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1. Introduction
A. City Mission

“The City of Cerritos is committed to preserving the high-quality of life of Cerritos
residents through fiscally responsible leadership and by providing responsive
municipal services with a high degree of professionalism, integrity, and care.”

B. City Vision

“The City of Cerritos is a prosperous and thriving community in Southern California,
which is committed to excellence and the provision of outstanding City services and
programs for residents of all ages. The City possesses world-class public facilities and
popular commercial-retail attractions that make Cerritos an outstanding place to live,
work, and play. The City is dedicated to attracting, retaining, and growing local
businesses that support the City's efforts to maintain a safe, healthy, family-
oriented, and park-like environment for the community. The City takes great pride in
its visionary and fiscally responsible leadership that values the importance of working
alongside neighboring communities, regional authorities, and government agencies
in the pursuit of mutually beneficial objectives for all.”

C. Strategic Plan Motto

Upon the City Council’s adoption of the City’s Strategic Plan on December 12, 2024,
the following motto was approved for incorporation into the Strategic Plan:

Cerritos in Progress
D. Guidebook Purpose

To provide City Council, Commission, and Committee members with a clear
understanding of their roles, responsibilities, and the procedures that guide effective
public meeting governance, and promote transparency, accountability, and informed
decision-making in service to the community.

Commissions and Committees will hereafter be referred to as “Advisory Boards.”
E. Guidebook Administration — Biennial Review

e Biennially, approximately six months following the Cerritos General Municipal
Election, the City Council shall consider review of the Guidebook for Elected and
Appointed Officials (Guidebook).

e Upon receipt of City Council direction, given at a public meeting, an Internal Ad Hoc
or Administratively Appointed Working Group will review the Guidebook and provide
recommendations to the City Council at a subsequent public meeting. Revisions are
subject to majority City Council approval.
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2. List and Duties of Commissions and Committees (Advisory Boards)

All Advisory Boards are established and meetings and duties are set by the City Council by
the adoption of an ordinance, resolution, or minute order. All future appointees to Cerritos
Advisory Boards will be required to complete a civic academy program led by City staff,
within eighteen (18) months of appointment (or other established date, as prescribed by the
City Council).

Commissions (5-member bodies)

e Economic Development Commission: Reviews matters related to economic
development opportunities and resources.

e Parks and Recreation Commission: Reviews the City’s parks and recreation facilities,
senior services, programs, and projects.

e Planning Commission: Reviews matters related to planning, transportation, land-use,
and zoning.

e Property Preservation Commission: Reviews matters related to commercial and
residential property maintenance.

e Senior Services Commission: Reviews policies, programs, and services related to
senior, accessibility, and disability needs.

Committees (10-member bodies)

e City Celebrations Committee: Reviews matters related to the planning of Citywide
special events, including the Festival of Friendship, Halloween Festival, Let Freedom
Ring (Independence Day) Celebration, Santa’s Sleigh Day, Spring Fling and
Fireworks Spectacular, UbeFest, and Water Lantern Festival.

e Community Safety Committee: Reviews matters related to citywide community
safety.

3. Meetings
A. Placing an Item on the Public Meeting Agenda
City Council

e At a public meeting (preferred): Request concurrence from at least one (1) other
Councilmember; or

e Written request: Consult with only one (1) other Councilmember and submit request
in writing to the City Manager (indicating the name of the other Councilmember
supporting agendizing item). Provide a copy of the written notice to the other
Councilmember and the City Clerk.

When the item is presented to the City Council, the agenda report shall name the
Councilmembers who initiated the agenda item.
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3. Meetings (continued)

A. Placing an Item on the Public Meeting Agenda (continued)

Advisory Boards

At a public meeting: Request concurrence from at least one (1) other Advisory Board
Member (see City Policy No. 6.02, Commission and Committee Scope of Authority

Policy) (Appendix 1)

Parliamentary Procedure

The Ralph M. Brown Act (Brown Act) (Appendix 2) and Rosenberg’s Rules of Order
(Appendix 3) shall govern City Council and Advisory Board meeting management.
The City Attorney shall serve as the City’s official parliamentarian.
When an item includes an agenda report and requires an action (including receive
and file) from the City Council or Advisory Board, the members shall:

o First listen to the agenda report presentation;

o Second, ask questions to staff on the agenda report presentation or item

(refrain from providing comments at this time);

o Third, open the item for public comments;

o Fourth, discuss the item and provide comments on the item; and

o Fifth, vote or take action on the item.

Order of Business (City Council)

Call to Order
Invocation
Pledge of Allegiance
Roll Call
Presentations/Appointments
Public Comments and Suggestions - This section is reserved for public comment on
Consent Calendar, Closed Session, and items not listed on the agenda but that are
within the subject matter jurisdiction of the legislative body. Verbal comments may
be limited to three minutes per speaker, subject to the Mayor/Chair extending to a
maximum of five minutes per speaker, with a total time allotted not to exceed 45
minutes unless the Mayor/Chair extends.
Consent Calendar - Items listed under the Consent Calendar are considered routine
and will be enacted by one motion. Subject to the discretion of the legislative body,
there will be no separate discussion of these items. If a legislative body member
requests separate consideration, the item may be removed from the Consent
Calendar and considered separately.
Public Hearings
New and Old Business
Legislative Items

o Report on pending or existing legislation.

o Review and consideration to support or oppose specific legislation in the State

or Federal legislature or in the State or Federal Executive Office for signature.

