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use Parliamentary Procedure to  
Run effective Association Meetings
by Jim Slaughter, Esq.

There are more than 320,000 community associations in the United 
States, according to the Community Associations Institute. Think of 
all the membership, board, and committee meetings that take place! 
Since statutes and governing documents often require such meetings 
to follow certain rules, it’s important for managers and board mem-
bers to know about parliamentary procedure, which, when used prop-
erly, can also serve to streamline meetings and make association life 
easier and more productive for everyone.

What is Parliamentary Procedure?
“Parliamentary procedure” includes everything that goes into run-
ning legal and effective meetings, including:
 ■ Giving proper notice of the meeting to members;
 ■ Waiting until enough members show up before starting the meet-
ing; and
 ■ Discussing and voting on issues at the meeting.

f e a t u r e

(continued on p. 2)

Enforcing Condo’s Minimum Lease  
Term Restriction

Q Our condominium’s documents state that members can rent 
their units for a one-month minimum. Some members believe 

if they rent for one or two weeks in a month, and they don’t rent for 
the rest of the month, they’re complying with the documents. But 
the board and I feel that this is “cheating” the system and renders 
the restriction—which was put into place because short-term rent-
ers seemed to be less serious about respecting members and our 
building—useless. Can we stop members from renting for less than a 
month?

A Yes. Minimum lease term restrictions are common because 
many condominiums want to avoid having the “hotel-like” 

atmosphere that comes with short and frequent rentals. In fact, in 

(continued on p. 6)
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Court: Responsibility to Pay 
Assessments not excusable
Illinois homeowners who are unhappy about 
their community association cannot stop 
paying their assessments, according to a 
recent Illinois Supreme Court ruling—a deci-
sion applauded by the Community Associa-
tion Institute (CAI) and its members.

 In 2010, a Highland Park association 
sued a homeowner who refused to pay her 
assessments because she claimed that the 
association didn’t repair a leaking roof that 
damaged her condo. The court ruled in favor 
of the association. But that ruling was over-
turned by an appeals court, a decision that 
was troublesome to association experts 
who said that if a single owner could refuse 
to pay assessments based on a disagree-
ment with the association, the ability to gov-
ern and fund expenses would be threatened.

 CAI’s Illinois chapter assisted with the 
appeal to the Illinois Supreme Court. CAI 
Chief Executive Officer Tom Skiba, CAE, 
said in a statement that CAI was eager to 
support this landmark decision. Skiba noted 
that it clarifies that an owner’s responsibility 

(continued on p. 2)



 Such requirements can be found in state statute, the association’s 
governing documents, such as bylaws, or even court decisions. It’s 
important for managers and board members to care about parlia-
mentary procedure. That’s because states often have laws that require 
associations to follow specific rules as to notice of meetings, quorum, 
voting, or even which parliamentary book governs. For instance, a 
North Carolina statute provides that “meetings of the association 
and the executive board (in HOAs and condos) shall be conducted in 
accordance with the most recent edition of Robert’s Rules of Order 
Newly Revised.” Several model acts, including the 2008 Uniform 
Common Interest Ownership Act (UCIOA) and the model Uniform 
Common Interest Owners Bill of Rights Act, have similar language.

 Even without a statutory requirement, associations often dictate 
in governing documents that a parliamentary book will be followed 
when transacting business. In addition to such legal requirements, 
proper procedure can lead to shorter and fairer meetings, so it’s worth 
knowing at least the basics.

Consider Robert’s Rules of Order
Robert’s Rules of Order is the best-known and most used of many 
books on parliamentary procedure. Some courts have even held that 
Robert’s can be relied upon in the absence of specific parliamentary 
rules. While there are lots of books with “Robert’s Rules” in the title, 
there is only one official Robert’s Rules. The current book is Robert’s 
Rules of Order Newly Revised (11th Edition), published in 2011. Each 
new edition brings changes to procedure (the 11th Edition has 120 list-
ed changes from the previous edition), so make sure that if you choose 
to use this, you’re following the latest version.

