
 

Improve Meeting Effectiveness  
with Robert's Rules of Order 

 

Ever have a meeting where the members 
argue, veer off-topic, or the meeting lasts for 
hours? Occasionally has the meeting 
become a free-for-all, making you feel as if 
you are herding cats? 

 

There is a simple way to get your meetings 
back to some semblance of order. Using 
Robert’s Rules of Order will enhance the 
effectiveness of your board 
meeting. Established in 1876, Robert’s Rules 
of Order serves as a guide for conducting 
productive meetings and making group 
decisions. And these guidelines are as relevant as ever today.  
 

Meeting Preparation 

Before a meeting, the first step is to establish the date, time, and location. With the current 
meeting restrictions due to COVID-19, many meetings are now held via video or telephone 
conferencing. If you are conducting a teleconference or GoToMeeting, test the system and 
make sure that everything is working properly before the meeting. For an in-person meeting, 
the location should be a comfortable setting, ideally with a large enough table to 
accommodate your group and have chairs and room for all members.  
 

The second step is to prepare and distribute an agenda prior to the meeting, allowing all 
members to review and amend the discussion items, if needed. If your meetings tend to run 
amok, you may want to consider a timed agenda. Limiting the time for each topic will prevent 
holding the members hostage for hours. If you must allow for bathroom breaks or serve 
lunch/dinner, chances are your meetings are too long.  
 

Quorum 

Before the first topic is discussed, a quorum must be established, and the meeting must be 
officially called to order. Most governing documents and state statutes set forth the quorum 
requirements, generally requiring a majority attendance of directors. 
 

Discussion Topics 

Provide guidelines for member participation and speaking ahead of the meeting. During the 
meeting, conversations should stick to the topics at hand. It is important that the person 
conducting the meeting, or serving as the moderator, offers everyone an opportunity to ask 
questions or voice their opinions within the established guidelines. However, you may need to 
occasionally remind the members of the time allowed for each topic. If homeowners are in 

 

 

 

 



attendance, it may be helpful to provide a specific time during the meeting where they can ask 
questions, instead of after each topic. Remember, there is a purpose to the meeting. The 
board meeting is not a social gathering, so stay focused.  
 

Motions 

When you are ready to make a motion, Robert’s Rules of Order remind us to state the 
motion. A member needs to say, “I move that…” or “I make a motion to…” Then it is up to 
another member to second the motion by simply saying something to the effect of “I second 
the motion” or “I second it.” At that point, the topic is up for discussion or debate. When 
debating motions, all members should listen to the other side, focus on the issues (not the 
personalities), avoid questioning the individual’s motives and be polite.  Do not forget about 
the time allowed for each topic, if using a timed agenda. If more information or time is needed 
to discuss, the discussion can be tabled until a later meeting. If the motion fails, the members 
should state if the topic is postponed indefinitely or withdrawn.  
 

Once the discussion period is over, votes are then cast. Each member will then have the 
opportunity to vote for (aye) or against the motion (nay). A member can also abstain from 
voting. The results of the vote are announced by saying whether the motion carries or 
fails. The results are captured in the minutes.  
 

Next Meeting / Adjournment 
Before the meeting adjourns, be sure to establish a date, time, and location for your next 
meeting. Once all topics have been addressed, have a member move to adjourn the meeting. 
 

Following the Robert’s Rules of Order will help keep all meetings on topic. They provide clear-
cut guidelines of how groups should conduct meetings and how to constructively disagree, 
while accomplishing the organization’s goals. Some members may not take the time to read 
the complete Robert’s Rules of Order or even the various “cheat sheets” available online. But, 
if all else fails, the director leading must lead by example in establishing and conducting a 
well-run meeting.   
 
 

The information contained in this article is provided for informational purposes only and should 
not be construed as legal advice. No recipient of this content should act or refrain from acting 
without seeking the appropriate legal or other professional advice. 
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