before electing members to standing committees The
newly elected officers will then run the remainder of the meeting.
8. The election of district officers is conducted by written ballot. The current district
chair or secretary should bring blank slips of paper to the meeting.
9. Those interested in running for chair, vice chair, or secretary of a district may
either self-nominate or have another member offer the nomination.
• Nominations require a second.
• If two individuals express an interest in the same position, the candidates should
consider making a brief (no more than three minute) statement regarding their
qualifications and why they are interested in the position.
• Members may ask questions directed at the candidates at the conclusion of their
remarks.
• When it is time to vote, each member must cast a written ballot. The name of the
candidate, the position for which the candidate is running, the signature of the
voting member, the date and the round of voting must appear on the ballot.
• The candidate who receives a majority (half + 1) of affirmative votes from those
present is the winner.
• There may not be a clear winner after the first round of voting, in which case,
successive voting rounds continue until a candidate receives a majority of votes.
If more than two candidates are running for the same position, the candidate that
receives the lowest number of votes is dropped from the next round of voting. It’s
helpful to denote the voting round number on the ballot to eliminate confusion in
the event of multiple rounds.
• The ballots for all district officer elections must be saved and submitted to the
Town Clerk’s office the following day for record keeping/archival purposes.
10. After the district officers have been elected, the members should turn their
attention to standing committee assignments. The district chair may want to
provide a very brief overview of the functional responsibilities and time
commitments for each committee. The district chair should explain the difference
between the role of delegate and alternate. The district chair should also remind
members that any member may attend any committee meeting, and, in the event
that the delegate or the alternate is not present, s/he may vote as a representative
of the district.
11. Prior to electing members to serve on standing committees, the district chair
should run down the list of standing committees and determine whether there are
multiple members interested in serving on the same committee.
15. Contested standing committee elections should be taken up first, so that the
member not elected to the committee has an opportunity to put his/her name
forward for another standing committee.
16. Contested elections to standing committees should be conducted by written ballot,
following the same format as outlined for the district officers’ elections above.
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17. Non-contested committee elections do not require a written ballot. If a member
volunteers for a standing committee and the majority of members agree with the
appointment, the member is assigned to the standing committee.
18. After delegates have been elected to standing committees, the district should fill
the alternate seats on the committees.
19. At the conclusion of the organizational meeting, the district secretary should
prepare a list identifying the district officers and the standing committee
delegates/alternates and submit that list to the Town Clerk for inclusion on the
RTM website.
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RTM Member Vacancy
Interim Election Guidelines

It is [strongly] recommended that the District follow these guidelines to fill a vacancy.
Section 171 (a), (b), (c), (d) of the Charter of the Town Of Greenwich outlines the formal
procedure for handling a member’s resignation and/or filling a district vacancy. All
District Chairs should be familiar with the election rules outlined in the Charter.
If an RTM district has a vacancy at any point during the term, the Charter of the Town of
Greenwich provides that the members of that District may conduct an interim election
and elect someone to fill the vacancy.

Resignation of a member
When a member desires to resign from the RTM, they must notify their District Chair and
the Town Clerk of such in writing (an email is acceptable) of his/her resignation.
In the event of a vacancy, the District Chair must make arrangements to conduct an
interim election. The District Chair should email the members to advise them of the
resignation and state that they will request the Town Clerk to call a special meeting.
[Note that the Charter calls for a petition to be submitted; the chair emailing the district is
acceptable.] An interim election is held at a special meeting that is called by the Town
Clerk. That special meeting may or may not coincide with a regular District meeting.
The District Chair should also advise the Moderator Pro Tem of the vacancy.
Working with the appropriate District Chair, the Town Clerk notifies the remaining
members of the District, calling for a special meeting of the remaining district members
for the purpose of filling any vacancy.