Procedure Varies According to Membership,  
Board Meetings
Rules aren’t one size fits all. Instead, rules should be like clothes—
they should fit the organization they are meant to serve. Most par-
liamentary manuals provide that board meetings and membership 
meetings are conducted differently. Large meetings must be fairly 
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to pay assessments is independent of a board’s obligation to repair and maintain 
common elements. He urged people to consider the potential ramifications if 
owners could skirt their financial obligations in cases like this.

 “What if owners withheld assessments every time they believe work wasn’t 
done—or just not completed to their satisfaction? Associations need to do their 
very best to fulfill their responsibilities, but this scenario could jeopardize the 
financial stability of many associations and pose an unfair burden on owners 
who are paying their fair share,” said Skiba. ♦

Responsibility to Pay (continued from p. 1)
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formal. However, formality can 
hinder business in smaller bodies. 
For small boards and committees, 
Robert’s recommends less formal 
rules, such as:
 ■ No seconds to motions;
 ■ No limits on debate; and
 ■ The chair can debate and 
vote.

 Smaller boards that dislike this 
informality may follow more for-
mal procedures. But even informal 
boards may choose to be more for-
mal on important or controversial 
matters to make sure things are 
handled absolutely correctly.

 So how is business handled in 
a formal meeting? In assemblies 
following formal procedure (such 
as larger membership meetings), 
no discussion should occur with-
out being preceded by a “motion” 
to take action. A motion is a for-
mal proposal for consideration 
and action. In formal meetings, 
all items of business—whether a 
proposal to spend $50,000 on the 
common area or to take a five-
minute break—are accomplished 
by proposing a motion.

 The steps for considering a 
motion are similar, regardless of 
the specific motion. The three 
steps for bringing a motion before 
an assembly are:

 Step #1: A member makes the 
motion. For most motions, a mem-
ber must seek recognition from the 
presiding officer. Once recognized, 
the member stands and makes a 
motion by saying, “I move that…” 
and stating her intention.

 Step #2: Another member sec-
onds the motion. Once made, a 
motion must be seconded by 
another member. The seconder 
does not need to be recognized 
and can simply yell out “second.” 
The purpose in requiring a sec-

ond is that an assembly should not 
waste its time discussing a matter 
unless at least two members want 
to consider it.

 Step #3: The chair states the 
question. Once a motion is made 
and seconded, the presiding officer 
repeats the motion by stating, “It is 
moved and seconded that…” and 
stating the relevant information. 
Stating the question serves two 
purposes. First, the chair can veri-
fy the wording of the motion. Sec-
ond, the motion doesn’t become 
official until stated by the chair. 
Before being stated by the chair, a 
motion belongs to its maker and 
can be withdrawn at any time. 
After being stated by the chair, a 
motion belongs to the assembly 
and must be processed with debate 
and a vote.

 Once properly before the 
assembly, a motion is considered 
in three steps: 

 Step #1: Members debate the 
motion, unless it’s undebatable.  
Several rules govern who gets to 
speak in debate:
 ■ The maker of the motion gets 
to speak first;
 ■ Anyone who has not spoken 
gets recognized before anyone who 
has already spoken;
 ■ If possible, debate alternates 
for and against the motion; and
 ■ Members can speak only 
twice to a motion.

 Step #2: Chair puts question to 
a vote. When debate ends (either 
because no one seeks the floor or 
because a motion to close debate 
is adopted), the chair repeats the 
motion by saying, “The ques-
tion is on the adoption of…” and 
states the relevant information. 
The vote can be taken by voice 
(“AYES” and “NOES”), standing, 
hand, ballot, or some other means, 

depending on legal requirements 
and the circumstances.

 Step #3: Chair announces 
vote. The last step in consider-
ing a motion is for the chair to 
announce whether the motion was 
adopted or rejected (also known as 
being “lost”).

