
rules of order cheat sheet

rules of order cheat sheet serves as an essential quick-reference guide for anyone involved in formal meetings,
assemblies, or organizational gatherings. This article explores the fundamental principles and practical
applications of parliamentary procedure, designed to facilitate orderly and efficient meetings. Understanding the
rules of order helps maintain decorum, ensures fairness, and promotes effective decision-making. From motions and
voting procedures to roles and responsibilities, this cheat sheet covers key concepts necessary for navigating
structured discussions. Whether you are a chairperson, member, or secretary, mastering these rules enhances
meeting productivity. The following sections will outline the core components, common motions, voting
methods, and tips for effective meeting management.
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Understanding Parliamentary Procedure

Parliamentary procedure, often referred to as the rules of order, is a set of formal guidelines established to
conduct meetings in an organized and democratic manner. These procedures ensure that meetings run smoothly,
allowing all participants to voice their opinions while minimizing confusion and conflict. The most widely
recognized manual for parliamentary procedure in the United States is Robert’s Rules of Order Newly Revised
(RONR), which provides comprehensive instructions on handling motions, debates, voting, and other meeting
elements.

Implementing a rules of order cheat sheet simplifies the complexity of parliamentary law by summarizing essential
points for quick consultation. It enables members to understand the sequence of motions, the rights of
participants, and the proper etiquette during deliberations, making meetings more productive and respectful.

Basic Rules and Principles

At the core of parliamentary procedure are fundamental principles that govern the conduct of meetings. These
rules of order cheat sheet essentials include fairness, majority rule, minority rights, and the right to be heard.
Understanding these basic tenets is critical for ensuring that meetings are both democratic and efficient.

Fairness and Equality

All members have equal rights to participate in discussions and make motions. The chairperson must remain
impartial, ensuring that debate is balanced and that no individual dominates the meeting unfairly.

Majority Rule and Minority Rights

The decisions of the assembly are determined by the majority vote, but the rights of the minority to be heard and
to contest decisions are protected. This balance maintains order and respect within the group.



One Topic at a Time

Only one motion or issue is discussed at any given moment, preventing confusion and allowing focused debate.
This rule helps maintain clarity and order throughout the meeting.

Orderly Conduct

Members must address the chair, speak only when recognized, and refrain from personal attacks. Adhering to
these decorum rules preserves professionalism and respect.

Common Motions and Their Usage

Understanding motions is key to mastering any rules of order cheat sheet. Motions are formal proposals by
members to take specific actions or express opinions. They follow a defined order of precedence and require
proper handling to ensure clarity and fairness.

Main Motions

Main motions introduce new business or propose decisions for the assembly’s consideration. They must be
seconded and are open for debate and amendment before voting.

Subsidiary Motions

These motions modify, delay, or dispose of the main motion. Examples include:

Amend: Proposes changes to the wording of a motion.

Table: Temporarily sets aside a motion for later consideration.

Refer to Committee: Sends the motion to a smaller group for further study.

Postpone: Delays consideration to a later time or meeting.

Privileged Motions

Privileged motions address urgent matters unrelated to the current business, such as adjourning the meeting or
taking a recess. These motions have higher precedence and are dealt with immediately.

Incidental Motions

Incidental motions arise out of other motions and must be decided before the original motion can proceed.
Examples include points of order and appeals.

Voting Procedures and Quorum

Voting is the mechanism through which decisions are formally made in meetings. The rules of order cheat sheet
outlines several voting methods and the concept of quorum, which is the minimum number of members required to
conduct business legally.

Types of Voting

Voice Vote: Members verbally express approval or disapproval.



Rising Vote: Members stand to indicate their vote, allowing for a more accurate count.

Show of Hands: Members raise hands to vote; often used in smaller meetings.

Ballot Vote: Secret written votes, ensuring confidentiality.

Roll Call Vote: Each member’s vote is recorded individually.

Quorum Requirements

Quorum is essential for validating the decisions made during meetings. Without the required quorum, any
actions taken may be considered invalid. The quorum is typically defined in an organization’s bylaws and
usually constitutes a majority of members.

Roles and Responsibilities in Meetings

Effective meetings depend on clearly defined roles, each responsible for specific functions to maintain order and
facilitate discussion. The rules of order cheat sheet highlights these key positions and their duties.

Chairperson or Presiding Officer

The chairperson manages the meeting, recognizes speakers, enforces rules, and ensures the agenda is followed.
Impartiality and knowledge of parliamentary procedure are vital for this role.

Secretary

The secretary records minutes, keeps attendance, and manages official documents. Accurate record-keeping
supports transparency and accountability.

Members

Members participate by making motions, debating issues, and voting. They must adhere to the rules of order and
respect the chair and fellow members.

Tips for Effective Meeting Management

Utilizing a rules of order cheat sheet effectively requires not just knowledge of rules but also practical
strategies to enhance meeting productivity and engagement.

Prepare an Agenda: Distribute a clear agenda in advance to guide discussion and prioritize business.

