
 

 

AGENDA 
CITY COUNCIL - WORKSHOP 

MAPLE PLAIN CITY HALL 
May 27, 2025 

5:30 PM 

 

1. CALL TO ORDER 

2. ADOPT AGENDA 

3. DISCUSSION 

A. Code of Conduct 

4. COUNCIL REPORTS AND OTHER BUSINESS 

5. FUTURE WORKSHOP TOPICS 

A. Park Improvements & Maintenance- June 9, 2025 Workshop 

6. ADJOURNMENT 
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Executive Summary 

City Council Workshop 
 

AGENDA ITEM:     Code of Conduct 

PREPARED BY: Jacob Kolander, City Administrator 

RECOMMENDED ACTION:  Discussion  

 

Summary: 
 
The Maple Plain City Council's Code of Conduct outlines the ethical guidelines and behavioral 
expectations for all elected officials, as well as appointed board and commission members, 
ensuring that they serve the City with integrity, transparency, and accountability. 
 
Core Principles: 
The Code of Conduct emphasizes the importance of compliance with laws, transparency, 
respect for roles and responsibilities, and prioritizing the public interest. It calls for elected 
officials to act in ways that align with the City’s values and legal responsibilities, while 
safeguarding the City’s reputation and protecting sensitive information. 
 
Compliance and Enforcement: 
The Code highlights the accountability of members to uphold these standards and addresses 
the process for resolving complaints related to potential violations. In cases where legal 
compliance or ethical issues arise, the City Attorney or City Administrator will be involved. 
Potential actions following a violation include public censure or removal from appointed 
positions. 
 
Ethical Guidelines: 
Key standards include respecting the Open Meeting Law, avoiding conflicts of interest, and 
ensuring fair conduct with the community. Members are prohibited from using the City’s logo 
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for personal or political gain, and specific rules are provided regarding gifts from interested 
persons, contractual conflicts of interest, and handling confidential information. 
 
Roles and Responsibilities: 
The Code provides clear distinctions between the roles of the City Council, the City 
Administrator, and staff. It sets expectations for City Council members to engage with staff, 
commissions, and residents respectfully, ensuring all parties can contribute productively. It also 
emphasizes the importance of working within the framework of the City’s organizational 
structure, with clear lines of communication and decision-making processes. 
 
Working with the Community: 
Councilmembers are encouraged to treat residents and businesses equitably, ensuring fairness 
and transparency in all engagements. They are advised to refer any concerns from residents to 
the City Administrator and ensure communication remains consistent across all parties to avoid 
confusion or conflicting information. 
 
Social Media and Communication: 
The Code provides specific guidance on social media use for both official and personal accounts, 
emphasizing the need for clear separation between public and personal communication. It 
includes rules on managing interactions with the public, posting restrictions, and ensuring that 
official channels remain professional and compliant with city policies. 
 
In conclusion, the Code of Conduct serves as a comprehensive framework for maintaining 
ethical behavior, transparency, and respect in all actions taken by the City Council and its 
members, fostering public trust and confidence in the local government. 
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City Council Code of Conduct 

   
 

 
Introductory Pledge 
The Maple Plain City Council is committed to practicing principles and conducting business in a fair, 
ethical, and accountable manner to inspire trust in local government. Recognizing these goals, this 
Code of Conduct is established for all elected officials of the City of Maple Plain. Where applicable, 
the principles, behavioral guidelines, and legal obligations expressed in this Code of Conduct are also 
applicable to appointed board and commission members. 
 
 Councilmembers must conduct themselves by complying with the following principles, and agree to:  

• Comply with the law, including 
o Staying within the City Council’s authority 
o Following the open meeting, gift, and conflict of interest laws 

• Respect City Council roles and responsibilities when working with staff, boards, and 
commissions 

• Keep current their City Calendar of dates they are not available as to aid in the streamlining of 
scheduling meetings. 