(document continues on the next page)
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3. Meetings (continued)

C. Order of Business (City Council) (continued)

Reports

o Report from City Manager/Executive Director - During this part of the meeting
the City Manager/Executive Director or designated staff will have an
opportunity to report on various City matters and/or respond verbally to
questions or comments from the prior City Council meeting, including any
request by the City Council to provide a brief supplemental report or brief
follow-up response to items from the prior City Council meeting's agenda.

o City Council Communications/Committee Reports/Meeting Reports - During
this part of the meeting members of the City Council report to the community
on various matters of interest, including reports concerning committees on
which the Councilmembers serve and reports on meetings/conferences
attended. In addition, verbal reports will also be provided in such cases where
the City Council-appointed delegate and/or alternate is unable to attend a
scheduled meeting, and there is insufficient time to schedule an agenda item
for Council consideration of another alternate, necessitating a Mayor's
urgency appointment. Requests may also be made of staff for reports which
will be presented to the City Council at a subsequent meeting, or for the
scheduling of future agenda items. There will be no discussion or action taken
on any of the items that may be presented during this agenda item, except to
cancel or reschedule a City Council public meeting.

Closed Session (on occasion, may be scheduled one (1) hour prior to regular meeting
time/Open Session, and continued after regular meeting adjournment, if necessary)

o Recess and convene in Closed Session

o Reconvene in Open Session

o Closed Session Report

Adjournment

. Order of Business (Advisory Boards)

Call to Order

Pledge of Allegiance

Roll Call

Presentations (Parks and Recreation Commission and/or for annual Advisory Board
reorganization only)

Public Comments and Suggestions - This section is reserved for public comment on
Consent Calendar and items not listed on the agenda but that are within the subject
matter jurisdiction of the Commission/Committee [as applicable]. Verbal comments
may be limited to three minutes per speaker, subject to the Chair extending to a
maximum of five minutes per speaker, with a total time allotted not to exceed 45
minutes unless the Chair extends.

Consent Calendar (Approval of Minutes) - Items listed under the Consent Calendar
are considered routine and will be enacted by one motion. Subject to the discretion
of the Commission/Committee [as applicable], there will be no separate discussion of
these items. If a Commission [or Committee] member requests separate
consideration, the item may be removed from the Consent Calendar and considered
separately.

Public Hearings (Planning and Property Preservation Commissions only)

New and Old Business
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3. Meetings (continued)
D. Order of Business (Advisory Boards) (continued)

e Reports

o Reports from Designated Commission [or Committee] Liaison - During this
part of the meeting, designated staff will have an opportunity to report on
various City matters and/or respond verbally to questions or comments from
the prior meeting, including any request by members to provide a brief
supplemental report or brief follow-up response to items from the prior
meeting agenda.

o Reports from Commission [or Committee] Members - During this part
of the meeting, members may provide brief reports to the community on
various matters of interest, including any mandated reports required by AB
1234. Pursuant to the provisions of the Ralph M. Brown Act and the City of
Cerritos Commission and Committee Scope of Authority Policy, there may be
no discussion or action taken on any matters presented during this item or
that are not listed on the meeting agenda.

e Adjournment

E. Voting on Agenda Items
e Voting will typically occur electronically, using the touchscreens on the dais.
Technical difficulty - no electronic voting

e In the event electronic voting cannot be used, the Mayor/Chair may call for a roll call
vote. The City Clerk/Advisory Board Secretary will then announce the recorded vote.

NOTE: Roll call voting is required by State law in the event a Councilmember participates
in a meeting via teleconference.

F. Disturbance/Disruption Management

The term “disturbance” or “disruption” means any behavior that materially disrupts,
disturbs, impedes, or delays the orderly progress of a public meeting, including, but not
limited to, shouting, interrupting speakers, using threatening language, refusing to
follow meeting rules, or causing a physical disruption. A “disturbance” or “disruption”
also includes the definition under Government Code Section 54957.95.

In the event of meeting disturbance or disruption by a member(s) of the public, the
Mayor/Chair (or Mayor Pro Tem/Vice Chair, or member serving as Chair of the meeting)
should:

1. Demand the disrupting party(ies) stop the disruptive behavior.

2. Issue an explicit warning that their behavior is disturbing/disrupting the meeting,
and continuance of such behavior may subject the individual to removal from the
meeting.

3. If the disturbance/disruption continues, call for a recess to restore order. For
Council meetings, also call on Public Safety Personnel/Sergeant-at-Arms to
restore order, if necessary.

4. If disturbance/disruption continues, order the Public Safety Manager/Sergeant-at-
Arms to clear the Council Chamber.
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3. Meetings (continued)
G. Proclamations
e City Policy No. 6.01 — City Council Authorized Spokesperson Policy (Appendix 4),

defines the term “Proclamation” and prescribes guidelines for nominations and
approvals of Proclamation issuance.

4. Code of Conduct

A. Council-Manager Form of Government

The City Council serves as the legislative and policy-making body, while the City

Manager, who is appointed by the City Council, acts as the chief executive officer, and is

responsible for the day-to-day administration of the City. In accordance with the City

Charter, the City Attorney and City Clerk are also appointed by the City Council.

B. Requests for Information/Records (City Council)

Requests for Information

e All requests for information shall be processed through the City Manager, City Clerk,
or City Attorney.

e City staff shall provide responsive information (not including the name of the
requestor) to all five (5) members of the City Council.

Requests for Public Records
Requests for public records shall be processed through the City Clerk.
Responsive records (not including the name of the requestor) shall be provided to all
five (5) members of the City Council.

C. Requests for Information/Records (Advisory Board Members)

Requests for Information

e All requests for information shall be processed through the staff liaison/commission
or committee secretary, or designee.

