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July 31, 2016 

STRUCTURE COMMITTEE’S GUIDE TO PROCEDURES FOR THE ANNUAL BUSINESS MEETINg 
 

The RCA Standing Rules for the Annual Meetings cover the procedures for the RCA annual business meeting. This guide 
summarizes these procedures, which are a major simplification of those in Roberts’ Rules of Order. Exceptions adopted 
by the Fellowship have both simplified our procedures and made them consistent with RCA’s Ten Concepts of Service.  
The Standing Rules were approved by the Fellowship on May 5, 2013. As authorized in the rules, the Structure Commit-
tee has reformatted and edited the rules without substantive changes, first edit in October 2014 and second edit in July 
2016. As a result, the length of the Standing Rules has been greatly reduced to its present thirteen pages. Reference and 
historical information has been moved to a Supplement to the Standing Rules. 

 
GENERAL PRINCIPLES: 

   
1. Unique Process: RCA’s uses a unique process of comb-

ing the votes of those groups present at the ABM with 
the votes of those groups voting by mail.  

2. This process ensures that decisions made at annual busi-
ness meetings reflect the collective group conscience of 
the entire Fellowship—not just the views of those pre-
sent at the business meeting. Typically only about 14% 
of the member groups are represented at the ABM. 

3. The Standing Rules are consistent with the RCA Con-
cepts of Service. 

4.  Key are Concept 1 and part d of Concept 12:  
•  Concept 1 states: “Final responsibility and ultimate 

authority for RCA world services should always re-
side in the collective conscience of our whole Fellow-
ship.” 

•  Concept 12d states: “All important decisions are 
reached by discussion, vote, and wherever possible by 
substantial unanimity.”  

5. Concepts 1 and 12d identify three fundamental princi-
ples: 
• Decisions of our whole Fellowship. 
• Decisions reached by discussion. 
•  Decisions reached by vote with substantial unanimity 

required. 
6. RCA’s unique process gives as many member groups as 

possible the opportunity to participate in Fellowship de-
cision-making. 

7. In our unique process, primary reliance is placed on 
written discussion. 

8. Our by-mail-voting procedures require that sufficient 
written information be provided to all member groups so 
that they may fully understand the issues to be decided. 

9. The size of RCA’s membership precludes using the  
procedures used by other 12-step fellowships that have 
quorum requirements typically 60% or greater and dele-
gates elected to attend weeklong business meetings. 

 
PROCEDURES FOR VOTING ON BY-MAIL PROPOSALS 

 
1.  Quorum: At least ten percent of the member groups 

must have delegate couples present at the ABM includ-
ing those holding proxies from other groups, with a limit 
of one proxy held by each delegate couple. 

2.  Substantial Unanimity: Changes to the Bylaws require 
a 75% majority, while amendments to the Standing 
Rules require a two-thirds majority. Other Fellowship 
approved rules require two-thirds majorities. 

3.  Non-Delegate RCA Members: A non-delegate RCA 
member may fully participate except for voting.  

4.  Recognition: An attendee wishing to speak should raise 
a hand or stand to seek recognition.  

5.  Formality: Formality serves an important spiritual pur-
pose: it helps to focus the proceedings on principles ra-
ther than personalities. 

6.  No Procedural Motions: During the voting on the bal-
lot proposals, no procedural motions are permitted. But 
parliamentary inquiries may be made by making a point 
of order or a request for information. 

7.  Policy Proposals: Prior to the vote on a policy proposal 
the assembly may consider the majority needed for pas-
sage. 

8. Safety Guidelines: Read the RCA safety guidelines for 
a business meeting. 

9. Decorum in Debate: Avoid personalities, and under no 
circumstances may the motives of a member be attacked 
or questioned. 

10.  Sequence of Voting on the Ballot Proposals 
• The proposal is read in its entirety. If lengthy, a sum-

mary is read either by consent or by vote. 
• Next questions seeking clarification may be asked. 