• Be consistent in policy and respect process 
• Act and conduct public business in a manner that is consistent with the City’s adopted values 
• Fulfill the Council’s statutory and fiduciary responsibility to act in the best interest of the City, 

and all its residents, both financially and legally by: 
o Keeping the common good as the highest purpose to focus on achieving constructive 

solutions for the public benefit 
o Not disclosing private or confidential information of the City, or using that information 

to advance personal interests 
o Protecting the City’s interests and avoiding liability by following the advice of legal 

counsel 
 
 
Compliance and Enforcement 
This Code of Conduct expresses the standards of ethical conduct expected of members of the Maple 
Plain City Council and board and commission members, where applicable. Members themselves have 
the primary responsibility to assure the public that ethical standards are understood and met and 
that the public can continue to have full confidence in the integrity of government.  
 
Councilmembers must hold themselves and each other accountable.   In the event of a suspected 
violation of this Code of Conduct, complaints should be submitted to the City Administrator.  The 
resolution and enforcement process includes the following: 

• Matters of legal compliance will be referred to the City Attorney 
• Matters that potentially conflict with the Code of Conduct but do not rise to a violation of the 

law will be reviewed by the City Administrator. Potential resolution may include one of the 
following: 
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o The City Administrator and one councilmember may review a complaint and findings 
directly with the councilmember who is alleged to have violated the Code of Conduct.  

o The City Administrator may provide a written notification of the complaint and 
findings to the City Council.  

o The City Administrator may refer the matter, with any background, to the full City 
Council for discussion and consideration of action. 

• Aside from legal matters, the City Council will be the only entity that determines if a violation 
or violations of the Code of Conduct have occurred.  

• In the event of a violation of the Code of Conduct, the City Council may take action, including 
the following: 

o Declaration of sufficient findings of a violation of the Code of Conduct 
o A public censure of the member in violation 
o Removal of the member in violation from appointed positions, such as committee, 

commission, and liaison appointments. 
 
All elected and appointed officials of the City are also subject to and must comply with the City’s 
Sexual Harassment and Respectful Workplace Policies.  
 
 
Compliance with the Law 
Members must comply with applicable federal laws, state laws, and city ordinances in the 
performance of their public duties.  
 
Authority 
In statutory cities, powers are granted to the Council as a whole, and not to individual members.  
 
Open Meeting Law 
Public deliberations and processes must be conducted openly and transparently. The Minnesota 
Open Meeting Law (Minnesota Statutes Chapter 13D) requires that meetings of governmental bodies 
be open to the public to:  

• Prohibit actions being taken at a secret meeting where it is impossible for the interested 
public to become fully informed about a public board’s decisions or to detect improper 
influences 

• Assure the public’s right to be informed and observe public meetings 
The Minnesota Supreme Court has noted that meetings of less than a quorum of a public body held 
serially to avoid a public meeting or to fashion an agreement on an issue of public business may 
violate the Open Meeting Law. Serial meetings must be avoided.  
 
Gifts and Donations 
Gifts from Interested Persons: Under Minnesota Statutes Section 471.895, councilmembers may not 
receive gifts from any “interested person” in conjunction with their City Council duties.  

• A “gift” is defined as money, real or personal property, a service, a loan, forbearance or 
forgiveness of debt, or a promise of future employment, which is given and received without 
the giver receiving something of equal or greater value in return. 
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• “Interested person” means a personal or a representative of a person or association that has 
a direct financial interest in a decision that a local official is authorized to make 

o Virtually every resident or person doing business in the City could have a direct 
financial interest in a decision 

• See statute for exemptions 
 

Gifts to the City: City Councilmembers can recommend acceptance of gifts and donations to the City. 
All gifts and donations to the City must be accepted by Council resolution. 
 
Logo 
Members must not use the City’s name or logo for purpose of endorsing any political candidate or 
business. 
 
Conflict of Interest 
A conflict of interest occurs when any councilmember who has a “financial interest” in, or who may 
receive a financial benefit as a result of, any action, or if there is potential for the appearance of 
conflict of interest, takes part in the official decision on the action. Questions about a potential 
conflict of interest should be discussed with the City Administrator. 
 
Contractual Conflict of Interest: Minnesota Statute Section 471.87 (with certain exceptions): A public 
officer who is authorized to take part in any manner in making any sale, lease, or contract in an 
official capacity shall not voluntarily have a personal financial interest in that sale, lease, or contract 
or personally benefit financially therefrom.  
 