Requests for Public Records

e Requests for public records shall be processed through the City Clerk.
D. General Conduct

All members shall:

a. Treat each other and everyone with courtesy and refrain from inappropriate
behavior and derogatory comments;

b. Be fair, impartial, and unbiased when voting on quasi-judicial actions;


https://www.cerritos.gov/media/0bvhlzwd/601-city-council-authorized-spokesperson-20220428.pdf
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4. Code of Conduct (continued)

D. General Conduct (continued)

C.

h.

Inform the presiding officer of their wish to speak and wait to be acknowledged
by the presiding officer before speaking, and abide by the following for orderly
and courteous discussion:

(i) In the interest of time, the presiding officer may limit the time allotted to
speakers, including members of the body;

(ii) Members are encouraged to hear comments from other members prior to
speaking a second time; and

(iii) It is usual courtesy for the presiding officer to play a less active role in the
debate and discussion and to make a summary or final comments on any
item.

. Move to require the presiding officer to enforce the code of conduct or

Guidebook, and the presiding officer shall do so upon an affirmative vote of a
majority of the members present;

. Preserve order and decorum during the meeting;

Not delay or interrupt the proceedings or the peace of the council, nor disturb
any member while speaking, by conversation or otherwise, nor fail to follow the
orders of the council or the presiding officer, except as otherwise herein
provided;

. Abide by City Policy No. 1.03 - Confidentiality Policy (Appendix 5) prohibiting

disclosure of confidential communications, and authorize public censure for
failure to comply with the policy; and

Support the laws and policies established by the City Council.

E. Meeting Attendance

City Council and Advisory Board members are expected to attend all regular and special
meetings.

(i) City Council Absence - Removal

City Charter (Appendix 6) Section 403 declares a member’s seat vacant if “absent
from all regular meetings of the City Council for a period of sixty (60) days
consecutively from and after the last regular City Council meeting attended by
such member, unless permission of the City Council is expressed in its official
minutes...”

(ii) Advisory Board Absence - Removal

Regulations established by Cerritos Municipal Code (CMC) (specific sections of the
CMC are listed on the following page).


https://www.cerritos.gov/media/ts1fw4vi/103-confidentiality-policy042822.pdf
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4. Code of Conduct (continued)
E. Meeting Attendance (continued)
(ii) Advisory Board Absence - Removal (continued)
Commissions (monthly meetings, unless specified otherwise)
Seat declared vacant if:
- Economic Development Commission (CMC § 2.22.040)
- Parks and Recreation Commission (CMC § 2.18.040) (monthly meetings, dark Jan. and April)

- Planning Commission (CMC § 2.16.040)
- Property Preservation Commission (CMC § 6.20.050)

e Three (3) consecutive absences, unless excused by majority commission
action and reflected in minutes

e Five (5) absences total, in a six-month period, unless excused by majority
commission action and reflected in minutes

e Upon occurrence of either of the above, the Chair or Commission Secretary
shall notify City Council of the vacancy created

- Senior Services Commission (CMC § 2.17.030) (bi-monthly meetings - odd-numbered
months)

Seat declared vacant if:

e Two (2) consecutive absences, unless excused by majority committee action
and reflected in minutes

e Three (3) absences total, in a six-month period, unless excused by majority
commission action and reflected in minutes

e Upon occurrence of either of the above, chair or committee secretary notifies
City Council of the vacancy created

Committees (meetings scheduled as specified below)

- City Celebrations Committee (CMC § 2.14.030) (meetings held the 4th Wednesday of
January, March, May, June, and August, and the 2nd Wednesday of November)

- Community Safety Committee (CMC § 2.13.030) (bi-monthly meetings - odd-
numbered months)

Seat declared vacant if:

e Two (2) consecutive absences, unless excused by majority committee action and
reflected in minutes

e Three (3) absences total, in a six-month period, unless excused by majority
commission action and reflected in minutes

e Upon occurrence of either of the above, chair or committee secretary notifies City
Council of the vacancy created

10


file://CERRITOS01/CHDATA/USERS/CCO/crosas/CCO/Protocol_Manual/Drafts/(ii)%20Advisory%20Board%20Absence%20%E2%80%93%20Removal
https://www.codepublishing.com/CA/Cerritos/#!/Cerritos02/Cerritos0218.html
https://www.codepublishing.com/CA/Cerritos/#!/Cerritos02/Cerritos0216.html
https://www.codepublishing.com/CA/Cerritos/#!/Cerritos06/Cerritos0620.html

Cerritos Guidebook for Elected and Appointed Officials
Page 11 of 13

5. Required Trainings & Filings
In coordination with the City Manager and City Attorney, the City Clerk shall facilitate
required trainings and filings listed below, for City Officials (City Official is defined as a
currently elected member of the City Council or an appointed member of a City commission
or committee).

A. Required Filings

Statement of Economic Interests (Form 700)

e The City Clerk serves as the Fair Political Practices Commission Filing Officer/Official.

e State Law (CA Political Reform Act) (Appendix 7) and City Policy No. 1.12 — Travel

Expense Reimbursement and Ethics Training Policy (Appendix 8) require City Officials
to file the following Form 700 Statements:

o Assuming Office (within 30 days of assuming office)
o Annual (by April 1)
o Leaving Office (within 30 days of leaving office)

B. Required Trainings

Harassment Prevention Training

e State Law (CA Gov. Code § 53237) and City Policy No. 1.09 - Anti-Harassment and
Anti-Discrimination Policy (Appendix 9) require City Officials to complete a two (2)

hour Anti-Harassment Training, within six (6) months of being elected or appointed,
and every subsequent two (2) years, thereafter.

e Trainings may be conducted in person or through the City’s authorized electronic
filing system (through the California Joint Powers Insurance Authority).