Comments for or against are not permitted. 
• If requested, debate follows with three pro and three 

con, for no more than three minutes each. 
• A vote is taken combining local, remote, and by mail 

votes 
• The results are announced, and the next proposal on 

the ballot is considered. 
11.  Special provisions are included for alternative pro-

posals on the same topic. 
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PROCEDURES FOR NEW BUSINESS 
  

1.  Order of New Business: Order in which matters sched-
uled for consideration should be based on urgency and 
importance. If a vote required to set the order, a simple 
majority is required. Informal discussion may be held.  

2.  Limitations on Actions Taken: Actions that may be 
taken are limited by requirement to give all Groups the 
opportunity to participate in Fellowship decisions. 

3.  Types of Proposals: Four types of proposals may be 
considered: 
(1)  A matter may be referred to an appropriate commit-

tee and/or the Board for further consideration.  
(2)  A recommendation or request may be made to the 

Board of Trustees to take a specified action. 
(3)  A proposal may be made to place a matter on a by-

mail ballot. There are three options:  
•  Send proposal out for ranking with other submit-

ted proposals. This preferred option allows the 
entire Fellowship the opportunity to determine the 
importance of the proposal. 

•  The proposal is required to be sent out to the en-
tire Fellowship on the by-mail ballot for the next 
business meeting. The reason for selecting this 
option must be identified. 

• The proposal to be included on a special by-mail 
ballot. Because of the added burden placed on the 
Fellowship during the upcoming year, this option 
should be reserved for special situations. Reason 
for selecting this option must be identified. 
 

(4)  Subject to limitations, a proposal may be made that 
is intended to take effect immediately on adoption. 
A proposal of this type is intended for an emergency 
situation requiring immediate action at the ABM. 

4. Limitations on Motions to Have Immediate Effect: 
•  For a motion to have immediate effect, it must pass 

by a two-thirds majority. 
•  Emergency justifying motion should address a matter 

that is outside of the authority of the Board. 
•  Not permitted to amend Bylaws, Special Rules, or 

Standing Rules or to amend a proposal previously 
passed on a by-mail ballot. 

•  Not permitted if outside scope of notice provided by 
ABM ballot issues unless one-third quorum exists. 

5.  Voting Sequence for Motions: 
•  Written copy of motion should be provided. 
•  Motion must be seconded. 
•  If the proposal lacks sufficient detail, a procedural 

motion for informal discussion may be appropriate. 
•  Questions to clarify may be asked, but comments for 

or against are not permitted. 
•  Once the proposal is clear or clarified, amendments 

and procedural motions can be offered. 
•  If requested, debate is three pro and three con, up to 

three minutes each. 
•  After close of debate, votes of those present locally 

are combined with votes of those present remotely. 
 

CHART OF MOTIONS MAINLY APPLICABLE TO NEW BUSINESS 

MOTION 
SECOND 

REQUIRED DEBATABLE 
CAN BE 

AMENDED VOTE 

Procedural  
Motions 

(in order of rank) 

1.  To table (to deal with an urgent matter) Yes No No Majority 

2.  To close debate Yes No No Two-thirds 

3.  To limit or extend debate Yes No Yes Two-thirds 

4.  To refer to a committee and/or the Board Yes Yes Yes Majority 

5.  To consider informally Yes Yes Yes Majority 

Substantive  
Motions 

(in order of rank) 

6.  Amend the amendment Yes Yes Yes Majority 

7.  To amend Yes Yes Yes Majority 

8.   Main Motion Yes Yes Yes Majority 

Other 
Procedural  

Motions 

  Suspend the rules (limitations on use) Yes No No Two-thirds 

  Reconsideration (limitations on use) Yes Limited No Majority 

Other 
Substantive  

Motions 
 Amend or rescind previously adopted  
 proposal. (limitations on use) Yes Yes Yes 

Majority 
(with notice) 
Two-thirds 
(w/o notice) 

 


