Ten Easy Rules for Efficient Meetings
Remember that rules should be used so that the business of an organization can be conducted in an orderly manner, with the will of the majority accepted while giving voice to minority views. 

1. Start and end the meeting on time. A quorum is required, which is a majority of the membership unless otherwise provided for in the organization’s by-laws.
2. Have a prepared agenda and only leave that agenda by adopting a motion to modify it.
3. Get routine things out of the way first, (e.g., minutes, announcements, etc).
4. Recognize only one person at a time and have that person address the Chair (rather than engaging in a running debate with another member.)
5. Only one main motion may be before the body at a time, (I move that we solicit new proposals…) and it must be seconded. The motion requires a majority of members present and voting to pass. The motion is debatable.
6. Keep debate germane to the motion. If a subsidiary motion is offered and seconded (I move to amend the time of the solicitation to no more than 30 days), debate then should apply only to the proposed amendment, and a vote taken at this point would adopt the amendment as a part of the main motion.
7. Subsidiary motions have an order of precedence and the chair should have a list like the one attached to be able to immediately declare if a subsidiary motion is in order. Some motions are debatable and others are not, (also found on the list.)
8. Usually, debate ends amicably, the chair puts the question before the body, and a vote is taken. However, sometimes a question can be controversial or there can be a sharp division as to what action the group should take. At such a time someone will try to end the debate and bring the issue to a vote. The appropriate motion here is “I move the previous question.” This motion is not debatable and requires a 2/3  majority to pass. If this motion passes, the vote on the main motion is immediately put by the chair. If the motion fails to receive the required 2/3 the debate then continues on the main motion.
9. A motion to adjourn is always in order, requires a second, and is not debatable. If adjournment leaves unfinished business on the floor, it will carry over to the next meeting.
10. A well run meeting should leave participants feeling a sense of accomplishment….not questioning why they had committed their time and resources.  
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