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The Ten Basic RulesThe Ten Basic Rules  
 

1.   The rights of the organization supersede the rights 
of the individual members. 

 
2.   All members have equal rights, privileges, and obli-

gations.  Everyone has the right to be heard. 
 Those rights are… 

 To attend meetings 

 To make motions and speak 

 To know what the immediately pending question is and to have it restat-
ed before a roll call vote is taken.  

 To full and free discussion of every main motion.  

 To nominate. 

 To vote.  

 To hold office. 
 

3. A quorum as defined by the board/Committee by-
laws must be present for business to be conducted. 

 The chairman should not take the chair until a quorum is present, or 
there is not a prospect of there being a quorum.  

 The only business that can be transacted in the absence of a quorum is to 
take measures to obtain a quorum, or to adjourn. 

 

4. A majority decides a question except when basic 
rights of members are involved, or a rule provides 
otherwise.  

 A 2/3 vote is required for any motion that deprives a member of rights in 
any way (i.e., cutting off debate).  

 

5.    Silence gives consent. 
 Those members that do NOT vote AGREE to go along with the decision 

of the majority by their silence. 

 

Robert’s Rules  
of Order 
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6. An impartial chairperson must be present.  
 The chairperson allows everyone to voice their opinions, and en-

sures everyone is seen, heard, and considered.  
        
         

7. Only one item of business at a time may be con-
sidered, and only one person may have the floor 
at any one time.  

 This gives the chance for a full and fair discussion, dissuades topic 
tangents, and maintain order.    

 Motions must be related to matters under consideration. 

 Once a member has been “recognized” this individual has been 
granted “the floor” and may not be interrupted by another member.  

 
8.   Motions must receive full debate. 

 The meeting chair may not put a motion to vote if members wish to 
debate it. 

 Ending the debate can only be cut short by a 2/3rds vote. 

                  
9.   Once a decision is made, an identical motion 

may not be brought forward at the same meet-
ing. 

 Such a motion shall be ruled out of order by the meeting chair. 

  
10. Personal remarks in a debate are ALWAYS out 

of order.  
 Debate should be directed to motions.   

 Debate should NOT be directed to motives, principles, or personali-
ties.  
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Keep it simple…. 

Motions and Voting  
 Any voting member may make a motion. 
 Another voting member must “second” the motion. 
 A motion must be placed prior to being discussed 
 Positive (action) motions are permitted, negative motions 

are NOT permitted. 
 Following discussion, the Board/Committee Chair must call 

for a roll call vote for the motion on the table 
 Use motions properly.  
 Allow motions that are in order. 
 Have Members obtain the floor properly. 
 Speak clearly and concisely. 
 Obey the rules of debate. 
 Most importantly, BE COURTEOUS. 
 

 

Making a Motion 
1. A Member obtains the floor and makes a motion. To make 

a motion:  “I move that …” or   “I move to …” 
2. Must be seconded by another member.    

- A second implies that the motion should be discussed by the body – the person 
who seconds does not necessarily support the motion itself. 

3. The chair restates the motion:  “It is moved and seconded 
that …. Are there any questions?” 

4. The members debate and discuss the motion. 
- The person who makes the motion has the first right to speak to the motion. 

5. After the debate, the chair puts the motion to a vote . 
6. Roll Call Vote 
7. After the vote is tallied, the chair announces the results.  

Motions 
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Classes of Motions 
1. Main Motion 

2. Subsidiary Motion 

3. Incidental Motion 

4. Privileged Motion 

Main Motions       
 A motion is a formal proposal that the entire membership 

act on or stand on an issue.  
- Any individual member can: move a motion, second a motion, amend motions, 

debate motions, and vote on motions. 

 A motion contains: 
Who: the maker of the motion 
What: the action to be taken  
Example: “I Move to adopt Staff Report FZC-00-00 as 
Findings of Fact”  

 Introduce items to the membership for their consideration.   
 They cannot be made when any other motion is on the 

floor.  
 It takes precedence of nothing, and it yields to all privi-

leged, subsidiary, and incidental motions.  