Non-Contractual Conflict of Interest: Non-contractual matters may include such things as Council 
decisions on zoning, local improvements, and the issuance of licenses. Although not generally 
prohibited by state law, an interested councilmember or board or commission member most likely 
should abstain from participating in the Council discussion and from voting on these issues. 
 
Members who have an actual or potential conflict of interest must: 

• Disclose the conflict of interest to the group, and  
• Abstain from the official discussion, debate, and vote 

 
This is only a general summary of these laws and obligations that apply to elected and appointed 
officials. Specific situations or questions should be referred to the City Administrator or City Attorney. 

 
 

Roles of Council, Staff, and Commissions 
Councilmembers, staff, and board and commission members are all part of a team committed to 
serving the residents of Maple Plain both today and in the future. To be effective, members must 
come to meetings with an open mind, think strategically about City issues, and delegate details of 
implementation to staff. Councilmembers must strive to maintain a culture of trust, respect, and 
candor as a Council and when working with staff and boards/commissions. 
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In order to facilitate smooth and efficient meetings, the City Council shall follow Robert's Rules of 
Order to govern the conduct of its meetings. Additionally, all members shall abide by the guidelines 
set forth in the Open Meeting Law, ensuring transparency, accountability, and public access to 
meetings and decisions.  
(Open Meeting Law Refer to Appendix A)  
(Robert’s Rules of Order Refer to Appendix B) 
 
 
 
 
 
Examples of decisions and actions for each role include the following: 
 
 
 
 
 
 
 
 
 
 
 
 

City Council: 
• Make policy-level decisions. Hire and Terminate Staff, Supervise the City Administrator. 
• Approve: 

o Budget and work-related plan 
o Ordinances and policy decisions 
o Variances and rezoning requests 

• Appoint representatives to advisory boards and commissions 
 

City Administrator and Staff 
• Provide best efforts and technical advice to the Council 
• Manage operations and staff 
• Propose budget and policies 
• Carry out Council decisions 
• Deliver services 
• Equitably enforce codes and policies 

 
Advisory Boards and Commissions 

• Provide a community perspective 
• Propose work plan items 
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• Advise the Council 
• Hold hearings as directed by the Council 
• Assist as directed in the work plan with engagement efforts 

 
To act in accordance with the City’s adopted values and in a manner that is productive for the body, 
the City Council adopts the following principles of respectful behavior that apply to all 
councilmembers and members of boards and commissions. These guidelines are provided to ensure 
each member’s contributions are valued and through the collective contributions of all, the Council 
will operate most effectively. These guidelines are ideals and singular or occasional actions that are 
not consistent do not necessarily constitute a violation of this Code of Conduct, however, repeated 
and/or intentional violations of one or more of these principles may result in City Council action. 
 
 

Members should STRIVE TO Members should AVOID 
• Treat people with courtesy, politeness, and 

kindness 
• Encourage others to express their opinions 

and ideas 
• Listen to what others have to say 
• Use the ideas of others to improve decisions 

and outcomes 
• Recognize and respect differences 
• Prepare for the issues at hand (read the 

packet, ask questions prior to the meeting 
when you are able) 

• Focus on the business of the body 
• Consider only legally related information in 

decisions 
• Act as a decision-maker, not an advocate 

• Speaking over or cutting off another 
individual’s comments 

• Insulting, disparaging, or putting down 
people or their ideas 

• Bullying other members by displaying a 
pattern of belittling, demeaning, judging or 
patronizing comments 

• Violence or the threat of violence will not be 
tolerated 

• Grandstanding – offering their political beliefs 
or world views unrelated to the matter at 
hand during discussions 

• Distractions, such as cell phone use during 
meetings. 