Ethics Training

e State Law (AB 1234) and City Policy No. 1.12 - Travel Expense Reimbursement and
Ethics Training Policy (Appendix 8) require City Officials to complete a two (2) hour
Ethics Training, within thirty (30) days of being elected or appointed, and every
subsequent two (2) years, thereafter.

e Trainings may be conducted in person or through the City’s authorized electronic
filing system.

City Councilmembers will be provided additional training and/or training materials from
the City Attorney.

Advisory Board members will be provided additional training and/or training materials
from their designated staff liaison.

(document continues on the next page)
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6. City Council Use of Facilities for Business Purposes

City Councilmembers (individual, or less than a quorum) may request use of City Hall or
Cerritos Sheriff’s Station meeting rooms for private meetings with invited constituents or
appointees, subject to room availability within the facility’s operating hours, without
limitation.

City Councilmembers (individual, or less than a quorum) may request use of
meeting rooms in City community centers (Senior Center and park community
buildings), including limited resources, for meetings open to general members of the
public. Examples of such meetings include “Coffee with a Councilmember” or “Office
Hours with a Councilmember.” These requests shall be processed and are subject to
limitations as follows:

e Requests shall be submitted in writing to the City Manager for review and
processing, at least one (1) week prior to the proposed meeting date.

e Requests for meetings under this Chapter shall be for City business purposes only.
Any request for other purposes shall be made pursuant to the City’s Facility Use and
Rental Policy, Policy No. 7.08 (Appendix 10). Requested use under this Chapter, for
campaign or other personal event purposes, shall not be permitted, in accordance
with CA Government Code § 8314.

e Rooms available for this purpose shall be limited to those with a maximum room
capacity of 175 (assembly seating/chairs only); 70 (round tables and chairs); or 42
(rectangular tables and chairs).

e The request for facility use shall include the following information:

a) Meeting date(s)

= Meeting dates must be within the subject facility’s regular operating
schedule

b) Meeting time(s)

= Include a designated setup and cleanup time - immediately prior to
and after meeting, if needed

= Times must be within the subject facility’s regular operating hours
c) List of requested items (limited to water, coffee, and microphone)
d) Maximum anticipated number of attendees
e The City Council authorizes waiver of the meeting room rental fee for this purpose.
The City Manager is authorized to use limited staff and budgetary resources for the
arrangement of room seating and provision of water and/or coffee. Any other

refreshments, if offered, are to be provided at the Councilmember’s sole expense.

e Facilities will be staffed at regular levels during facility use/reservation times. No
additional staff resources will be provided.

12


https://www.cerritos.gov/media/111jfck0/708-city-facility-use-and-rental-policy102725.pdf
https://www.cerritos.gov/media/111jfck0/708-city-facility-use-and-rental-policy102725.pdf
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=GOV&sectionNum=8314.

Cerritos Guidebook for Elected and Appointed
Officials Page 13 of 13

6. City Council Use of Facilities for Business Purposes (continued)
e The City Council further authorizes the use of staff resources to disseminate public

announcements of the meeting via the City’s electronic media channels. No printing
expenses shall be incurred for advertisement of the meeting.
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Rosenberg’s Rules of Order
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INTRODUCTION

The rules of procedure at meetings should be simple enough for
most people to understand. Unfortunately, that has not always been
the case. Virtually all clubs, associations, boards, councils and bodies
follow a set of rules — Robert’s Rules of Order — which are embodied
in a small, but complex, book. Virtually no one I know has actually
read this book cover to cover. Worse yet, the book was written for
another time and for another purpose. If one is chairing or running
a parliament, then Robert’s Rules of Order is a dandy and quite useful
handbook for procedure in that complex setting. On the other hand,
if one is running a meeting of say, a five-member body with a few
members of the public in attendance, a simplified version of the rules
of parliamentary procedure is in order.

Hence, the birth of Rosenberg’s Rules of Order.

What follows is my version of the rules of parliamentary procedure,
based on my decades of experience chairing meetings in state and
local government. These rules have been simplified for the smaller
bodies we chair or in which we participate, slimmed down for the
21st Century, yet retaining the basic tenets of order to which we have
grown accustomed. Interestingly enough, Rosenberg’s Rules has found
a welcoming audience. Hundreds of cities, counties, special districts,
committees, boards, commissions, neighborhood associations and
private corporations and companies have adopted Rosenberg’s Rules
in lieu of Robert’s Rules because they have found them practical,
logical, simple, easy to learn and user friendly.

This treatise on modern parliamentary procedure is built on a
foundation supported by the following four pillars:

1. Rules should establish order. The first purpose of rules of
parliamentary procedure is to establish a framework for the
orderly conduct of meetings.

2. Rules should be clear. Simple rules lead to wider understanding
and participation. Complex rules create two classes: those
who understand and participate; and those who do not fully
understand and do not fully participate.

3. Rules should be user friendly. That is, the rules must be simple
enough that the public is invited into the body and feels that it
has participated in the process.

4. Rules should enforce the will of the majority while protecting
the rights of the minority. The ultimate purpose of rules of
procedure is to encourage discussion and to facilitate decision
making by the body. In a democracy, majority rules. The rules
must enable the majority to express itself and fashion a result,
while permitting the minority to also express itself, but not
dominate, while fully participating in the process.

Establishing a Quorum

The starting point for a meeting is the establishment of a quorum.
A quorum is defined as the minimum number of members of the
body who must be present at a meeting for business to be legally
transacted. The default rule is that a quorum is one more than half
the body. For example, in a five-member body a quorum is three.
When the body has three members present, it can legally transact
business. If the body has less than a quorum of members present, it
cannot legally transact business. And even if the body has a quorum
to begin the meeting, the body can lose the quorum during the
meeting when a member departs (or even when a member leaves the
dais). When that occurs the body loses its ability to transact business
until and unless a quorum is reestablished.

