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Roberts Rules of Order Cheat Sheet 2021: Your Quick Guide to Parliamentary Procedure

roberts rules of order cheat sheet 2021 is an essential tool for anyone involved in meetings, especially those
who want to keep discussions organized, fair, and efficient. Whether you’re part of a nonprofit board, a
community group, or a corporate team, understanding the basics of Robert’s Rules can transform chaotic
meetings into productive sessions. This cheat sheet distills the most important points from the 2021 edition
of Robert’s Rules of Order Newly Revised (RONR), making it easier to navigate motions, debates, and
voting procedures without flipping through a hefty manual.

If you’ve ever felt overwhelmed by parliamentary jargon or unsure how to properly make a motion,
second a proposal, or handle amendments, this guide will clarify those concepts. Let’s dive into the
essentials of Robert’s Rules of Order and see how this cheat sheet can help you run or participate in
meetings with confidence.

What Are Robert’s Rules of Order?

Robert’s Rules of Order is a widely adopted manual that outlines standardized procedures for conducting
meetings and making group decisions democratically. Originally created by Henry Martyn Robert in the
late 19th century, the rules have been updated multiple times, with the 12th edition released in 2020 and
widely referenced in 2021. The purpose of these rules is to ensure everyone has a fair chance to speak,
motions are handled systematically, and decisions are made in an orderly fashion.

Understanding Robert’s Rules can benefit organizations large and small by reducing confusion, preventing
conflicts, and promoting efficient decision-making. However, the official manual spans hundreds of pages,
which is why cheat sheets or quick reference guides are invaluable for everyday use.

Key Elements of the Roberts Rules of Order Cheat Sheet 2021

1. Types of Motions

One of the fundamental parts of Robert’s Rules is understanding motions—the proposals that members
bring forward to take action. The cheat sheet breaks down motions into these categories:



Main Motions: Introduce new business or propose actions for the group.

Subsidiary Motions: Modify, delay, or dispose of the main motion (e.g., amend, postpone).

Privileged Motions: Urgent matters unrelated to the current business, like adjourning or calling for a
recess.

Incidental Motions: Questions arising out of other motions, such as points of order or requests for
information.

Knowing the hierarchy and order of motions helps members navigate discussions smoothly and understand
when and how to speak or vote.

2. How to Make and Handle Motions Efficiently

According to the cheat sheet, the process of handling motions follows a clear sequence to maintain order:

Member makes a motion: States the motion clearly, e.g., “I move that we allocate funds for the new1.
project.”

Another member seconds the motion: Shows at least two people want to discuss the motion.2.

The chair states the motion: Announces it to the group for debate.3.

Members debate: Discussion ensues, with members speaking one at a time.4.

Vote is taken: The chair calls for a vote and announces the result.5.

This structure ensures transparency and fairness in decision-making, which is why the cheat sheet
highlights each step clearly and succinctly.

3. Speaking and Debate Rules

Meetings can easily become disorganized if everyone talks at once or dominates the floor. The 2021 cheat
sheet reminds members to:



Wait for the chair’s recognition before speaking.

Address remarks to the chair, not to other members.

Stick to the topic at hand without personal attacks.

Limit speaking time if necessary, often to two or three minutes per person.

These guidelines promote respectful and productive dialogue, enabling meetings to move forward without
unnecessary conflict.

Voting Procedures Simplified

Voting is the culmination of the decision-making process, and Robert’s Rules provide multiple methods
depending on the situation. The cheat sheet 2021 outlines the most common voting techniques:

Voice Vote: Members say “aye” or “no,” and the chair judges the majority by sound.

Show of Hands or Standing Vote: Visual confirmation when voice votes are unclear.

Roll Call Vote: Each member’s vote is recorded individually.

Ballot Vote: Secret written votes, often used for elections or sensitive matters.

Understanding when and how to use these voting methods helps ensure the group’s decisions are valid and
accepted by all.

Tips for Using the Roberts Rules of Order Cheat Sheet 2021
Effectively

While the cheat sheet condenses many complex rules into a handy format, here are some practical tips to
get the most out of it:



Keep It Accessible During Meetings

Having a printed or digital copy of the cheat sheet at hand can be a lifesaver during meetings. It allows
chairs and members to quickly verify procedures without disrupting the flow.

Foster a Culture of Respect for the Rules

Encourage all participants to familiarize themselves with basic Robert’s Rules concepts. When everyone
understands the process, meetings become more democratic, and frustration decreases.

