
Robert’s Rules Quick Guide 



5 Tips for Better Meetings

❖Be Organized

❖Take/Review Minutes

❖Encourage Participation

❖Know the Rules (Roberts 

Rules)

❖When in doubt…talk it 

out



TIP! If the board is in 
obvious agreement, the 
chairperson may save time 
by stating, “If there is no 
objection, we will adopt 
the motion to…” Then wait 
for any objections. Then 
say, “Hearing no 
objections, (state the 
motion) is adopted.” And 
then state any 
instructions.

If a member objects, first 
ask for debate, then vote 
and then announce the 
vote.



TIP! Certain things need attention 
during the meeting, but they don’t 
require a motion, second, debate 
or voting. It’s permissible to state a 
point during a meeting where the 
chairperson needs to handle a 
situation right away. Types of 
points:
Point of Order: Draws attention to a 
breach of rules or improper 
procedure.
Point of Information: A member 
may need to bring up information 
(as a nondebatable statement) for 
others.

Point of Inquiry: A member may use 
point of inquiry to ask for 
clarification.
Point of Personal Privilege: A 
member may use this to address 
the physical comfort of the setting 
such as temperature or noise. 
Members may also use it to 
address the accuracy of published 
reports.
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