 While the process for consid-
ering a motion may seem repeti-
tive, there is no worse situation 
in a meeting than when members 
don’t understand what is being 
discussed or voted on. A primary 
purpose of proper procedure is 
to assure that all members know 
the parliamentary situation at any 
given moment.

Formal Motion and Vote 
Aren’t Always Required
Noncontroversial matters can 
often be resolved without debate 
through “general” or “unani-
mous” consent. Using this method, 
the presiding officer asks, “Is there 
any objection to…?” and states the 
proposal. For example, “Is there 
any objection to approving the 
minutes?” If no one objects, the 
minutes are approved. If a mem-
ber objects, a formal motion and 
second are necessary. Unanimous 
consent allows an assembly to 
move quickly through non-con-
tested issues.

Which Are the Most  
used Motions?
Many motions exist in parliamen-
tary procedure (Robert’s lists 84), 
but most business can be accom-
plished through about a dozen 
motions. Here are the motions and 
their purposes:

 ✦ Main Motion—brings busi-
ness before the assembly and is 
permitted only when no other 
motion is pending.

(continued on p. 4)
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 ✦ Amendment—allows chang-
es to another motion by adding, 
deleting, or changing words.

 ✦ Refer—allows a matter to be 
sent to a smaller group to consider 
and report back.

 ✦ Postpone—delays consider-
ation of a matter.

 ✦ Limit Debate—places a limit 
on the time or number of speakers.

 ✦ Previous Question—ends 
debate immediately.

 ✦ Table—temporarily delays a 
matter when something of urgency 
arises.

 ✦ Recess—permits a short 
break.

 ✦ Adjourn—ends the meeting.

 ✦ Point of Order—calls atten-
tion to an error in procedure.

 ✦ Request for Information—
allows a member to ask a question.

 ✦ Division of the Assembly—
demands a rising (but not counted) 
vote after a voice vote.

 Each motion has detailed rules 
on when it can be introduced, 
whether it needs a second, wheth-
er it is debatable, and the vote 
required for adoption. See our 
Model Charts: Simplified Parlia-
mentary Motions Guide, for spe-
cific information about these rules.

how do Motions Work 
together?
In formal procedure, not all 
motions are in order at any given 
moment. Instead, certain motions 
must be considered ahead of other 
motions. This concept is known 
as “precedence.” The order of 
precedence from highest-ranking 
motion to lowest is as follows: 
 ■ Adjourn
 ■ Recess

 ■ Lay on the Table
 ■ Previous Question
 ■ Limit/Extend Debate
 ■ Postpone to a Certain Time
 ■ Commit
 ■ Amend
 ■ Main Motion

 There are two rules that gov-
ern precedence. First, when a 
motion is being considered, any 
motion higher on the list may be 
proposed, but no motion of lower 
precedence. Second, motions are 
considered and voted on in reverse 
order of proposal. That is, the 

motion last proposed (and highest 
on the list) is considered and decid-
ed first.

 For example, suppose the 
motion being discussed is to reno-
vate the clubhouse at a cost not to 
exceed $50,000.

 A motion is made to amend 
the motion by striking “$50,000” 
and inserting “$25,000” (which is 
in order, as the motion to Amend 
is higher on the list). Discussion 
begins on the amendment.

 A motion is made to refer the 
matter to a committee (which is in 

Parliamentary Procedure 
(continued from p. 3)

simplified Parliamentary Motions Guide
The following charts include some of the rules governing the most fre-
quently used motions in Robert’s Rules of Order Newly Revised (11th Edi-
tion). The motions in Chart 1 are listed in order of precedence. (Note 
that a motion can be introduced if it is higher on the list that the pending 
motion.) The motions in Chart 2 have no order of precedence and are 
decided immediately.

ChARt 1: Motions in oRdeR oF PReCedenCe

Motion Second? debatable? aMend? Vote?

