HOW TO MAKE A MOTION
(From “Rules of Order in Brief)

What is a motion . ..
A motion is a formal proposal by a member, in a meeting, that the group take
certain action.

A main motion is one whose introduction brings business before an assembly.
There should be no debate on a matter before a motion regarding it has been
made. Only one main motion may be before the assembly for action at a time.

How you get to speak at a meeting . ..
You stand up immediately after the previous speaker has finished and call out
“Madam President or Chair.” The president or chair designates you as the next
speaker, or recognizes you, normally by calling out your name.

When you are authorized to speak in this way, you are said to have the floor.
When finished, you sit down, and thus yield the floor.

How a motion gets before a group . ..
How to Make a Motion:
To make a main motion, after obtaining the floor you simply say, “I move

that...” and then clearly describe the proposal. It is important to say precisely
what the words of the motion are to be. Each motion has to be written down in
the minutes.

“Seconding” a Motion:
When one member has made a main motion, it must be seconded in order to be
considered by the group. If there is no second, the motion is not put before the
group for discussion or decision.

To second a motion, you call out “Second!” You may remain seated, and you do
not have to be recognized by the president or chair to second a motion.

The President or Chair “States” the Question:
When a motion has been moved and seconded, the president or chair then states
the question on the motion. To “state” a motion, the president or chair simply
says, “It is moved and seconded that” and then repeats the exact words in which
the motion was made.

How the group considers a motion . . .
Debate on the Motion:
When a main motion has been stated by the president or chair, it is said to be
pending or “on the floor.” It is then before the group for debate and action.
Debate means discussion on the merits of the question — that is, whether the
proposed action should or should not be taken. OVER




Right after stating the question on a motion, the president or chair turns toward
the maker of the motion to see if he or she wishes to be assigned the floor.

During debate, there are also certain other motions that you may make relating
to the main motion’s consideration, or, in some cases, interrupting its
consideration. These are called secondary motions. The most common secondary
motion that relates to a pending motion is a motion to Amend it.

The President or Chair “Puts” the Question
When no one else seeks recognition to debate, the president or chair may ask,
“Are you ready for the question?” This means, “Is everyone in the group ready

to vote on the proposal immediately, or does anyone first want to speak about it,
or offer amendments or other motions related to it? Then — if there is still no
effort to get the floor for further debate — the president or chair stands and puts
the question to a vote.

To do so, the president or chair begins by saying, “The question is on the
adoption of the motion that...” and then repeats the exact wording of the
motion to be voted on.

The simplest and most common type of voting is the voice vote. The president or
chair says, “Those in favor of the motion, say aye.” Those in support, remain
seated, then call out “aye.” The president or chair then says, “Those opposed,
say no.” The opponents, also seated, call out, “no.” The president or chair judges
whether more people called out “aye” or “no” and, based on this judgment,
proceeds to announce the result of the vote.

The President or Chair Announces the Result of the Vote
When the voting is complete, the president or chair announces the result. Each

announcement has four parts:
- reporting which side “has it”;
- declaring that the motion is adopted or lost;
- indicating the effect of the vote, if needed or appropriate; and
- announcing the next item of business, when applicable.



