Motions: Process, Tips, Subsidiary Motions and Amendment
According to Robert’s Rules of Order, these are the appropriate methods of handling specific motions.

The Basic Process

1. Delegate makes appropriate gesture or statement. 

2. Delegate is recognized by presiding officer, and is granted the floor (right to speak). 

3. Delegate states his motion. 

4. Motion is seconded (no recognition necessary). 

5. Motion is stated by presiding officer. 

6. Debate. 

7. Vote. 

8. Result of vote announced. 
Tips on Process
1. In order for an item to be discussed, it needs to have a motion made and then seconded.  The purpose of this is not to AGREE to the motion but only to agree that the issue should be discussed.  If there are no seconds, then the committee has agreed not to discuss the issue.  The motion can then be revised if necessary.  The motion is not agreed upon until there is a vote taken.

2. If you prepare people for what will be discussed prior to the meeting, the meeting will likely be shorter.  They will have had time to review and make ideas based on this information.  Consider using a consent agenda to further speed the process (see “Consent Agendas” and” How to Build an Agenda” in this Toolbox)

3. If you choose to hear all reports, then the motion to accept the report should come at the end.  It does not need a second unless the committee is only one person, since the report will have been recommended by more than one person.  However, if the committee makes a specific recommendation, it will still need someone to second that motion and a vote will need to be taken.

4. If a motion has been moved and seconded but there is no debate, then the President may call for a vote immediately.

5. A member may only speak to a motion TWICE; they may only speak a second time after everyone who wants to do so has spoken at least once.

Subsidiary Motions:  What They Mean
1. Postpone indefinitely. (The effect is to kill the motion). 

2. Amend. (This is used to change wording by inserting, striking and inserting, or adding words. These must relate to the pending question. If the changes are many, or uses different words to state the same general ideas, then amend by substitution is used). 

3. Commit or Refer. (This action is referred to the appropriate committee). 

4. Postpone to a certain time. (This moves the agenda item or motion to a new spot on the agenda or set it for a specific day or hour). 

5. Limit/Extend Debate. (This sets a time limit on floor debate or limits it to a certain number of debaters). 

6. Previous Question. (This motion closes the debate and vote on pending question). 

7. Lay on the Table. (This sets the motion aside until recalled at a later date). 

Privileged Motions

1.  Call for the Orders of the Day. (This is a demand that the agenda or time table be adhered to. Usually it is used when time is up on an item but the debate is continuing. This reinforces the importance of an agenda.) 

2.   Raise a question of Privilege. (This is a high priority interruption, and is used when members are too cold, too hot, or cannot hear clearly.  This is to ensure the comfort of the board).
3.  Recess. (This is a temporary suspension, and the meeting continues at the end.)

4. Adjourn (This is the end of the meeting. Any unfinished business will move over to the agenda of the next meeting under that agenda item.)

5.  Fix the Time to Which to Adjourn (This sets a time and place to continue the present meeting but at a later time.  If you want to send the meeting completely, then the motion is to adjourn.). 

These motions CANNOT BE AMENDED.
Steps to Making Motions and Common Mistakes

STEP 1. A member stands up, is recognized, and makes a motion.
Common Mistake: Members do not stand up, do not wait to be recognized, and typically start to discuss their motion before completing Steps 2,3 &  4
STEP 2. Another member seconds the motion.
Common Mistake: The person seconding the motion starts discussing it.
STEP 3. The presiding officer restates the motion to the assembly.
Common Mistake: Motion is restated differently from the wording of the maker.  It should be exactly as the person who originally stated the motion.

STEP 4. The members debate the motion.
Common Mistake: Debate gets out of control.   Members talk at each other across the room rather than through the presiding officer. Remember that each member should have opportunity to speak to a motion only twice.
STEP 5. Presiding officer asks for the affirmative votes & then the negative votes.
Common Mistake: The presiding officer states 'All in favor' and fails to tell the members what to do as a matter of voting (for example, 'say aye', 'stand up', 'raise your hand', etc.  Remember that the negative vote must also be counted.
STEP 6. The presiding officer announces the result of the voting; instructs the corresponding officer to take action; and introduces the next item of business.
Common Mistake: Presiding officer fails to pronounce the result of the voting.  No one is instructed to take action. 
How to Modify a Motion

Between the time that a motion is made but before the chair states the motion, any member may informally offer modifying suggestions to the maker of the motion. The maker may accept or reject these. 

After the chair has stated the motion, the maker of the motion may request unanimous consent from the members to modify the motion. 

By means of the subsidiary motion to Amend (see above), any member may propose changes to the motion, before the motion is voted upon. These proposed changes must be seconded and may be amended and/or debated. 

If a motion needs more research, the members may vote to Refer the Main Motion to a Committee (see above). When the committee returns the motion to the assembly, the committee normally proposes amendments for the assembly to vote upon. 

Sometimes the motion is so complex that the only way to do it justice is for a member to urge its rejection and offer to propose a simpler version as a Substitute Motion. Upon defeat of the complex motion, anyone may propose the Substitute Motion.