The default rule, identified above, however, gives way to a specific
rule of the body that establishes a quorum. For example, the rules of
a particular five-member body may indicate that a quorum is four
members for that particular body. The body must follow the rules it
has established for its quorum. In the absence of such a specific rule,
the quorum is one more than half the members of the body.

The Role of the Chair

While all members of the body should know and understand the
rules of parliamentary procedure, it is the chair of the body who is
charged with applying the rules of conduct of the meeting. The chair
should be well versed in those rules. For all intents and purposes, the
chair makes the final ruling on the rules every time the chair states an

action. In fact, all decisions by the chair are final unless overruled by
the body itself.

Since the chair runs the conduct of the meeting, it is usual courtesy
for the chair to play a less active role in the debate and discussion
than other members of the body. This does not mean that the chair
should not participate in the debate or discussion. To the contrary, as
a member of the body, the chair has the full right to participate in the
debate, discussion and decision-making of the body. What the chair
should do, however, is strive to be the last to speak at the discussion
and debate stage. The chair should not make or second a motion
unless the chair is convinced that no other member of the body will
do so at that point in time.

The Basic Format for an Agenda Item Discussion

Formal meetings normally have a written, often published agenda.
Informal meetings may have only an oral or understood agenda. In
either case, the meeting is governed by the agenda and the agenda
constitutes the body’s agreed-upon roadmap for the meeting. Each
agenda item can be handled by the chair in the following basic
format:



First, the chair should clearly announce the agenda item number and
should clearly state what the agenda item subject is. The chair should
then announce the format (which follows) that will be followed in
considering the agenda item.

Second, following that agenda format, the chair should invite the
appropriate person or persons to report on the item, including any
recommendation that they might have. The appropriate person or
persons may be the chair, a member of the body, a staff person, or a
committee chair charged with providing input on the agenda item.

Third, the chair should ask members of the body if they have any
technical questions of clarification. At this point, members of the
body may ask clarifying questions to the person or persons who
reported on the item, and that person or persons should be given
time to respond.

Fourth, the chair should invite public comments, or if appropriate at
a formal meeting, should open the public meeting for public input.

If numerous members of the public indicate a desire to speak to

the subject, the chair may limit the time of public speakers. At the
conclusion of the public comments, the chair should announce that
public input has concluded (or the public hearing, as the case may be,
is closed).

Fifth, the chair should invite a motion. The chair should announce
the name of the member of the body who makes the motion.

Sixth, the chair should determine if any member of the body wishes
to second the motion. The chair should announce the name of the
member of the body who seconds the motion. It is normally good
practice for a motion to require a second before proceeding to
ensure that it is not just one member of the body who is interested
in a particular approach. However, a second is not an absolute
requirement, and the chair can proceed with consideration and vote
on a motion even when there is no second. This is a matter left to the
discretion of the chair.

Seventh, if the motion is made and seconded, the chair should make
sure everyone understands the motion.

This is done in one of three ways:
1. The chair can ask the maker of the motion to repeat it;
2. The chair can repeat the motion; or

3. The chair can ask the secretary or the clerk of the body to repeat
the motion.

Eighth, the chair should now invite discussion of the motion by the
body. If there is no desired discussion, or after the discussion has
ended, the chair should announce that the body will vote on the
motion. If there has been no discussion or very brief discussion, then
the vote on the motion should proceed immediately and there is no
need to repeat the motion. If there has been substantial discussion,
then it is normally best to make sure everyone understands the
motion by repeating it.

Ninth, the chair takes a vote. Simply asking for the “ayes” and then
asking for the “nays” normally does this. If members of the body do
not vote, then they “abstain.” Unless the rules of the body provide
otherwise (or unless a super majority is required as delineated later
in these rules), then a simple majority (as defined in law or the rules
of the body as delineated later in these rules) determines whether the
motion passes or is defeated.

Tenth, the chair should announce the result of the vote and what
action (if any) the body has taken. In announcing the result, the chair
should indicate the names of the members of the body, if any, who
voted in the minority on the motion. This announcement might take
the following form: “The motion passes by a vote of 3-2, with Smith
and Jones dissenting. We have passed the motion requiring a 10-day
notice for all future meetings of this body.”

Motions in General

Motions are the vehicles for decision making by a body. It is usually
best to have a motion before the body prior to commencing
discussion of an agenda item. This helps the body focus.

Motions are made in a simple two-step process. First, the chair
should recognize the member of the body. Second, the member
of the body makes a motion by preceding the member’s desired
approach with the words “I move ...”

A typical motion might be: “I move that we give a 10-day notice in
the future for all our meetings.”

The chair usually initiates the motion in one of three ways:

1. Inviting the members of the body to make a motion, for
example, “A motion at this time would be in order.”

2. Suggesting a motion to the members of the body, “A motion
would be in order that we give a 10-day notice in the future for all
our meetings.”

3. Making the motion. As noted, the chair has every right as a
member of the body to make a motion, but should normally do
so only if the chair wishes to make a motion on an item but is
convinced that no other member of the body is willing to step
forward to do so at a particular time.

The Three Basic Motions

There are three motions that are the most common and recur often
at meetings:

The basic motion. The basic motion is the one that puts forward a
decision for the body’s consideration. A basic motion might be: “I
move that we create a five-member committee to plan and put on
our annual fundraiser.”