Secondary Motions 
 A secondary motion: 

- Takes precedence over a main motion. 
- Is considered while the main motion is pending. 
- Must be acted upon prior to addressing the main motion. 

 
 Three types of secondary motions:  

1. Subsidiary Motion 
2. Incidental Motion 
3. Privileged Motion   
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Secondary Motions - Subsidiary  
 Subsidiary motions change or affect how a main motion is han-

dled.  
- They are voted on before a main motion.  

 
Examples of Subsidiary motions (in order of precedence): 

Lay on the Table – To end consideration of the main motion 
and any pending subsidiary motions.   
Postpone – Including postponing definitely, or postponing 
to a different time, to delay the consideration of the main 
motion and any pending subsidiary motions.  
Postpone Indefinitely –to “Kill” a motion.  This allows you to 
stop any conversation around the main motion and to stop 
the vote on it.  Technically it’s not postponed; the considera-
tion of it is cancelled altogether.  
Amend - to change or alter the main motion before voting 
on it.  

Secondary Motions - Incidental Motions 
 Incidental motions provide a means of questioning procedure 

concerning other motions and have priority.   
- They are used as “housekeeping”.  
- They take precedence over main motions, subsidiary mo-

tions, and any pending question.  
- They yield to privileged motions, and generally to the motion 

to lay on the table.  
- These are undebatable motions.  

 
Examples of Incidental Motions: 

Point of Order – pointing out a breach in assembly rules. 
Appeal the decision of the Chair – disagreeing with the 
Chair’s ruling. 
Suspend the Rules – Temporarily set aside the rules of the 
assembly.  
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Motions that Require 
a Majority Vote 

 

 Main Motion  
 Adjournment  
 Amend 
 Recess 
 Postpone Definitely 
 Lay on the Table 

Motions that Require 
a 2/3 Vote 

 

 Previous Question 
 Suspend The Rules 
 Limit Or Extend Debate 

Secondary Motions - Privileged  
 Privileged motions bring up urgent items about special or 

important matters unrelated to pending business.   
- They should be allowed to interrupt the consideration of 

anything else. 
- They are not debatable. 

 

Examples of Privileged Motions:  

Point of personal privilege – a motion welfare-related: It’s too 
loud, too hot, too cold, or uncomfortable. Does not require a 
second.  
Point of Order – pointing out a breach in assembly rules. Does 
not require a second.  
Point of Information – you need to share additional infor-
mation to help the Board/Committee make a fully informed 
decision before voting. Does not require a second. 
Point of Inquiry – a motion to ask a question for clarity. Does 
not require a second. 
Call for the orders of the day -– a motion to enforce the agen-
da. i.e., A member of the Board/Committee is discussing 
something unrelated to the main motion. Does not require a 
second. 
Amend – a motion to alter or change a motion before it’s vot-
ed on. Requires a second.  
Recess – a motion to take a short break before continuing. 
Requires a second.  
Adjourn – a motion to end a meeting immediately. Requires a 
second.  
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The Basics 
 A board/committee must have a quorum, as defined in the by-

laws, to conduct a meeting. 
 If a quorum is discussing county business then it constitutes as a 

meeting and must be an open meeting, have appropriate public 
notification, and provide minutes and/or legal documentation of 
the meeting. 

 Each board/committee will meet when there is county business 
to be discussed at the place and time designated by board.  

County Business 
• Meetings will be posted on the Planning and Zoning Website 

once a deadline has passed and we have county business that 
will need to be reviewed by the appropriate board/committee.  
Deadlines for applications that determine said meetings can be 
found on the planning website. 

• When there is a file to be reviewed by a board or committee, the 
planning board secretary will provide the information that has 
been received, to each board/committee member at the mailing 
address provided, approximately two weeks prior to the meet-
ing date. 