Adjourn Yes No No  Majority

Recess Yes No Yes Majority

Table Yes No No Majority

Previous Question Yes No No 2/3

Limit Debate Yes No Yes 2/3

Postpone Yes Yes Yes Majority

Refer Yes Yes Yes Majority

Amend Yes Yes Yes Majority

Main Motion Yes Yes Yes Majority

ChARt 2: Motions thAt CAn Be deCided iMMediAtely

Motion Second? debate? aMend? Vote?

Point of Order No No No None

Appeal Yes Varies No Majority

Suspend Rules Yes No No 2/3

Division No No No None

Request for Information No No No None

M O D e l  C h a r t S
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order). Discussion begins on the 
motion to refer.

 A motion is made to postpone 
the matter until next month’s meet-
ing (which is in order).

 A member then moves to 
adjourn (which is in order). Prior 
to voting on the motion to adjourn, 
a member obtains the floor and 
moves to recess for five minutes. 
The motion to recess is out of 
order in that it is lower on the list 
than the motion to adjourn. The 
pending motions are considered in 
reverse order (from highest to low-
est). In other words, a vote is taken 
on the motion to adjourn. If the 
motion passes, the meeting ends 
and everyone goes home.

 If the motion to adjourn fails, 
the assembly considers the motion 
to postpone. If the motion to post-

pone passes, consideration of the 
matter ends in that it has been 
postponed.

 If the motion to postpone fails, 
the assembly considers the motion 
to refer. If the motion to refer 
passes, consideration of the mat-
ter ends in that it has been sent to 
committee.

 If the motion to refer fails, the 
assembly considers the motion to 
amend. The proposed amendment 
(to change the amount) will pass 
or fail.

 Finally, the assembly considers 
and votes on the main motion to 
renovate the clubhouse (either as 
originally proposed or as amend-
ed, depending on the outcome of 
the amendment). ♦

Jim Slaughter, esq . is a North Carolina 
attorney, Certified Professional Parliamen-
tarian, Professional Registered Parliamen-
tarian, and President of CAI’s College of 
Community Association Lawyers (CCAL). 
He is the author of The Complete Idiot’s 
Guide to Parliamentary Procedure Fast-
Track, and lead author of Notes and Com-
ments on Robert’s Rules, Fourth Edition, 
which received the 2013 Phifer Award from 
the National Communication Association. 
For more information about parliamentary 
procedure, resources, and Slaughter’s blog, 
visit www.jimslaughter.com.

➤  homeowners’ speculative Plans 
Couldn’t support FhA Claims

Facts: An association’s governing documents pro-
hibited the use of homes in the community for com-
mercial purposes. Two homeowners announced their 
intention to open a drug rehabilitation facility in their 
own home in the community. They asked the asso-
ciation for a reasonable accommodation, but didn’t 
specify what kind of accommodation they wanted 
and didn’t provide any supporting documentation 
that they were entitled to an accommodation.

 Without the association’s permission to open and 
operate the group rehabilitation home, the homeown-
ers nevertheless advertised the services on a billboard 
nearby and through other means. The association 
asked an Oregon trial court for a declaratory judg-
ment to enforce the covenants and restrictions pro-
hibiting commercial activities within the community, 
and an injunction enjoining the homeowners from 
operating a business on their property. The home-
owners sued the association in federal court, claiming 
that it had violated the Fair Housing Act (FHA) by 
denying their request for an accommodation.

decision: The federal court ruled in favor of the asso-
ciation and sent the case back to a state court for fur-
ther proceedings.

Reasoning: The association argued that the home-
owners lacked standing to bring their FHA claims 
because they hadn’t suffered “a distinct and palpable 
injury,” nor did they bring the claims on behalf of via-
ble tenants with a disability. The federal court point-
ed out that a plaintiff need not be the victim of the 
discrimination complained of, but must have suffered 
some “distinct and palpable injury” from the discrim-
inatory conduct. Accordingly, the homeowners could 
assert a reasonable accommodation claim on behalf 
of a person with a disability, even though they them-
selves are not disabled, but they had to show that they 
had been harmed.