The motion to amend. If a member wants to change a basic motion
that is before the body, they would move to amend it. A motion

to amend might be: “I move that we amend the motion to have a
10-member committee.” A motion to amend takes the basic motion
that is before the body and seeks to change it in some way.

The substitute motion. If a member wants to completely do away
with the basic motion that is before the body, and put a new motion
before the body, they would move a substitute motion. A substitute
motion might be: “I move a substitute motion that we cancel the
annual fundraiser this year.”

“Motions to amend” and “substitute motions” are often confused, but
they are quite different, and their effect (if passed) is quite different.
A motion to amend seeks to retain the basic motion on the floor, but
modify it in some way. A substitute motion seeks to throw out the
basic motion on the floor, and substitute a new and different motion
for it. The decision as to whether a motion is really a “motion to
amend” or a “substitute motion” is left to the chair. So if a member
makes what that member calls a “motion to amend,” but the chair
determines that it is really a “substitute motion,” then the chair’s
designation governs.

A “friendly amendment” is a practical parliamentary tool that is
simple, informal, saves time and avoids bogging a meeting down
with numerous formal motions. It works in the following way: In the
discussion on a pending motion, it may appear that a change to the
motion is desirable or may win support for the motion from some
members. When that happens, a member who has the floor may
simply say, “I want to suggest a friendly amendment to the motion.”
The member suggests the friendly amendment, and if the maker and
the person who seconded the motion pending on the floor accepts
the friendly amendment, that now becomes the pending motion on
the floor. If either the maker or the person who seconded rejects the
proposed friendly amendment, then the proposer can formally move
to amend.

Multiple Motions Before the Body

There can be up to three motions on the floor at the same time.
The chair can reject a fourth motion until the chair has dealt
with the three that are on the floor and has resolved them. This
rule has practical value. More than three motions on the floor at
any given time is confusing and unwieldy for almost everyone,
including the chair.

When there are two or three motions on the floor (after motions and
seconds) at the same time, the vote should proceed first on the last
motion that is made. For example, assume the first motion is a basic
“motion to have a five-member committee to plan and put on our
annual fundraiser.” During the discussion of this motion, a member
might make a second motion to “amend the main motion to have a
10-member committee, not a five-member committee to plan and
put on our annual fundraiser.” And perhaps, during that discussion, a
member makes yet a third motion as a “substitute motion that we not
have an annual fundraiser this year.” The proper procedure would be
as follows:

First, the chair would deal with the third (the last) motion on the
floor, the substitute motion. After discussion and debate, a vote
would be taken first on the third motion. If the substitute motion
passed, it would be a substitute for the basic motion and would
eliminate it. The first motion would be moot, as would the second
motion (which sought to amend the first motion), and the action on
the agenda item would be completed on the passage by the body of
the third motion (the substitute motion). No vote would be taken on
the first or second motions.

Second, if the substitute motion failed, the chair would then deal
with the second (now the last) motion on the floor, the motion

to amend. The discussion and debate would focus strictly on the
amendment (should the committee be five or 10 members). If the
motion to amend passed, the chair would then move to consider the
main motion (the first motion) as amended. If the motion to amend
failed, the chair would then move to consider the main motion (the
first motion) in its original format, not amended.

Third, the chair would now deal with the first motion that was placed
on the floor. The original motion would either be in its original
format (five-member committee), or if amended, would be in its
amended format (10-member committee). The question on the floor
for discussion and decision would be whether a committee should
plan and put on the annual fundraiser.

To Debate or Not to Debate

The basic rule of motions is that they are subject to discussion and
debate. Accordingly, basic motions, motions to amend, and substitute
motions are all eligible, each in their turn, for full discussion before
and by the body. The debate can continue as long as members of the
body wish to discuss an item, subject to the decision of the chair that
it is time to move on and take action.

There are exceptions to the general rule of free and open debate

on motions. The exceptions all apply when there is a desire of the
body to move on. The following motions are not debatable (that
is, when the following motions are made and seconded, the chair
must immediately call for a vote of the body without debate on the
motion):

Motion to adjourn. This motion, if passed, requires the body to
immediately adjourn to its next regularly scheduled meeting. It
requires a simple majority vote.

Motion to recess. This motion, if passed, requires the body to
immediately take a recess. Normally, the chair determines the length
of the recess which may be a few minutes or an hour. It requires a
simple majority vote.

Motion to fix the time to adjourn. This motion, if passed, requires
the body to adjourn the meeting at the specific time set in the
motion. For example, the motion might be: “I move we adjourn this
meeting at midnight.” It requires a simple majority vote.



Motion to table. This motion, if passed, requires discussion of the
agenda item to be halted and the agenda item to be placed on “hold.”
The motion can contain a specific time in which the item can come
back to the body. “I move we table this item until our regular meeting
in October.” Or the motion can contain no specific time for the
return of the item, in which case a motion to take the item off the
table and bring it back to the body will have to be taken at a future
meeting. A motion to table an item (or to bring it back to the body)
requires a simple majority vote.

Motion to limit debate. The most common form of this motion is to
say, “I move the previous question” or “I move the question” or “I call
the question” or sometimes someone simply shouts out “question.”
As a practical matter, when a member calls out one of these phrases,
the chair can expedite matters by treating it as a “request” rather

than as a formal motion. The chair can simply inquire of the body,
“any further discussion?” If no one wishes to have further discussion,
then the chair can go right to the pending motion that is on the floor.
However, if even one person wishes to discuss the pending motion
further, then at that point, the chair should treat the call for the
“question” as a formal motion, and proceed to it.