Use the Cheat Sheet as a Training Tool

New members or chairs can benefit from reviewing the cheat sheet before meetings. This can reduce
procedural errors and boost confidence in running or attending meetings.

Adapt to Your Group’s Needs

While Robert’s Rules provide a solid framework, some organizations modify procedures to fit their specific
context. The cheat sheet can serve as a foundation to build from, ensuring flexibility without losing order.

Common Challenges and How the Cheat Sheet Helps

Many groups struggle with lengthy meetings, unclear motions, or confusion over who can speak. The
cheat sheet 2021 addresses these by summarizing:

- How to properly introduce and amend motions.
- The priority of different types of motions to avoid confusion.
- Clear guidelines for when to end debate and proceed to voting.
- Procedures for handling points of order or procedural questions.

By having these essentials at your fingertips, you can resolve disputes quickly and keep meetings moving
productively.



Why the 2021 Edition Matters

The 2021 version of the Robert’s Rules of Order cheat sheet incorporates updates from the 12th edition of
RONR, reflecting modern meeting practices and clarifications. Some notable improvements include:

- Simplified language for easier understanding.
- Better guidance on electronic meetings and remote participation.
- Clarifications on voting thresholds and member rights.

These updates ensure that the cheat sheet remains relevant in today’s increasingly digital and diverse
meeting environments.

---

Mastering Robert’s Rules of Order doesn’t have to be intimidating. With a well-crafted cheat sheet like the
2021 version, anyone can participate confidently in meetings, contribute effectively, and help their group
make fair and timely decisions. Whether you’re chairing a meeting or just a member eager to understand
the process, this quick reference is your key to smoother, more organized gatherings.

Frequently Asked Questions

What is a 'Roberts Rules of Order Cheat Sheet 2021'?
A Roberts Rules of Order Cheat Sheet 2021 is a concise reference guide summarizing key procedures and
rules from the latest edition of Robert's Rules of Order, helping users conduct meetings efficiently and
correctly.

What are the most important motions included in the Roberts Rules of
Order Cheat Sheet 2021?
The cheat sheet typically highlights key motions such as Main Motion, Adjourn, Lay on the Table,
Previous Question, Amend, and Point of Order, which are essential for managing meeting discussions and
decisions.

How can a Roberts Rules of Order Cheat Sheet 2021 improve meeting
efficiency?
By providing quick access to procedural rules and common motions, the cheat sheet helps meeting
participants and chairs make informed decisions rapidly, reducing confusion and keeping meetings
organized and on track.



Where can I find a reliable Roberts Rules of Order Cheat Sheet 2021?
Reliable cheat sheets can be found on official Robert's Rules websites, educational organization pages, or
through reputable sources like nonprofit governance groups and meeting facilitation experts.

Has anything changed in the 2021 update of Robert's Rules that is
reflected in the cheat sheet?
The 2021 updates to Robert's Rules include clarifications and modernizations of certain procedural aspects,
and the cheat sheet reflects these changes by incorporating updated terminology and streamlined processes
for clarity and ease of use.

Additional Resources

Mastering Meeting Efficiency: A Deep Dive into Roberts Rules
of Order Cheat Sheet 2021

roberts rules of order cheat sheet 2021 has become an essential reference for organizations, clubs, and
committees aiming to streamline their meetings and foster democratic decision-making. As the most
widely used parliamentary authority in the United States and beyond, Robert's Rules of Order provides a
structured framework for conducting meetings efficiently, ensuring fairness and order. However, the full
manual can be dense and intimidating, leading many meeting participants and leaders to seek concise,
practical guides—commonly known as cheat sheets—to navigate key procedures promptly.

This article explores the relevance, structure, and utility of the Roberts Rules of Order cheat sheet as
updated in 2021. By analyzing its core components, updates, and practical implications, we aim to provide
an insightful overview that helps organizations effectively implement parliamentary procedures without
getting bogged down by complexity.

Understanding the Role of a Roberts Rules of Order Cheat Sheet

The original Roberts Rules of Order, first published in 1876 by Henry Martyn Robert, has undergone
numerous revisions to address evolving group dynamics and meeting needs. The 2021 edition, known as
the 12th edition, incorporates contemporary changes reflecting modern organizational practices. Despite the
thoroughness of the full text, many users find themselves overwhelmed by the volume of procedural
details, motions, and voting protocols.