 
 
Working with Staff: 

City Council DOES: City Council DOES NOT: 
• Hire, fire, and supervise the City 

Administrator. 
• Set the strategic direction for the city 
• Consider and approve budget and related 

work plan, and monitor performance relative 
to those items 

• Consider and approve policy decisions 
• Consider and approve development 

proposals 
• Consider and approve variances and rezoning 

requests 

• Direct the activities of staff, other than the 
City Administrator 

• Individually direct the activities of boards, 
commissions or other resident groups 

• Individually approve policies, projects etc.  
• Individually commit City resources or staff to 

specific causes 
• Individually enforce policies, City Code, etc.  
• Individually speak or prepare official 

correspondence on behalf of the City unless 
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• Appoint citizens to citizen advisory boards 
and commissions 

• Approve and amend work plans  

authorized by the City Administrator or City 
Council.  

 
 
Councilmembers must use the following guidelines working with City staff:  

• Respect staff as valued resources and members of our team 
• Support the maintenance of a positive and constructive workplace environment for City 

employees where individual councilmembers, City staff, and the public are free to express 
their ideas and work to their full potential  

• Provide direction to the City Administrator as a body and not direct the work of individual 
staff members 

• Encourage staff to focus on the big picture in reports 
• When possible, notify the City Administrator in advance of a Council meeting of questions or 

requests to pull items from the consent agenda so the appropriate staff can compile the 
information needed 

• Agree that the information they ask of the City Administrator will be shared equally with all 
councilmembers 

• Copy the City Administrator on all communications with staff, including questions 
 
 
Working with Boards and Commissions 
Maple Plain’s boards and commissions are established by the City Council and serve as advisors to the 
Council. Specific board and commission roles are to: 

• Investigate matters within the scope of the board or commission or as specifically directed by 
the Council 

• Advise the Council by communicating the viewpoint or advice of the commission 
• At the direction of the Council, hold hearings, receive evidence, conduct investigations, and, 

based on such hearings, evidence, and investigations, make decisions and recommendations 
to the Council  

 
City Councilmembers shall use the following guidelines working with boards and commissions: 

• View boards and commissions as vitally important resources to support our decision-making  
• Communicate effectively with boards and commissions to ensure they have the tools to do 

their work 
• Give clear direction as a body and take adequate time to review the result of their 

deliberations 
• Because of the value of the independent advice of boards, commissions, and task forces to 

the public decision-making process, members of the Council must refrain from using their 
position to influence the deliberations or outcomes of boards, commissions, and task force 
proceedings 

• Councilmembers will attend board, commission, committee, working group, or task force 
meetings when appointed by the Council as a City Council Liaison. When councilmembers 
attend a meeting:  
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o They are primarily there to listen, observe, and communicate relevant information 
between the Council and the board or commission. 

o They should strive for good communication by reporting to the full Council at the 
following regular City Council meeting.  

 
 
Working with the Community 
 
Residents. City staff are the first call for help for its residents. Councilmembers should refer residents 
who have concerns to the City Administrator. If a resident has contacted the City Administrator but is 
still not satisfied, the councilmember should discuss it with the City Administrator. If a resident 
receives conflicting information from different councilmembers or staff, that is difficult for the 
resident and could increase liability for the City. 
 
Business or other interests:  
The purpose of a City Council meeting is to review the information needed to make decisions and 
vote on matters presented. It is not feasible to conduct all business in a public meeting. Particularly 
around development projects, business interests might ask a councilmember or commission member 
to meet outside of a formal meeting to facilitate idea generation about proposals. 
The City Council’s overarching principles for working with the community, applicable to 
councilmembers and board and commission members, include: 

• Never grant special consideration, treatment, or advantage. 
• Respect the sensitivity of personal information. 
• Honor established rules regarding public testimony and communicate the rules. 
• Make ourselves available to all parties on an equal basis and not advocate for a certain point 

of view. 
• Be cautious about how we participate in meetings or events and not prejudge the issue 

before the Council has had a chance to deliberate.  
These principles help ensure fairness, transparency, and integrity in the council's interactions with the 
community.  
 
 
 
Meeting requests by residents and businesses 

1. AFTER DECISION: If a councilmember is invited to a meeting about an issue the Council has 
decided upon, that member may explain how the Council arrived at that decision 

2. DURING DISCUSSION: If a councilmember is invited to a meeting about an issue that will be 
before the Council in the future, the councilmember must uphold the above principles for 
working with the community, and:  

a. Must not make a decision about an issue to come before the City Council until the 
process allows.  

b. Must be sensitive to the fact that the councilmember is not hearing everyone and 
give equal consideration to all feedback regardless of the way it was received.  