When a member of the body makes such a motion (“I move the
previous question”), the member is really saying: “I’ve had enough
debate. Let’s get on with the vote.” When such a motion is made, the
chair should ask for a second, stop debate, and vote on the motion to
limit debate. The motion to limit debate requires a two-thirds vote of
the body.

NOTE: A motion to limit debate could include a time limit. For
example: “I move we limit debate on this agenda item to 15 minutes.”
Even in this format, the motion to limit debate requires a two-

thirds vote of the body. A similar motion is a motion to object to
consideration of an item. This motion is not debatable, and if passed,
precludes the body from even considering an item on the agenda. It
also requires a two-thirds vote.

Majority and Super Majority Votes

In a democracy, a simple majority vote determines a question. A tie
vote means the motion fails. So in a seven-member body, a vote of
4-3 passes the motion. A vote of 3-3 with one abstention means the
motion fails. If one member is absent and the vote is 3-3, the motion
still fails.

All motions require a simple majority, but there are a few exceptions.
The exceptions come up when the body is taking an action which
effectively cuts off the ability of a minority of the body to take an
action or discuss an item. These extraordinary motions require a
two-thirds majority (a super majority) to pass:

Motion to limit debate. Whether a member says, “I move the
previous question,” or “I move the question,” or “I call the question,”
or “I move to limit debate,” it all amounts to an attempt to cut off the
ability of the minority to discuss an item, and it requires a two-thirds
vote to pass.

Motion to close nominations. When choosing officers of the
body (such as the chair), nominations are in order either from a
nominating committee or from the floor of the body. A motion to
close nominations effectively cuts off the right of the minority to
nominate officers and it requires a two-thirds vote to pass.

Motion to object to the consideration of a question. Normally, such
a motion is unnecessary since the objectionable item can be tabled or
defeated straight up. However, when members of a body do not even
want an item on the agenda to be considered, then such a motion is
in order. It is not debatable, and it requires a two-thirds vote to pass.

Motion to suspend the rules. This motion is debatable, but requires
a two-thirds vote to pass. If the body has its own rules of order,
conduct or procedure, this motion allows the body to suspend the
rules for a particular purpose. For example, the body (a private club)
might have a rule prohibiting the attendance at meetings by non-club
members. A motion to suspend the rules would be in order to allow

a non-club member to attend a meeting of the club on a particular
date or on a particular agenda item.

Counting Votes

The matter of counting votes starts simple, but can become
complicated.

Usually, it’s pretty easy to determine whether a particular motion
passed or whether it was defeated. If a simple majority vote is needed
to pass a motion, then one vote more than 50 percent of the body is
required. For example, in a five-member body; if the vote is three in
favor and two opposed, the motion passes. If it is two in favor and
three opposed, the motion is defeated.

If a two-thirds majority vote is needed to pass a motion, then how
many affirmative votes are required? The simple rule of thumb is to
count the “no” votes and double that count to determine how many
“yes” votes are needed to pass a particular motion. For example, in

a seven-member body, if two members vote “no” then the “yes” vote
of at least four members is required to achieve a two-thirds majority
vote to pass the motion.

What about tie votes? In the event of a tie, the motion always fails since
an affirmative vote is required to pass any motion. For example, in a
five-member body; if the vote is two in favor and two opposed, with
one member absent, the motion is defeated.

Vote counting starts to become complicated when members
vote “abstain” or in the case of a written ballot, cast a blank (or
unreadable) ballot. Do these votes count, and if so, how does one
count them? The starting point is always to check the statutes.

In California, for example, for an action of a board of supervisors to
be valid and binding, the action must be approved by a majority of the
board. (California Government Code Section 25005.) Typically, this
means three of the five members of the board must vote affirmatively
in favor of the action. A vote of 2-1 would not be sufficient. A vote of
3-0 with two abstentions would be sufficient. In general law cities in



California, as another example, resolutions or orders for the payment of
money and all ordinances require a recorded vote of the total members
of the city council. (California Government Code Section 36936.) Cities
with charters may prescribe their own vote requirements. Local elected
officials are always well-advised to consult with their local agency
counsel on how state law may affect the vote count.

After consulting state statutes, step number two is to check the rules
of the body. If the rules of the body say that you count votes of “those
present” then you treat abstentions one way. However, if the rules of
the body say that you count the votes of those “present and voting,”
then you treat abstentions a different way. And if the rules of the
body are silent on the subject, then the general rule of thumb (and
default rule) is that you count all votes that are “present and voting.”

Accordingly, under the “present and voting” system, you would NOT
count abstention votes on the motion. Members who abstain are
counted for purposes of determining quorum (they are “present”),
but you treat the abstention votes on the motion as if they did not
exist (they are not “voting”). On the other hand, if the rules of the
body specifically say that you count votes of those “present” then you
DO count abstention votes both in establishing the quorum and on
the motion. In this event, the abstention votes act just like “no” votes.

How does this work in practice?
Here are a few examples.

Assume that a five-member city council is voting on a motion that
requires a simple majority vote to pass, and assume further that the
body has no specific rule on counting votes. Accordingly, the default
rule kicks in and we count all votes of members that are “present and
voting.” If the vote on the motion is 3-2, the motion passes. If the
motion is 2-2 with one abstention, the motion fails.

Assume a five-member city council voting on a motion that requires
a two-thirds majority vote to pass, and further assume that the body
has no specific rule on counting votes. Again, the default rule applies.
If the vote is 3-2, the motion fails for lack of a two-thirds majority. If
the vote is 4-1, the motion passes with a clear two-thirds majority. A
vote of three “yes,” one “no” and one “abstain” also results in passage
of the motion. Once again, the abstention is counted only for the
purpose of determining quorum, but on the actual vote on the
motion, it is as if the abstention vote never existed — so an effective
3-1 vote is clearly a two-thirds majority vote.