This is where a cheat sheet becomes invaluable. A Roberts Rules of Order cheat sheet 2021 distills the
essential elements into a concise, accessible format. It typically outlines fundamental motions, rules for
debate, voting procedures, and meeting roles. The cheat sheet acts as a quick-reference tool that supports
chairpersons, secretaries, and members during live meetings, helping to avoid procedural errors and
maintain decorum.

Key Features of the 2021 Cheat Sheet

The 2021 iteration of Roberts Rules of Order cheat sheets reflects several notable enhancements and
clarifications, aligned with the official 12th edition manual:

Updated Motion Classifications: The cheat sheet categorizes motions into main, subsidiary, privileged,
and incidental motions, providing clear guidance on precedence and handling.

Voting Methods Simplified: It highlights the various voting methods such as voice, rising, ballot, and
roll call votes, explaining when each is appropriate.

Clarification on Debate Rules: New emphasis on time limits for debate and the number of speeches
allowed per member, reflecting modern meeting efficiency standards.

Role of the Chairperson: Enhanced instructions for chairpersons on maintaining order, recognizing
speakers, and ruling on motions.

Common Procedural Scenarios: The cheat sheet includes quick guides on handling points of order,
appeals, and motions to reconsider or rescind.

These features make the 2021 cheat sheet a practical aide for both novices and experienced
parliamentarians.

Comparing the 2021 Cheat Sheet to Previous Versions

While the fundamental principles of Robert’s Rules remain consistent, the 2021 cheat sheet introduces
refinements designed to address feedback from decades of practical application. Compared to earlier cheat
sheets, the latest version is more user-friendly and incorporates digital-friendly formats suitable for virtual
meetings—a growing trend in the post-pandemic era.

For example, earlier cheat sheets sometimes lacked clear guidance on how to conduct meetings via video



conferencing platforms. The 2021 updates provide recommendations for adapting motions, voting, and
debate procedures to virtual environments, reflecting the increasing prevalence of remote meetings.

Additionally, the 2021 cheat sheet pays more attention to inclusivity and fairness, reinforcing the
importance of equal speaking opportunities and respectful discourse. This contributes to a more democratic
and transparent meeting environment, which is crucial for diverse organizations.

Pros and Cons of Using a Roberts Rules of Order Cheat Sheet

Like any tool, the Roberts Rules of Order cheat sheet 2021 has advantages and limitations that organizations
should consider.

Pros:

Enhances meeting efficiency by providing quick access to essential procedures.

Reduces confusion and errors during meetings, particularly for less experienced members.

Supports chairpersons in maintaining order and fairness.

Facilitates remote or hybrid meetings with updated procedural adaptations.

Encourages consistent application of the rules across different meetings.

Cons:

May oversimplify complex scenarios that require deeper understanding of the full manual.

Reliance on cheat sheets might discourage members from fully learning parliamentary
procedure.

Variations in cheat sheet formats can cause inconsistency if multiple versions are in use.

Despite these considerations, the cheat sheet remains an indispensable resource for many organizations.



Practical Tips for Implementing the Roberts Rules of Order
Cheat Sheet 2021

To maximize the benefits of the cheat sheet, organizations should consider the following strategies:

1. Tailor the Cheat Sheet to Your Organization’s Needs

Different groups have varying meeting cultures and procedural preferences. Customizing the cheat sheet
to highlight motions and rules most relevant to your organization can improve usability and relevance.

2. Train Members and Leadership

Providing training sessions on how to use the cheat sheet effectively ensures that all participants
understand its purpose and can apply it during meetings. This fosters confidence and consistency.

3. Use Digital Versions During Meetings

The 2021 cheat sheet is often available in digital formats, which can be displayed on screens or accessed on
mobile devices during meetings. This allows quick reference without interrupting the flow.

4. Complement with the Full Manual for Complex Issues

While the cheat sheet is excellent for day-to-day use, more intricate procedural questions should still refer
to the comprehensive Roberts Rules of Order manual to ensure accuracy.

Conclusion: The Evolving Utility of Roberts Rules of Order
Cheat Sheet 2021

As organizations continue to embrace structured and equitable meeting practices, the Roberts Rules of
Order cheat sheet 2021 emerges as a critical tool to demystify parliamentary procedure. Its concise yet
thorough approach reflects both tradition and modernization, catering to the practical needs of today's
diverse meeting environments. Whether for nonprofit boards, corporate committees, or community



groups, this cheat sheet provides a pragmatic balance between procedural rigor and accessibility, helping
meetings run smoothly and democratically.
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