
 

African American Heritage Commission 

 

Operational Process 

for 

Conducting Business 
 

Agendas 

 Agenda items are decided by the staff liaison and board chair two weeks before the 

meeting date. Any board member may propose an agenda item as long as it is within this 

timeframe and is addressed to the board chair. 

 

 Agendas will be posted on the website and emailed to board members one week before 

the meeting date.  

 

 Approved minutes will be posted on the website and given to City Council within a week 

of the meeting. 

 

Correspondence 
The designated board support staff person maintains board contact information and the official 

email distribution list. Any changes in contact information should be conveyed to him/her as 

soon as possible. Board members are free to communicate with each other at any time, but 

cannot take action on an item outside of meetings. 

 

Board Representation and endorsement. 

Any community events or activities requesting board support, representation or endorsement will 

follow the protocol for placing items on the agenda outline above. 

 

If the timing of the event doesn’t allow sufficient time for the full board to review the Board 

Chair will have the sole discretion to approve or disapprove the request.   

 

Meeting Guidelines 

In an effort to keep the meeting agenda within the allotted time the following will be the time 

limits for public comments: 

 Presenters have up to ten minutes to complete a presentation. 

 Presentations are limited to agenda items with presentation materials provided prior to the 

meeting by City staff, applicants, or organized opposition. 

 Individuals have up to three minutes to speak to the board. A person representing a group 

of three of more persons present in the chamber (not including the speaker) has up to ten 

minutes to address the board. 

 Public comment period for any item may not exceed one hour. Additional information 

may be provided in hard copy and/or written form. 

 Motions may only be made for items marked on the agenda with “action required” 
 

 

 

 

 

 

 



 
 

 

 

 

Rules for Boards & Commissions 

 

The City has established rules to govern the actions and structure of its boards. Please see the document 

“City of Asheville Rules for Boards & Commissions” for a full list, but some rules to note include: 

 Appointees to boards and commissions shall be residents of the City of Asheville, unless 

otherwise specified or provided for by law, ordinance, or Council action establishing said board 

or commission, or in the rules or by laws of said board or commission, if approved by Council. 

 A term of service on all City boards shall be three years or less, unless otherwise provided by law. 

 A length of service on all boards and commissions shall be limited to two full successive terms 

(plus any unexpired term to which a member is appointed). 

 Appointees to boards and commissions are expected to attend all meetings possible. Any 

appointee who fails to attend at least 75% of the regularly scheduled meetings of a board or 

commission within a twelve (12) month period, may be removed.   

 No board member who is not present at a meeting shall be allowed to vote by proxy. 

 The board will comply with open meeting laws, including notice of meetings. 

 In order to conduct official business at a regular or special meeting, a quorum of the board must 

be present.  In the absence of a rule, by-law, or statute providing otherwise, a quorum is more 

than half of the members of the board, not counting vacant seats.   

 No member of a board shall participate in the discussion or vote on any item involving their own 

official conduct or financial interest. 



 

 

Robert Rules of Order 

Four Types of Votes 

In Favor: You support the motion 

Against: You do not support the motion 

Present: You agree with the majority 

Abstain: You have a stake in the outcome or you do not have enough information. 

 

How to Present a Motion 

1. Obtain the Floor 

a. Wait until the speaker is finished, raise your hand, and wait to be recognized. 

b. Once recognized, rise and address the chair. 

c. The chair will recognize you. 

2. Make Your Motion 

a. Speak clearly and concisely. 

b. State your motion affirmatively. Say, “I move to…” 

c. Avoid personalities and stay on the subject. 

3. Wait for a Second 

a. The chair will call for a second. 

b. Another member will call “I second the motion.” 

c. If there is no second, your motion will not be considered. 

4. The Chair Restates Your Motion 

a. The chairperson must say, “It has been moved and seconded that we…” 

b. After this happens, debate or voting can occur. 

c. Your motion is now “assembly property,” and you cannot change it without the 

consent of the representatives. 

5. Expand on Your Motion 

a. Mover is allowed to speak first. 

b. Be concise. 

c. You may speak again after all other speakers are finished. 

6. Voting 

a. After debate, the chair will say, “We are now in a vote on…” 

b. The only thing that is allowed during a vote is point of order, division, privilege, roll 

call vote, or ballot vote. 

c. The chair will either ask for a show of hands or a voice vote. 

 

 Address all remarks to the person conducting the meeting. 

 Try to make all argumentation to the immediately pending motion. 

 Use the process of amending to improve flaws in a motion. Merely criticizing details of a 

proposal is counteractive and waste of time. 

 Always say, “I move to…” and never, “I motion to…” 

 Watch out for “friendly” amendments. They should only be used for spelling and 

grammatical errors. If a friendly amendment is made to correct a spelling or grammatical 

error and it appears to be uncontroversial, the chair should ask if there is any objection. With 

no objection, the chair may declare the amendment adopted. However, if there is an 

objection, the matter must be debated and voted. 

 



 

 

 

 

 

To Do This 
You Say 

This 

May You 

Interrupt the 

speaker? 

Must You 

Be 

Seconded? 

Is the 

Motion 

Debatable? 

Is the Motion 

Amendable? 
What Vote is 

required? 

Adjourn the 

meeting 
I move that 

we adjourn. 
No Yes No No Majority 

Have a recess 
I move that 

we recess 

until… 
No Yes No Yes Majority 

Complain about 

noise, talking, 

etc. 
Privilege! Yes No No No None 

End debate 
I move to 

end debate. 
No Yes No No 2/3 

Pospone a 

decision 
I move to 

table… 
No Yes Yes Yes Majority 

Have something 

researched more 

I move to 

send to 

committee 
No Yes Yes Yes Majority 

Amend a motion 

I move to 

amend the 

motion to 

say… 

No Yes Yes Yes Majority 

Introduce 

business 
I move 

that… 
No Yes Yes Yes Majority 

Object to 

procedure 
Point of 

order 
Yes No No No 

None, Chair 

decides 
Request/ Give 

information 
Point of 

information 
Yes No No No 

None, Chair 

decides 
Take up a 

matter 

previously 

tabled 

I move we 

take… 

from the 

table 

No Yes No No Majority 

Have everyone 

vote separately 

and with reason 
Division No No No No 

No, unless 

someone 

objects 

Vote on the 

ruling of the 

chair 

I appeal 

from the 

chair’s 

decision 

Yes Yes Yes No Majority 

Suspend rules 
I move to 

suspend 

rules for… 
No Yes No No 2/3 

Avoid 

considering a 

matter 
Objection Yes No No No 2/3 

 