Now, change the scenario slightly. Assume the same five-member
city council voting on a motion that requires a two-thirds majority
vote to pass, but now assume that the body DOES have a specific rule
requiring a two-thirds vote of members “present.” Under this specific
rule, we must count the members present not only for quorum but
also for the motion. In this scenario, any abstention has the same
force and effect as if it were a “no” vote. Accordingly, if the votes were
three “yes,” one “no” and one “abstain,” then the motion fails. The
abstention in this case is treated like a “no” vote and effective vote of
3-2 is not enough to pass two-thirds majority muster.

Now, exactly how does a member cast an “abstention” vote?

Any time a member votes “abstain” or says, “I abstain,” that is an
abstention. However, if a member votes “present” that is also treated
as an abstention (the member is essentially saying, “Count me for
purposes of a quorum, but my vote on the issue is abstain.”) In fact,
any manifestation of intention not to vote either “yes” or “no” on
the pending motion may be treated by the chair as an abstention. If
written ballots are cast, a blank or unreadable ballot is counted as an
abstention as well.

Can a member vote “absent” or “count me as absent?” Interesting
question. The ruling on this is up to the chair. The better approach is
for the chair to count this as if the member had left his/her chair and
is actually “absent.” That, of course, affects the quorum. However, the
chair may also treat this as a vote to abstain, particularly if the person
does not actually leave the dais.

The Motion to Reconsider

There is a special and unique motion that requires a bit of
explanation all by itself; the motion to reconsider. A tenet of
parliamentary procedure is finality. After vigorous discussion, debate
and a vote, there must be some closure to the issue. And so, after a
vote is taken, the matter is deemed closed, subject only to reopening
if a proper motion to consider is made and passed.

A motion to reconsider requires a majority vote to pass like other
garden-variety motions, but there are two special rules that apply
only to the motion to reconsider.

First, is the matter of timing. A motion to reconsider must be made
at the meeting where the item was first voted upon. A motion to
reconsider made at a later time is untimely. (The body, however, can
always vote to suspend the rules and, by a two-thirds majority, allow
a motion to reconsider to be made at another time.)

Second, a motion to reconsider may be made only by certain
members of the body. Accordingly, a motion to reconsider may be
made only by a member who voted in the majority on the original
motion. If such a member has a change of heart, he or she may
make the motion to reconsider (any other member of the body

— including a member who voted in the minority on the original
motion — may second the motion). If a member who voted in the
minority seeks to make the motion to reconsider, it must be ruled
out of order. The purpose of this rule is finality. If a member of
minority could make a motion to reconsider, then the item could be
brought back to the body again and again, which would defeat the
purpose of finality.

If the motion to reconsider passes, then the original matter is back
before the body, and a new original motion is in order. The matter may
be discussed and debated as if it were on the floor for the first time.
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Courtesy and Decorum

The rules of order are meant to create an atmosphere where the
members of the body and the members of the public can attend to
business efficiently, fairly and with full participation. At the same
time, it is up to the chair and the members of the body to maintain
common courtesy and decorum. Unless the setting is very informal,
it is always best for only one person at a time to have the floor, and
it is always best for every speaker to be first recognized by the chair
before proceeding to speak.

The chair should always ensure that debate and discussion of an
agenda item focuses on the item and the policy in question, not the
personalities of the members of the body. Debate on policy is healthy,
debate on personalities is not. The chair has the right to cut off
discussion that is too personal, is too loud, or is too crude.

Debate and discussion should be focused, but free and open. In the
interest of time, the chair may, however, limit the time allotted to
speakers, including members of the body.

Can a member of the body interrupt the speaker? The general rule is
“no.” There are, however, exceptions. A speaker may be interrupted
for the following reasons:

Privilege. The proper interruption would be, “point of privilege.”
The chair would then ask the interrupter to “state your point.”
Appropriate points of privilege relate to anything that would
interfere with the normal comfort of the meeting. For example, the
room may be too hot or too cold, or a blowing fan might interfere
with a person’s ability to hear.

Order. The proper interruption would be, “point of order.” Again,
the chair would ask the interrupter to “state your point.” Appropriate
points of order relate to anything that would not be considered
appropriate conduct of the meeting. For example, if the chair moved
on to a vote on a motion that permits debate without allowing that
discussion or debate.

Appeal. If the chair makes a ruling that a member of the body
disagrees with, that member may appeal the ruling of the chair. If the
motion is seconded, and after debate, if it passes by a simple majority
vote, then the ruling of the chair is deemed reversed.

Call for orders of the day. This is simply another way of saying,
“return to the agenda.” If a member believes that the body has drifted
from the agreed-upon agenda, such a call may be made. It does not
require a vote, and when the chair discovers that the agenda has

not been followed, the chair simply reminds the body to return to
the agenda item properly before them. If the chair fails to do so, the
chair’s determination may be appealed.

Withdraw a motion. During debate and discussion of a motion,
the maker of the motion on the floor, at any time, may interrupt a
speaker to withdraw his or her motion from the floor. The motion
is immediately deemed withdrawn, although the chair may ask the
person who seconded the motion if he or she wishes to make the
motion, and any other member may make the motion if properly
recognized.

Special Notes About Public Input

The rules outlined above will help make meetings very public-
friendly. But in addition, and particularly for the chair, it is wise to
remember three special rules that apply to each agenda item:

Rule One: Tell the public what the body will be doing.
Rule Two: Keep the public informed while the body is doing it.

Rule Three: When the body has acted, tell the public what the
body did.
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