3. DURING SPECIFIED ENGAGEMENT PROCESS: If a councilmember meets with a resident during 
a planned engagement process, they must notify the resident that they are there to listen and 
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encourage them to participate through the established process to engage. The 
councilmember should ensure that staff receives any feedback provided by residents.  

 
Intergovernmental Relations 
Members must represent positions approved by the City Council to the best of their ability when 
working with:  

• Legislative bodies 
• Federal or state agencies 
• Other local governments, such as school boards or counties 

 
If an individual councilmember’s opinion differs from the City position or a matter agreed upon by the 
full Council, members must explicitly state that their opinion does not represent that of the City 
Council or the City of Maple Plain, nor should they make any inference to the contrary.  
 
 
Social Media Use 
The term “social media” refers to forms of electronic communication through which users create 
online communities to share information, ideas, personal messages, and other content. Some 
examples include, but are not limited to, internet-based platforms, such as Facebook, Instagram, X, 
and YouTube.  
 
Include an introductory statement in the profile or about section of your account that defines the 
purpose and topical scope of your page, for example: 
 
“This account is intended for personal use only. The views, postings, positions, or opinions expressed 
on this site are my own and do not represent those of the City of Maple Plain. If you are a citizen of 
Maple Plain and would like to discuss city business, please go to mapleplainmn.gov or contact me at 
[official email].” 
 
 
Commenting on City Accounts 
The City of Maple Plain uses social media to send and receive messages about City information, 
services, and related programs with community stakeholders, including employees, vendors, citizens, 
media, and other members of the public. 

• Similar to others who engage with the city on social media, as an elected or appointed official 
you should understand the City’s current guidelines for public participation, which are subject 
to change as new technology and tools emerge. 

• Public comments may be removed from City-administered social media accounts if they 
contain any one or more of the following:  

o Vulgar, physically threatening, or harassing language 
o Content that promotes, fosters, or perpetuates discrimination based on race, religion, 

gender, marital status, familial status, national origin, age, mental or physical 
disability, sexual orientation, gender identity, source of income, or other protected 
status under applicable law 
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o Inappropriate sexual content or similar links 
o Private or otherwise confidential information 
o Content that promotes illegal activity or encourages actions that may compromise 

public safety 
o Content that violates a copyright or other legal ownership interest of any other party 
o Comments not topically related to the original article or post 
o Comments in support of or opposition to political candidates, campaigns, or ballot 

measures during an election season 
o Promoting or advertising a commercial transaction, organization, or event that is not 

sponsored or in direct relationship with the City 
o Organized political activity 
o Information that may compromise the safety or security of the public or public 

systems 
 
 
 
 
Use of Personal Accounts 
As a policy-making body, councilmembers are given more latitude than City employees to publicly 
express thoughts and opinions on local issues. However, as an elected official, you should be aware of 
additional risks related to your general participation on social media.  
 
Open Meeting Law. (Reference available in Appendix A) Communications between a quorum of 
councilmembers about public business, no matter the forum or time, can constitute a “meeting” to 
which the Open Meeting Law applies. 
 
Therefore, you should consider the following when using personal social media accounts: 
 

• Remove elected titles from profiles used to identify a personal social media account, and 
clearly state how constitutes should communicate regarding public matters 

• Include an introductory statement in the profile or about section of your account that defines 
the purpose and topical scope of your page, for example: 
 

“This account is intended for personal use only. The views, postings, positions, or opinions expressed 
on this site are my own and do not represent those of the City of Maple Plain. If you are a citizen of 
Maple Plain and would like to discuss city business, please go to mapleplainmn.gov or contact me at 
[official email].” 
 

• Redirect information to official government sources and avoid making posts related to your 
official duties or governmental bodies 

• Redirect political dialogue requests to an alternative means of communication (i.e. email, 
phone, or other preferred social media account). 