 In this case, the homeowners couldn’t show a dis-
tinct and palpable injury arising from the associa-
tion’s enforcement of the governing documents. The 
homeowners argued that they would suffer finan-
cial injury if they couldn’t open the facility. And they 

(continued on p. 6)

r e C e n t  C O u r t  r u l I n g S
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alleged harm to the people who “might have 
been able to enjoy the serenity of recovery from 
their addictions in the unique setting provided 
by a cliff top house.”

 But the association presented undisputed 
evidence that the homeowners didn’t bring 
their FHA claims on behalf of an aggrieved 
party with a disability—one of the homeown-
ers even admitted that he couldn’t identify a 
single person, by name, who contacted him to 
participate in the drug rehabilitation home. 
The federal court noted that the homeowners 
hadn’t received a contract to provide housing for 
recovering addicts and their plans to establish 
a group home were merely speculative, which 
wasn’t enough to support FHA claims. ♦

•	 Fishing	 Rock	 Owners’	 Association,	 Inc.	 v.	 Roberts,	 
March 2014

Recent Court Rulings (continued from p. 5) r I S k  M a n a g e M e n t

Check Pool lifeguard’s 
Qualifications
Many associations hire lifeguards to reduce the likeli-
hood of accidents at the community pool. But if you hire 
an unqualified lifeguard, you could increase your lia-
bility for accidents. Your association can be held legal-
ly responsible if the lifeguard you hire lacks the proper 
training and somebody drowns or gets hurt in the com-
munity’s pool because of the lifeguard’s incompetence.

 To prevent accidents and avoid liability if any occur, 
require lifeguards at your community to have certain 
training, certifications, and qualifications. Use the 
checklist in our Model Form: Check Certifications, Cre-
dentials of Lifeguard Applicants as a guide for what certi-
fications and experience you should look for when hiring 
a pool lifeguard. Before using the checklist, consult state 
and local laws to see if you need to add any other require-
ments to the list. ♦

at least one state—Florida—if a 
condominium permits rentals of 
less than 30 days more than three 
times per year, the condominium 
is considered a “place of public 
lodging,” and can be subject to 
various laws pertaining to “pub-
lic accommodations,” including 
Chapter 509 of the Florida Stat-
utes, which is often referred to as 
Florida’s “hotel/motel” law, says 
Fort Myers, Fla., attorney Joseph 
E. Adams.

 Some of your members might 
feel that if the tenant stays for only 
two weeks, and no other tenants 
occupy the unit for the next two 
weeks, that’s better for the com-
munity than tenants being pres-
ent for the full 30-day rental. But 
some people believe that there’s a 
significant difference between the 

types of use that a two-week ten-
ant makes of a unit as opposed 
to a monthly tenant. “A common 
belief is that a two-week tenant is 
probably on vacation and will ‘live 
it up’ all 14 days and nights, while 
a monthly tenant may be more 
likely to act more like a resident, 
who keeps traditional hours and 
treats the property with care and 
respect,” explains Adams.

 Further, if the unit owner is 
allowed to resume occupancy for 
the remaining half of the lease, 
then the community is burdened 
with both a short-term rental 
and full occupancy for the entire 
30-day period, albeit by the owner 
for the remaining lease term—
and clearly in that case, the rental 
restriction is effectively rendered 
useless, he stresses.

 In Adams’s opinion, if an 
owner submits a proposed 
“monthly” lease, and the rent to 
be paid is clearly below market 
value, or there are other terms or 
information indicating the intent 
to actually lease for less than a 
month, your association (assum-
ing it has lease approval rights) can 
disapprove that lease as a sham 
transaction. There may be valid 
reasons for a reduced rate, so some 
investigation may need to take 
place before an official disapprov-
al is given. Be prepared that prov-
ing the lease is a sham beforehand 
might be difficult. But Adams 
has seen situations where it was 
discovered that the member was 
advertising less than monthly rent-
als on vacation Web sites. In some 
cases, “weekly” and even “daily” 

Q&A (continued from p. 1)

(continued on p. 8)
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M O D e l  f O r M

Check Certifications, Credentials of lifeguard Applicants
The information in this checklist covers the basic information that you want to know about lifeguard job 
candidates for the community pool. Remember to consult your state and local laws and also talk with the 
association attorney to make sure that you’ve taken every possible step to make the pool safe for members.