• Two weeks prior to a Board of Adjustment or a Planning Board 
meeting, information for items on the agenda will be posted on 
the website.  (i.e. staff reports, applications, and other supple-
mental information). 

Meetings 

MCA 02-03-202  Meeting defined. As used in this part, "meeting" means the 
convening of a quorum of the constituent membership of a public agency 
or association described in 2-3-203, whether corporal or by means of elec-
tronic equipment, to hear, discuss, or act upon a matter over which the 
agency has supervision, control, jurisdiction, or advisory power. 
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 No emailing about county business that will be heard at a 
meeting per the County Attorneys.  All discussion is public 
record.  If need be, County Attorneys can sequester all com-
munications related to county files.  

 Discussion  should stay on topic according to the agenda.  
 In order to run a clean meeting, there should be no round 

table discussion with members of the public.  The board 
should ask questions if needed [i.e. applicants or specific 
members] but not an open dialogue. 

 No private side board discussion.  All discussion must be 
able to be heard by the members of the public and the offi-
cial record (the recording).  Microphones need to be used 
when present. 

 At a public hearing, participants should stick to facts and 
not emotions.  

 Decisions should meet criteria of enforceable regulatory 
documents.  Documents that the county is not a party to, 
including CCR’s, architect review committees, Home Owner 
Associations, etc., shall not be considered in the decision by 
the applicable board/committee. 

 Sub-Committees and Ad-Hoc Committees must follow the 
SAME guidelines set in the bylaws. 

Role and Duties of the Presiding Officer 

 To call the meeting to order at the scheduled time 
 To announce the business that is to come before the body 
 To recognize members who wish to speak 
 To state and put to vote all questions that come before the body 
 To be familiar with parliamentary usage and set the example of 

strict conformity To expedite business in an orderly manner 
 To protect the “minority” from any disruptive behavior from the 

majority 
 To expedite business in an orderly manner.  
 To declare the meeting adjourned   
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RUNNING A MEETING 

(BASIC GUIDELINES) 
A.   Call to order and Roll Call 
B.   Recite the Pledge of Allegiance 
C.   Approval of Previous Minutes 
D.   Public Comment (regarding anything that is 

not on the current agenda) 
E. Disclosure of any board conflict 

of interests (with items on the agenda) 

F.    Public Hearings (as listed on the agenda) 

 1. Reading of the public notice for   
the hearing by chair.  

 2.  Staff Report 
    a.  Board Questions (for staff) 
 3.  Applicant Presentation 
   a.  Board Questions (for Applicant) 
 4.  Agency Comments 
 5.  Public Comment in favor or in 

opposition of the application (ask 
people to line up at the podium if they wish to speak 
and have them state their name and address for the 
record.) 

  a. Close public comment portion 



 

 

RUNNING A MEETING 

 

 6.     Applicant Rebuttal 
7.     Staff Rebuttal (after applicant rebuttal) 

 8.     Board Questions 
9.     Motion to adopt the Finding of 

Facts. 
a. Board Discussion 

10. Roll call to 
adopt 
Finding of 
Facts 

11. Main motion 
to 
recommend approval/
denial of file (To approve/deny if BOA).   

a. Board Discussion 
12.  Roll call to 

recommend approval/denial of 
file (To approve/deny if BOA). 

G. Old Business 
H. New Business 
I.   Motion to Adjourn and 

Adjournment 

 

 

 



 

 

Notification and Public Notice 
 Public must have proper notification of anything that consti-

tutes a meeting, where a quorum is present, and county 

business is being discussed.  

 Please refer to your bylaws as to what is required.  

 If the Planning and Zoning Office does not have County busi-

ness to be reviewed, the board/committee shall NOT meet.  

 The Planning and Zoning Office needs at least 48 hours (or 2 
business days) to provide proper notice for all meetings.  As 
a courtesy, we request at least 5 business days notice. Agen-
das can be emailed to:        

planning.zoning@flathead.mt.gov 
 
 

Agendas 
 Preparing an agenda in advance will allow everyone in-

volved in the meeting to know what they can expect when 

walking in.   