• Avoid commenting on local issues where other councilmembers are also participating in 
discussion 

• Avoid making posts and/or comments on behalf of the City and/or the City Council 
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• Avoid making posts and/or comments in your official capacity as an elected or appointed 
official  

• Avoid making posts and/or comments regarding City business 
 
Minnesota Government Data Practices Act. State law defines “government data”, potentially subject 
to public disclosure, as all data collected, created, received, maintained, or disseminated by any 
government entity, regardless of its physical form, storage media, or conditions of use. Government 
data includes email, internet posting, text messages, instant messages, and other electronic 
communications 
 
Therefore, you should consider the following: 

• Hide, rather than delete, clearly inappropriate public comments on your personal or official 
social media account, if possible. In some cases, these comments may still be subject to 
verification or public disclosure in the future. When in doubt, don’t delete it.  

• Avoid responding to inappropriate comments or personal attacks on social media. If the 
commenter persists, redirect them to an alternate method of communication (i.e. email) 

• Be aware that personal social media accounts, depending on its content, may still be subject 
to the Data Practices Act.  

 
First Amendment. More constituents are posting comments on elected official’s personal pages to 
voice concerns on public issues. Once an elected official’s social media page is opened for political 
discussion, it is likely transformed into a public forum for speech and debate, instantly granting every 
user a First Amendment right to comment.  
 
Therefore, you should consider the following: 

• Limit open-ended political and City business discussions from your personal social media 
accounts and redirect dialogue requests to an alternate channel 

• When in doubt, don’t block users. Especially those with whom you have previously engaged. 
If you must, consult with legal counsel first, and then document your actions and reasons for 
blocking 

 
Posting or commenting on Non-City Public Accounts 
Elected officials may also wish to post or comment on public social media accounts maintained by 
outside individuals or groups. Because it is more difficult to distinguish whether you are posting your 
official capacity as a councilmember or as a private citizen in this scenario, you should recognize that 
your comments or posts may be seen as actions taken on behalf of the City or in your capacity as a 
City official. 
 
Therefore, in addition to complying with the guidelines above for the use of personal accounts, 
councilmembers should avoid posting or commenting on any of the following content on public social 
media groups or accounts that are not sponsored by the City:  

• Vulgar, physically threatening, or harassing language, or inappropriate sexual content or links 
• Content that promotes fosters, or perpetuates discrimination on the basis of race, religion, 

gender, marital status, national origin, age, mental or physical disability, sexual orientation, 
gender identity, source of income, or other protected status under applicable law 
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• Private or otherwise confidential information 
• Information that may compromise the safety or security of the public or public systems 

 
Use of Official Accounts 
If you choose to create a social media account to engage with constituents, the best practice is to 
keep this account distinct and separate from other personal accounts that you maintain.  
 
Elected officials increasingly use social media for reelection purposes as well. However, mixing 
campaign and constituent communications from the same account could put you at risk for violating 
laws that prohibit using government resources for political purposes.  
 
Therefore, you should consider the following: 

• Make it official – Your account profile, descriptions, and photo should clearly indicate your 
position as a member of the Maple Plain City Council and your intent to use the account as a 
way of communicating with constituents 

• Your account is a public forum – Your engagement with the public on social media as an 
elected official establishes your platform as a limited public forum, which affords users the 
right to comment on the content you publish. It also means that any speech restrictions or 
censorship is subject to strict scrutiny, and First Amendment activities generally may not be 
prohibited. So, when in doubt, don’t delete it 

• Prohibited content is defined by City policy – For consistency, consider managing prohibited 
content on your accounts in the same way City-administered accounts are managed 

• Campaign separately – Councilmembers in office should not use City administered or funded 
social media accounts for electioneering. It's equivalent to campaigning from the dais during 
a public meeting, which may violate state law 

• Seek guidance – If you are unsure about publishing certain content, or feel you are justified in 
the removal of content, involve the City Administrator and/or the City Attorney before making 
a decision  

 

Violation of Policy 
This policy is not meant to circumvent or bypass any of the other processes, policies, or laws that 
apply to the City Council. Social media activity and conduct by Council members should not only 
comply with these policy terms but all other processes, policies, and laws that may apply as well. 
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ROBERTS RULES CHEAT SHEET 
 

To: You say: Interrupt 
Speaker 

Second 
Needed 

Debatable Amendable Vote 
Needed 

Adjourn "I move that we adjourn" No Yes No No Majority 
Recess "I move that we recess until…" No Yes No Yes Majority 
Complain about noise, room 
temp., etc. 

