Robert’s Rules of Order

Agendas
The meeting agenda is a listing of the usual order of business with particular items added for discussion.  Many times the format for the agenda is adopted by an ordinance and is found in a MTAS prepared code in Chapter 1 of Title 1 of the code book.  If your municipality has not adopted an order of business and has adopted a version of Robert’s Rules of Order, then the order of business is:
1) Reading and Approval of Minutes

2) Reports of Officers, Boards and Standing Committees

3) Reports of Special (Select or Ad Hoc) Committees

4) Special Orders

5) Unfinished Business and General Orders

6) New Business 


Once an agenda has been adopted, it takes a 2/3 majority vote to change it.  However, many smaller cities do not formally adopt the agenda.  Instead, the common practice is to distribute an agenda and accompanying documents before the meeting for review.  According to Robert’s Rules of Order Newly Revised the agenda is not binding unless it is formally adopted.  
To change the agenda, including adding items to it, when it has been formally adopted requires a motion to suspend the rules.  An example of this motion is:  “I move to suspend the rules and to hear the first reading on ordinance number 1234 at this time since Ms. Doe is here to speak on this issue and she needs to leave shortly for another appointment.”  Similar wording can be used to add an item to the agenda; however, beware that adding agenda items may violate the state’s open meeting laws since the public will not be adequately notified of the subject up for discussion.
� Robert’s Rules of Order. 10th edition. § 41, p. 342.