ApplicAnt’s nAme: __________________________________________________________________________________________________________________________

Address: __________________________________________________________________________________________________________________________________

tel. #: _____________________________________  cell #: _____________________________________  emAil: ___________________________________________

mAnAger’s signAture _________________________________________________________________________________________ dAte _________________________

PARt A: CeRtiFiCAtions (photocopy & attach)

❏ 1 . LiFeGuARd tRAininG

OrgAnizAtiOn issuing certificAte _____________________________________________________________ exp. dAte _____________________

❏ 2 . FiRSt Aid

OrgAnizAtiOn issuing certificAte _____________________________________________________________ exp. dAte _____________________

type Of trAining cOurse __________________________________________________________________________________________________

❏ 3 . CPR

OrgAnizAtiOn issuing certificAte _____________________________________________________________ exp. dAte _____________________

type Of trAining cOurse __________________________________________________________________________________________________

(OptiOnal:)
❏ 4 . WAteR SAFety inStRuCtoR

OrgAnizAtiOn issuing certificAte _____________________________________________________________ exp. dAte _____________________

type Of trAining cOurse __________________________________________________________________________________________________

❏ 5 . CeRtiFied PooL oPeRAtoR

OrgAnizAtiOn issuing certificAte _____________________________________________________________ exp. dAte _____________________

type Of trAining cOurse __________________________________________________________________________________________________

PARt B: WoRK eXPeRienCe

priOr emplOyer  ___________________________________________________________________________________________________________

cOntAct persOn  _____________________________________________________________________________ cOntAct dAte  _________________

did the APPLiCAnt:

❏ demOnstrAte cOmpetency in lifeguArding skills And techniques? ❏ yes ❏ nO

cOmments _____________________________________________________________________________________________________________________________

❏ AvOid Absenteeism And tArdiness? ❏ yes ❏ nO

cOmments _____________________________________________________________________________________________________________________________

❏ secure A substitute when Absent? ❏ yes ❏ nO

cOmments _____________________________________________________________________________________________________________________________

❏ hAndle emergency situAtiOns when they ArOse? ❏ yes ❏ nO

cOmments _____________________________________________________________________________________________________________________________

❏ Apply the pOOl rules And regulAtiOns with tAct And cOnsistency? ❏ yes ❏ nO

cOmments _____________________________________________________________________________________________________________________________

❏ treAt peOple in A prOfessiOnAl And cOurteOus mAnner? ❏ yes ❏ nO

cOmments _____________________________________________________________________________________________________________________________

additional coMMentS______________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

liFeGuARd sCReeninG CheCKlist
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rental rates were posted. That 
makes it easier for the association 
to disapprove an apparent sham 
lease term.

 Adams notes that it would 
be reasonable and consistent in 
a rental restriction to state that 

nobody, not even owners, can 
occupy a unit if the tenants leave 
before the lease ends. Consult 
the association’s attorney about 
whether this can be accomplished 
through a board-made rule, or 
whether a document amendment is 
required before taking any action. 
“You certainly can’t stop any ten-
ant from leaving early, but you can 

restrict the use of the unit consis-
tent with the restrictions in the 
declaration of condominium,” 
emphasizes Adams. ♦

Insider Source

Joseph e . Adams, esq .: Managing Share-
holder, Southwest Florida Offices of Becker & 
Poliakoff, P.A., Six Mile Corporate Park, 12140 
Carissa Commerce Ct., Ste. 200, Fort Myers, 
FL 33966; www.becker-poliakoff.com.

Q&A (continued from p. 6)