 An agenda is useful, as it will save the meeting from going off

-course.  

 Agendas are road maps for the board, telling them what 

business is coming before them.   

 Agendas are road maps for the public, telling them what 
business will be conducted before the board/committee.  

Agendas 
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Minutes 
MCA 02-03-212 

The Basics 
 Minutes need to be informative and easy to navigate for whatever 

the reader needs to know six months from now.  
 Minutes do not contain interjected personal comments or 

someone’s opinion about what happened.  
 Create a minute template.  You should add all the relevant infor-

mation that doesn’t change such as the board/committee name.  
You can also prefill the standard running order.  Then you can 
simply drop items from the agenda into the template ahead of the 
next meeting.  This way your documents will be consistent and 
look professional with minimum effort.   

 Simple organization of the facts and use of unpretentious language 
are the best attributes you can give your minutes.  

 The board/committee shall keep minutes of its proceedings, show-
ing the vote of each member upon each motion and shall keep rec-
ords of its examinations and other official actions, all of which shall 
be immediately filed in the planning and zoning office and shall be 
public record. 

 If an audio recording of a meeting is made and designated as offi-
cial, the recording constitutes as the official record of the 
meeting, but a written record of the meeting must also be made 
available for inspection. A log or time stamp for each main agenda 
item is also required (MCA 02-03-212). 

 It is helpful to have a designated person to take the minutes.   
Please inform the Planning and Zoning Office of who that might be so that 
they can be in communication, should they have any questions. 

 During a public hearing, any persons giving a testimony needs to 
state their name and address for the record.  This information 
needs to be recorded in the minutes.  

 The minutes should also state which board/committee members 
were in attendance.   

 Sub-Committees and Ad-Hoc Committees need to complete 
minutes and send them in to the Planning and Zoning Office as well. 
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VERY IMPORTANT! 

 Submit draft minutes within 10 business days of  the date 
of  the board/committee’s meeting to have on file for 

public upon request. 

 Submit approved minutes to be posted to the Flathead 
County website.  

 Submit to:  planning.zoning@flathead.mt.gov 

What should be in the minutes? 
MCA 02-30-212 

 

 The kind of meeting (i.e. regular, special, annual) 
 The name of the organization 
 Date/time/location of the meeting  
 List of attendance (including roll call) 
 A mention of whether the previous meetings’ minutes were read 

and approved & the date of that meeting.  
 Name and address of any person giving public testimony.  
 Brief description of the substance of all matters proposed, dis-

cussed, or decided.  
 Recording of all motions 

- Who was the motion moved by. 
- Who seconded the motion. 
- Results of the roll call vote 

 Time of adjournment 
 
 

Minutes are a record of what was done at 
a meeting, not a record of what was said.   

[RONR (10TH ED.), P. 451, 25-28; see also p. 146 RONR In Brief.] 
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Notes….. 
 



 

 

Notes….. 



 

 

Looking for additional information? 
Much of the information can be found on our website!      

https://flathead.mt.gov/department-directory/planning-zoning 

 

Under Meetings & Boards you can find: 
 Calendar — for upcoming meetings and agendas 
 Meeting Information— information on  files that will be re-

viewed by Board of Adjustment/Planning Board (posted 2 weeks 
prior to meetings) 

 Current board/committee  members  along with minutes and 
agendas (after they have been approved and received) 

 Helpful Information for Board and Committee Members 

Under Documents you can find: 
 Regulations 
 Fees and Deadlines 
 Applications 
 Plans 
 Brochures 
 Forms 

Under USEFUL LINKS you can find: 
 City Planning information and links 
 Floodplain documents 
 State of Montana Documents 

For board/committee questions  and 
communication please contact: 

Planning and Zoning Office 
 Board Secretary 
(406) 751-8200 

planning.zoning@flathead.mt.gov 
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