Publicizing a district vacancy
The District Chair is responsible for outreach to get candidates to fill the vacancy. They
should:
-

Communicate to and encourage District members to reach out to others letting them
know of the vacancy (neighbors, friends, school PTAs, religious houses of worship,
neighborhood associations, etc.)
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-

-

Contact former members or others who had previously expressed interest in serving
(not currently serving) to let them know of the vacancy
Coordinate with the Town Clerk and Moderator Pro Tem to publish a notice on the
Town website, a public service announcement in the local newspapers / news
outlets and radio (WGCH) as well as through the NextDoor app (see attached
sample)
Be available to help interested citizens to understand the work of the RTM and what
is expected of its members

Responsibilities of the District Chair prior to the interim election
The District Chair should contact the interested candidate(s) and describe the time
commitment involved and review the responsibilities of an RTM member; confirm that
the candidate’s address falls within the district’s boundaries; and provide the candidate
with the time, location, and date of the special election. It’s helpful if the candidate
prepares a brief biography and a statement of why they are interested in serving on the
RTM that can be shared with the district prior to the interim election (this is not a
requirement to participate in the election).
The District Chair should contact the Registrar of Voters and confirm that the interested
candidate(s) is/are a registered voter(s) and eligible to serve on the RTM.

The Special Meeting of the District.
A quorum of district members is required in order to hold an interim election. The RTM
Rules define the district quorum requirements as a majority of district members. The
successful candidate must receive a majority of affirmative votes from those district
members present in the meeting and voting.
The District Chair will call the special meeting to order. The District Chair is responsible
for; introducing all interested candidates; insuring the District Secretary and one other
member count the ballots; instructing the members on the voting procedure; conducting
the vote; and announcing the voting results.
1. Candidates should plan to attend the Special Meeting and present
themselves. However, a candidate need not be present at the interim
election to be considered for the position. If a candidate is unable to
attend the interim election, s/he may have someone speak on his/her behalf
and/or prepare a summary of qualifications and a statement of interest to
be circulated at the meeting.
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2. The district should hear from each candidate.
a. Candidates may introduce themselves and speak up to three minutes to
the group about their qualifications and interest in serving on the
RTM.
b. Candidate speaking order is determined alphabetically by last name.
c. Questions may be asked by the members and should be reserved until
after all of the candidates have had an opportunity to speak. For
fairness, each candidate should be given an opportunity to answer the
questions asked, trying to limit responses to under a minute.
3. In order to successfully elect a candidate, the individual must receive a
majority of affirmative votes by those district members present and voting.
A majority is defined as half, plus 1. For example, if a district has 16
members present and voting, the winning candidate would need 9
affirmative votes to be elected. In the event no candidate gets a majority,
the candidate with the lowest number of votes will be dropped and another
round of voting is held. This process will continue until a candidate is
elected.
4. All voting must be conducted by written ballot. Ballots must include the
position being filled, the name of the candidate desired, the name and
signature of the member casting the vote, and the date of the election. If
more than one round of voting is required, the round of voting should also
be included on the ballot. At the conclusion of the election, all ballots
must be submitted to the Town Clerk’s office within twenty-four hours for
record keeping purposes.
5. Ask the newly elected member to complete the RTM Contact Form. The
form and the ballots should be provided to the Town Clerk the next
business day. Information provided is entered into the RTM database and
used by the Town Clerk to contact members. Also update any distribution
/ contact lists. Remind the newly elected member to see the Town Clerk
to be sworn in (must be done before they vote)
It is also important to note that a district vacancy may create a standing committee
vacancy. If so, the district may want to fill standing committee vacancies after electing
the new member.
It is also possible to postpone an interim election. If district members believe that a
candidate that presents him/herself would not serve the District well, the district should
make a motion to postpone the election and perform additional outreach to identify viable
candidates.
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Basics of Parliamentary Procedure

I.
II.

History Of Rules of Procedure
Applicable Rules
A. State law – e.g., Freedom of Information Act
B. Local law – Town Charter, local ordinance
C. RTM Rules
D. Robert’s Rules of Order Newly Revised, 11th ed., 2011

III.