Start and End on Time: Respecting scheduled times encourages punctuality and focus.

Encourage Participation: Ensure all members have the opportunity to contribute.

Maintain Order: Use the rules consistently to prevent disruptions and ensure fairness.

Clarify Motions and Votes: Clearly state motions and summarize votes to avoid confusion.

Train Participants: Offer periodic training on parliamentary procedure to build confidence and competence.



Frequently Asked Questions

What is a 'rules of order cheat sheet'?

A 'rules of order cheat sheet' is a concise reference guide summarizing the key points and procedures of
parliamentary rules, such as Robert's Rules of Order, to help members conduct meetings efficiently.

Why is a rules of order cheat sheet useful in meetings?

It helps participants quickly understand and apply parliamentary procedures, ensuring meetings run smoothly,
decisions are made fairly, and order is maintained without needing to consult lengthy manuals.

What are some common topics covered in a rules of order cheat sheet?

Common topics include how to make motions, the order of precedence of motions, voting procedures, how to
handle amendments, points of order, and roles of meeting officers.

Can a rules of order cheat sheet replace the full parliamentary manual?

No, a cheat sheet is meant as a quick reference tool; it summarizes essential rules but does not cover all
details. For complex issues, consulting the full parliamentary manual is recommended.

Where can I find a reliable rules of order cheat sheet?

Reliable cheat sheets can be found on official parliamentary procedure websites, educational institutions,
recognized organizations like the American Institute of Parliamentarians, or created based on Robert's Rules of
Order.

How can I create my own rules of order cheat sheet?

Identify the most frequently used motions and procedures in your meetings, summarize their key points clearly,
organize them logically, and format the cheat sheet for easy reference during meetings.

Are rules of order cheat sheets customized for different organizations?

Yes, many organizations tailor their cheat sheets to reflect specific rules, bylaws, or preferences, focusing on
procedures most relevant to their meeting style and membership.

What is the difference between a 'point of order' and a 'motion' on a rules of
order cheat sheet?

A 'motion' is a proposal made by a member for the group to take action, while a 'point of order' is an objection
raised when someone believes the rules are being violated during the meeting.

Additional Resources
1. Robert's Rules of Order Newly Revised In Brief
This concise guide distills the essential points of the widely used parliamentary authority, Robert's Rules of
Order. It serves as a quick reference for meeting procedures, making it ideal for beginners and experienced members
alike. The book simplifies complex rules into clear, actionable instructions to facilitate smooth and efficient
meetings.



2. Parliamentary Procedure at a Glance
Designed as a handy cheat sheet, this book provides an overview of the key principles and motions used in
parliamentary procedure. It is perfect for individuals who need a quick refresher before participating in formal
meetings. The straightforward format helps users understand how to make motions, handle debates, and vote
correctly.

3. The Complete Idiot’s Guide to Parliamentary Procedure
This accessible guide breaks down parliamentary rules into easy-to-understand language for those unfamiliar
with formal meeting protocols. It covers the basics of motions, amendments, and voting, along with tips on
chairing meetings effectively. The book’s practical approach makes it a valuable resource for clubs,
organizations, and boards.

4. Parliamentary Procedure: A Practical Guide for Meeting Professionals
Targeted at meeting planners and organizational leaders, this book offers practical advice on conducting
orderly meetings using parliamentary procedures. It includes real-world examples, sample scripts, and
troubleshooting tips to handle common procedural challenges. The guide emphasizes clarity and efficiency in
decision-making processes.

5. Quick Reference to Robert's Rules of Order
This compact handbook serves as a quick reference for the most commonly used aspects of Robert’s Rules. It’s
designed to be a portable tool for secretaries, chairs, and members who need immediate guidance during meetings.
The book highlights essential motions, voting methods, and procedural priorities.

6. Mastering Parliamentary Procedure: A Guide for Effective Meetings
Focused on empowering leaders and participants, this book explains how to use parliamentary rules to maintain
control and fairness in meetings. It details strategies for managing discussions, resolving conflicts, and
ensuring all voices are heard. Readers learn how to apply rules to foster productive and respectful
gatherings.

7. Parliamentary Law and Practice
This comprehensive text covers the theory and application of parliamentary law, including detailed
explanations of motions, bylaws, and meeting management. It is suitable for students, professionals, and
anyone involved in governance or organizational leadership. The book also addresses legal considerations and
ethical standards in meetings.

8. Meeting Rules Simplified: A Cheat Sheet for Effective Governance
Aimed at small groups and nonprofit organizations, this concise guide simplifies the essentials of meeting rules
and procedures. It offers quick tips on agenda setting, motion handling, and voting, making it easier for members
to participate confidently. The approachable style reduces intimidation around formal parliamentary practices.

9. The Handy Pocket Guide to Parliamentary Procedure
This pocket-sized guide is perfect for quick consultation during meetings, providing summaries of key rules and
common motions. It includes helpful charts and diagrams to clarify processes like nominations, debate limits,
and point of order. The guide is a practical companion for anyone needing on-the-spot parliamentary support.
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