
roberts rules of order cheat sheet for
nonprofits
roberts rules of order cheat sheet for nonprofits is an essential guide for nonprofit
organizations aiming to conduct meetings efficiently and democratically. This
comprehensive overview distills the core principles and procedures of Robert’s Rules of
Order, tailored specifically for nonprofit boards and committees. Understanding these
parliamentary procedures helps organizations maintain order, ensure fair participation, and
make decisions effectively. This article provides a detailed cheat sheet covering motions,
voting processes, meeting structure, and common practices within nonprofit settings. The
goal is to equip nonprofit leaders and members with practical knowledge to facilitate
smooth, orderly meetings aligned with established parliamentary standards. Below is a
table of contents outlining the key sections covered in this guide.
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Understanding Robert’s Rules of Order
Robert’s Rules of Order is a widely accepted manual of parliamentary procedure that helps
groups conduct meetings in an organized and democratic manner. For nonprofits, adhering
to these rules ensures that all members have a voice and that decisions are made fairly and
efficiently. The system provides a framework for proposing, debating, and voting on
motions, while maintaining decorum throughout the meeting. This understanding is critical
for nonprofits because it prevents confusion, resolves disputes, and promotes transparency
in governance.

Purpose and Importance
The primary purpose of Robert’s Rules of Order is to facilitate orderly meetings by
establishing clear procedures for discussion and decision-making. For nonprofit
organizations, this is especially important as it supports accountability and inclusiveness
among board members and stakeholders. By following these rules, nonprofits can avoid
misunderstandings and ensure that meetings are productive and legally sound.



Key Principles
The fundamental principles of Robert’s Rules include majority rule, equal rights for all
members, the right of the minority to be heard, and the obligation to abide by the
assembly’s decisions. These principles help balance power dynamics and maintain fairness
during meetings.

Basic Meeting Structure for Nonprofits
Nonprofit meetings typically follow a structured agenda guided by Robert’s Rules of Order
to keep discussions on track and facilitate effective decision-making. Understanding the
basic flow of a meeting is essential for board members and officers.

Typical Agenda Components
A well-organized nonprofit meeting generally includes the following agenda items:

Call to Order

Approval of Minutes from Previous Meeting

Reports from Officers and Committees

Unfinished Business

New Business

Announcements

Adjournment

Following this structure helps maintain order and ensures that all necessary topics are
addressed systematically.

Role of the Chair
The chairperson plays a critical role in managing the meeting by enforcing rules,
recognizing speakers, and facilitating motions and votes. Their impartiality and familiarity
with Robert’s Rules are vital for smooth meeting operations.

Common Motions and Their Use
Motions are formal proposals by members to take specific actions or express opinions
during meetings. Understanding the types of motions and their correct usage is a key



aspect of the Robert’s Rules of Order cheat sheet for nonprofits.

Main Motions
Main motions introduce new business or proposals for the assembly to consider. They
require a second, are debatable, and usually require a majority vote for adoption.

Subsidiary Motions
Subsidiary motions modify or dispose of the main motion and include motions such as:

Amend – to change a motion’s wording

Lay on the Table – to temporarily suspend consideration

Previous Question – to end debate and proceed to vote

Postpone Definitely – to delay consideration to a specific time

Privileged Motions
These motions address urgent matters unrelated to the current business, such as:

Adjourn – to end the meeting

Recess – to take a short break

Voting Procedures and Types
Voting is the mechanism by which nonprofit members make decisions. Robert’s Rules of
Order outlines several voting methods to accommodate different situations and ensure
fairness.

Common Voting Methods
The most frequently used voting methods in nonprofit meetings include:

Voice Vote (Aye/Nay)

Show of Hands



Roll Call Vote

Ballot Vote (Secret Vote)

Each method serves a purpose depending on the sensitivity and formality of the issue being
decided.

Majority and Other Voting Thresholds
Typically, a majority vote (more than half of the votes cast) is required to pass motions.
However, some actions may require a two-thirds majority or a unanimous vote as specified
in the nonprofit’s bylaws or Robert’s Rules. Understanding these thresholds is crucial for
compliance and legitimacy.

Roles and Responsibilities in Meetings
Effective use of Robert’s Rules in nonprofits depends on clearly defined roles for meeting
participants. Each role carries specific duties that contribute to orderly and productive
meetings.

Chairperson
The chairperson presides over the meeting, ensures adherence to the rules, recognizes
speakers, and manages motions and voting processes.

Secretary
The secretary records minutes, tracks attendance, and documents official actions, providing
an accurate record for future reference.

Members
Members participate by making motions, debating, and voting. They must follow procedural
rules and respect the chair’s authority to maintain order.

Tips for Effective Meeting Management
Utilizing a Robert’s Rules of Order cheat sheet for nonprofits is most effective when
combined with practical strategies for meeting management. These tips help boards and
committees conduct meetings that are efficient and inclusive.



Preparation and Distribution of Agenda
Distributing an agenda in advance allows members to prepare for discussions and motions,
which streamlines the meeting process.

Encouraging Participation
The chair should foster an environment where all members feel comfortable contributing,
ensuring diverse perspectives are heard.

Time Management
Allocating specific time frames for agenda items and motions helps prevent meetings from
running over and keeps discussions focused.