"Point of privilege" Yes No No No Chair 
Decides 

Suspend further consideration of 
something 

"I move that we table it" No Yes No No Majority 

End debate "I move the previous question" No Yes No No 2/3 
Postpone consideration of 
something 

"I move we postpone this matter 
until…" 

No Yes Yes Yes Majority 

Amend a motion "I move that this motion be amended 
by…" 

No Yes Yes Yes Majority 

Introduce business (a primary 
motion) 

"I move that…" No Yes Yes Yes Majority 

The above listed motions and points are listed in established order of precedence. When any one of them is pending, you may not introduce another that 
is listed below, but you may introduce another that is listed above it. 
 
To: You say: Interrupt 

Speaker 
Second 
Needed 

Debatable Amendable Vote Needed 

Object to procedure or 
personal affront 

"Point of order" Yes No No No Chair decides 

Request information "Point of information" Yes No No No None 
Ask for vote by actual count 
to verify voice vote 

"I call for a division of the house" Must be done 
before new 
motion 

No No No None unless 
someone 
objects 

Object to considering some 
undiplomatic or improper 
matter 

"I object to consideration of this 
question" 

Yes No No No 2/3 

Take up matter previously 
tabled 

"I move we take from the table…" Yes Yes No No Majority 

Reconsider something 
already disposed of 

"I move we now (or later) reconsider 
our action relative to…" 

Yes Yes Only if original 
motion was 
debatable 

No Majority 

Consider something out of its 
scheduled order 

"I move we suspend the rules and 
consider…" 

No Yes No No 2/3 

Vote on a ruling by the Chair "I appeal the Chair’s decision" Yes Yes Yes No Majority 
The motions, points and proposals listed above have no established order of preference; any of them may be introduced at any time except when meeting 
is considering one of the top three matters listed from the first chart (Motion to Adjourn, Recess or Point of Privilege).  
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PROCEDURE FOR HANDLING A MAIN MOTION 
 
 

NOTE:  Nothing goes to discussion without a motion being on the floor.  
 
Obtaining and assigning the floor 
 
A member raises hand when no one else has the floor  

• The chair recognizes the member by name 
 
How the Motion is Brought Before the Assembly 
 

• The member makes the motion: I move that (or "to") ... and resumes his seat. 
• Another member seconds the motion: I second the motion or I second it or second. 
• The chair states the motion: It is moved and seconded that ... Are you ready for the 

question? 
 
Consideration of the Motion 
 

1. Members can debate the motion.  
2. Before speaking in debate, members obtain the floor. 
3. The maker of the motion has first right to the floor if he claims it properly 
4. Debate must be confined to the merits of the motion.  
5. Debate can be closed only by order of the assembly (2/3 vote) or by the chair if no 

one seeks the floor for further debate.  
 

The chair puts the motion to a vote 
 

1. The chair asks: Are you ready for the question? If no one rises to claim the floor, the 
chair proceeds to take the vote.  

2. The chair says: The question is on the adoption of the motion that ... As many as 
are in favor, say ‘Aye’. (Pause for response.) Those opposed, say 'Nay'. (Pause for 
response.)   Those abstained please say ‘Aye’. 

 
The chair announces the result of the vote. 
 

1. The ayes have it, the motion carries, and ... (indicating the effect of the vote) or  
2. The nays have it and the motion fails  
 

WHEN DEBATING YOUR MOTIONS 
 

1. Listen to the other side 
2. Focus on issues, not personalities 
3. Avoid questioning motives 
4. Be polite 
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HOW TO ACCOMPLISH WHAT YOU WANT TO DO IN MEETINGS 
 

 
MAIN MOTION 
 
You want to propose a new idea or action for the group. 

• After recognition, make a main motion. 
• Member: "Madame  Chairman, I move that _________." 

 
AMENDING A MOTION 
 
You want to change some of the wording that is being discussed. 

• After recognition, "Madame  Chairman, I move that the motion be amended by 
adding the following words ________." 