Basics of Robert’s Rules
A. Pattern of Formality – serves to maintain chair’s position of impartiality
and help to preserve an objective and impersonal approach, especially
when serious divisions of opinion arise.
1. Customs observed by members
- address chair as Mr. or Madam President, Chairman,
Speaker, Moderator, etc.
- should not be addressed as “you” (“Do I understand the
chair to state . . . ?”)
- address only the chair, or address each other through the
chair (“Mr. Speaker, may I ask the member to explain . . .
?”)
- never speak while seated
2. Customs observed by presiding officer
- speaks of self in the third person (“The chair rules that . . .
.”)
- does not address the member as “you” (“The chair must ask
the member to confine his remarks . . . .”)
B. Call to Order; Order of Business
1. Quorum
2. “The meeting will come to order.”
3. Order of Business
- established order of business (Minutes, Reports of Officers,
Committees, Unfinished Business, New Business)
- if there is no binding order of business, any member who
obtains the floor can introduce any legitimate matter
C. Means by which business is brought to the floor
1. Motions – Types:
Main, Subsidiary, Privileged, Incidental
2. Obtaining and Assigning the Floor
- must be recognized by the chair
- general procedure (first come, first served)
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D. Handling the Motion
1. A member makes a motion
2. Another member seconds
3. The chair states the question on the motion. Only this step places
the motion before the assembly. (Can be withdrawn or modified
by maker prior to this step.) There may be occasions when you
should refuse to accept a motion. (See, Motion for the Previous
Question, below)
E. Consideration of a Main Motion
1. Committee Reports
2. Debate on the motion (time limits; cannot speak twice when
others waiting their turn; prohibition on personal references)
3. Motion to Amend – most widely used subsidiary motion. The
proposed amendment must be “germane” – that is, closely
related to or having bearing on the subject of the motion to be
amended.
4. Chair puts the question to a vote. (Make sure the assembly
understands what they are voting on. Motions to amend can be
confusing.)
5. Chair announces the vote.
F. Points it may be helpful to know
1. Virtually any ruling of the chair is appealable. An appeal must
be seconded, is debatable (with some exceptions), and requires a
majority in the negative to reverse the chair’s decision. (“Shall
the decision of the chair be sustained?”)
2. If the rules prevent you from doing what you desire, move to
suspend the rules. This motion is not debatable and requires a
2/3rds majority to pass.
3. Point of Order – This incidental motion is used to point out a
violation of some rule that has occurred. It is in order even when
another is speaking and does not require a second. The chair
rules on the point of order by stating, “The Point of Order is (or
is not) well taken.”
4. Motion for the Previous Question – (“I move the previous
question.”) This motion, if adopted, immediately closes debate
on the pending question and requires an immediate vote on that
question. The motion for the previous question is not debatable
and requires a 2/3rds majority to pass.
If you are the chair and you believe the motion for the previous
question has been made prematurely (an important item of
business is pending and debate has just begun; an individual who
has key information has not had a chance to speak; the person
making the motion had just spoken for 5 minutes, etc.),
Remember: you can refuse to accept the motion. Explain your
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reasons for doing so, and perhaps offer to recognize the member
after certain others have been given a chance to speak so that the
motion can be made then. If you do this judiciously, you likely
will gain the respect of the members.
5. Important differences between motions:
a) Motion to Postpone to a Certain Time – if adopted,
the postponed item automatically comes back in its
identical form at the appointed time;
b) Motion to Postpone Indefinitely – its adoption kills
the pending question. It is typically used when the
assembly would prefer not to take a position on the
pending question;
c) Motion to Refer (Commit) – generally used to send
a pending question to a relatively small group of
selected persons – a committee – so that the
question may be carefully investigated and put into
better condition for the assembly to consider.
Necessary details: motion must include the name of
the committee, its members or the manner of
selecting the members. The motion might also
include a deadline by which the question is returned
to the assembly.
d) Motion to Lay on the Table – a commonly misused
motion. This motion is designed to lay the pending
question aside temporarily when something else of
immediate urgency has arisen. A chair should rule
that the motion is not in legal order if the evident
intent is to kill or avoid dealing with a question.
The chair should suggest the proper motion, which
most likely is the motion to postpone indefinitely.
If an item is tabled, it may be “taken from the table”
during the same session or at the next session after
it was laid on the table.
e) Motion to Reconsider – moving party must have
voted with the prevailing side. It requires a second
but the seconder need not have been on the
prevailing side.
Informative Websites:
Robert’s Rules of Order Official Site – http://www.robertsrules.com
Stran Trout’s Parliamentary Procedure Home Page –
http://www.newkent.net/rulesoforder.html
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