Use of a Cheat Sheet
Having a concise Robert’s Rules of Order cheat sheet available during meetings assists
members and officers in quickly referencing procedures, reducing confusion and delays.

Frequently Asked Questions

What is a Roberts Rules of Order cheat sheet for
nonprofits?
A Roberts Rules of Order cheat sheet for nonprofits is a simplified guide that outlines the
key procedures and rules from Roberts Rules of Order tailored specifically for nonprofit
organizations to conduct effective and orderly meetings.

Why should nonprofits use Roberts Rules of Order?
Nonprofits use Roberts Rules of Order to ensure meetings are fair, organized, and efficient,
helping all members have a chance to participate and decisions to be made democratically.

What are the most important motions included in a
Roberts Rules of Order cheat sheet for nonprofits?
Important motions typically include main motions, subsidiary motions (like amend, refer,
postpone), privileged motions (like adjourn, recess), and incidental motions (like point of
order), which help manage the flow of nonprofit meetings.



How can a cheat sheet help nonprofit board members
during meetings?
A cheat sheet provides quick reference to meeting procedures, helping board members
follow proper protocol, make correct motions, and understand voting rules, thereby
improving meeting efficiency and reducing confusion.

Are Roberts Rules of Order mandatory for all nonprofit
meetings?
Roberts Rules of Order are not mandatory but are widely recommended for nonprofit
meetings because they provide a clear, structured process to conduct business and resolve
disputes fairly.

What key sections should a nonprofit include in a
Roberts Rules of Order cheat sheet?
A nonprofit's cheat sheet should include sections on agenda layout, how to make and
second motions, voting procedures, handling amendments, common motions definitions,
and tips for meeting decorum.

Can a Roberts Rules of Order cheat sheet be
customized for different nonprofit organizations?
Yes, cheat sheets can and should be customized to fit the specific needs, size, and
complexity of each nonprofit to ensure relevance and ease of use during their meetings.

Where can nonprofits find a reliable Roberts Rules of
Order cheat sheet?
Nonprofits can find reliable cheat sheets from official Roberts Rules resources, nonprofit
support organizations, educational websites, or by creating their own based on the latest
edition of Roberts Rules of Order.

Additional Resources
1. Robert’s Rules of Order for Nonprofits: A Practical Cheat Sheet
This book offers a concise and practical guide to using Robert’s Rules of Order specifically
tailored for nonprofit organizations. It breaks down complex parliamentary procedures into
easy-to-understand steps, ideal for board members and volunteers. Readers will find quick-
reference charts and tips to conduct efficient and orderly meetings.

2. The Nonprofit Board Member’s Guide to Robert’s Rules of Order
Designed for nonprofit board members, this guide explains how to apply Robert’s Rules of
Order in a nonprofit setting. It focuses on common meeting scenarios, motions, and voting
procedures to ensure smooth governance. The book also includes a handy cheat sheet for



quick consultation during meetings.

3. Mastering Robert’s Rules: A Nonprofit Leader’s Quick Reference
This quick reference guide simplifies the essentials of Robert’s Rules of Order for nonprofit
leaders. It highlights the most important rules and procedures to keep meetings productive
and democratic. Perfect for busy executives who need a straightforward resource without
wading through complex legal jargon.

4. Robert’s Rules Cheat Sheet for Nonprofit Committees
Tailored for committee members within nonprofits, this cheat sheet distills key
parliamentary rules to help committees operate effectively. It covers motions, debate
protocols, and voting in a clear and accessible format. The book is a handy tool for ensuring
committee meetings run smoothly and decisions are properly recorded.

5. Efficient Meetings for Nonprofits: Robert’s Rules Simplified
This book focuses on making nonprofit meetings more efficient by applying simplified
Robert’s Rules of Order. It offers strategies to avoid common pitfalls and keep discussions
on track. With practical examples, it helps nonprofit leaders foster engagement while
maintaining order.

6. Parliamentary Procedure Made Easy for Nonprofit Boards
Aimed at nonprofit boards, this book demystifies parliamentary procedure with easy-to-
follow explanations. It includes a compact cheat sheet and sample motions relevant to
nonprofit governance. The guide helps boards conduct fair, transparent, and legally sound
meetings.

7. Quick Guide to Robert’s Rules for Nonprofit Volunteers
This quick guide is perfect for volunteers new to nonprofit meetings, offering a
straightforward introduction to Robert’s Rules of Order. It emphasizes what volunteers need
to know to participate confidently and effectively. The cheat sheet format ensures essential
procedures are always at hand.

8. The Essential Robert’s Rules Handbook for Nonprofits
This comprehensive handbook covers the foundational aspects of Robert’s Rules tailored to
nonprofit organizations. It includes detailed sections on motions, elections, and meeting
roles, complemented by cheat sheets for quick reference. The book serves as both a
learning tool and a meeting companion.

9. Nonprofit Meeting Mastery: Using Robert’s Rules of Order with Confidence
This guide empowers nonprofit leaders and members to master meeting management
using Robert’s Rules of Order. It combines theory with practical tips and cheat sheets to
boost confidence and effectiveness in meetings. Readers will learn how to handle disputes,
motions, and voting with ease.
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