• After recognition, "Madame  Chairman, I move that the motion be amended by 
striking out the following words ________." 

• After recognition, "Madame  Chairman, I move that the motion be amended by 
striking out the following words, _________, and adding in their place the following 
words ________." 

 
REFER TO A COMMITTEE 
 
You feel that an idea or proposal being discussed needs more study and investigation. 

• After recognition, "Madame  Chairman, I move that the question be referred to a 
committee made up of members Smith, Jones and Brown." 

 
POSTPONE DEFINITELY 
 
You want the membership to have more time to consider the question under discussion 
and you want to postpone it to a definite time or day, and have it come up for further 
consideration. 

• After recognition, "Madame Chairman, I move to postpone the question until 
________." 

 
PREVIOUS QUESTION 
 
You think discussion has gone on for too long and you want to stop discussion and vote. 

• After recognition, "Madam President, I move the previous question." 
 
LIMIT DEBATE 
 
You think discussion is getting long, but you want to give a reasonable length of time for 
consideration of the question. 

• After recognition, "Madam President, I move to limit discussion to two minutes per 
speaker." 
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POSTPONE INDEFINITELY 
 
You want to kill a motion that is being discussed. 

• After recognition, "Madam Moderator, I move to postpone the question indefinitely." 
 
POSTPONE INDEFINITELY 
 
You are against a motion just proposed and want to learn who is for and who is against the 
motion. 

• After recognition, "Madame  President, I move to postpone the motion indefinitely." 
 
RECESS 
 
You want to take a break for a while. 

• After recognition, "Madame  Moderator, I move to recess for ten minutes." 
 
ADJOURNMENT 
 
You want the meeting to end. 

• After recognition, "Madame  Chairman, I move to adjourn." 
 
PERMISSION TO WITHDRAW A MOTION 
 
You have made a motion and after discussion, are sorry you made it. 

• After recognition, "Madam President, I ask permission to withdraw my motion." 
 
CALL FOR ORDERS OF THE DAY 
 
At the beginning of the meeting, the agenda was adopted. The chairman is not following 
the order of the approved agenda. 

• Without recognition, "Call for orders of the day." 
 
SUSPENDING THE RULES 
 
The agenda has been approved and as the meeting progressed, it became obvious that an 
item you are interested in will not come up before adjournment. 

• After recognition, "Madam Chairman, I move to suspend the rules and move item 5 
to position 2." 

 
POINT OF PERSONAL PRIVILEGE 
 
The noise outside the meeting has become so great that you are having trouble hearing. 

• Without recognition, "Point of personal privilege." 
• Chairman: "State your point." 
• Member: "There is too much noise, I can't hear." 
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COMMITTEE OF THE WHOLE 
 
You are going to propose a question that is likely to be controversial and you feel that 
some of the members will try to kill it by various maneuvers. Also you want to keep out 
visitors and the press. 

• After recognition, "Madame  Chairman, I move that we go into a committee of the 
whole." 

 
POINT OF ORDER 
 
It is obvious that the meeting is not following proper rules. 

• Without recognition, "I rise to a point of order," or "Point of order." 
 
POINT OF INFORMATION 
 
You are wondering about some of the facts under discussion, such as the balance in the 
treasury when expenditures are being discussed. 

• Without recognition, "Point of information." 
 
POINT OF PARLIAMENTARY INQUIRY 
 
You are confused about some of the parliamentary rules. 

• Without recognition, "Point of parliamentary inquiry." 
 
APPEAL FROM THE DECISION OF THE CHAIR 
 
Without recognition, "I appeal from the decision of the chair." 
 
 

Rule Classification and Requirements 
 
Class of Rule Requirements to Adopt Requirements to Suspend 
Charter Adopted by majority vote or 

as proved by law or 
governing authority  

Cannot be suspended 

Bylaws Adopted by membership Cannot be suspended 
Special Rules of Order Previous notice & 2/3 vote, 

or a majority of entire 
membership 

2/3 Vote 

Standing Rules Majority vote Can be suspended for 
session by majority vote 
during a meeting 

Modified Roberts Rules of 
Order 

Adopted in bylaws 2/3 vote 
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