
















 
 
 
 
 

 

To:  David A. Genova, General Manager and CEO 
 
From:  Rolf G. Asphaug, General Counsel 
 
Date:  November 14, 2018 – Amended Effective February 12, 2019 
 
Re:  RTD Board of Directors Customs Relating to Board Meetings 
 
 
This memorandum (1) discusses Special Rules of Order, Standing Rules, and Customs 
relating to RTD Board Meetings; and (2) sets forth RTD staff’s understanding of the 
current Customs relating to RTD Board meetings. (There are no current Special Rules of 
Order or Standing Rules adopted by the RTD Board.) Normal rules of order in the Bylaws 
can be suspended or supplemented by special rules only by a two-thirds vote, and some 
rules cannot be suspended.1 By contrast, standing rules and customs can be revised 
going forward, or modified for any particular matter, by majority vote of the Board.2 
 
This memo begins by explaining the purpose and authority for Special Rules of Order, 
Standing Rules, and Customs. The meme then discusses the differences between Special 
Rules of Order as opposed to Standing Rules and Customs. The memo then sets forth 
RTD Board Meeting Customs as currently understood by RTD staff. These Customs 
include such matters as: 
 

 Voting through RTD’s software system 
 Requesting the right to speak through RTD’s software system 
 Voting in Committee meetings by Directors attending by phone 
 Participation of RTD staff in Board and Committee discussions 
 Participation of Directors by phone in executive sessions 

 Location and authorization of public videotaping equipment 
 Time limits and other restrictions on public comments and questions 
 Recognition of retiring employees 
 What is “old” and “new” business 
 Placement of executive sessions when there are multiple Committee meetings  

 
There may be other Customs that apply to RTD Board meetings but that have simply not 
yet come to anyone’s attention. This memo will be updated as such Customs are 
identified or if and when the Board adopts any Special Rules of Order or Standing Rules. 
 

                                           
1 Robert’s Rules of Order (11th ed.) (“Robert’s Rules”), Sec. 2, p. 17. For the procedure to 

suspend rules of order, and the exceptions for which suspension is disallowed, see Robert’s 
Rules, Sec. 25, pp. 264-267. 
2 Robert’s Rules, Sec. 2, pp. 18-19. 
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A. Introduction: Definitions, purposes, and authority for Special Rules of 
Order, Standing Rules, and Customs 

 
Special Rules of Order, Standing Rules, and Customs do not replace the RTD Bylaws 
themselves, any provisions set forth in Robert’s Rules of Order, or any statutory 
requirements such as laws governing executive sessions. Instead, RTD’s Board Bylaws 
state: 
 

“The current edition of Robert’s Rules of Order, newly revised, shall govern 
parliamentary procedure for the Board and its Committees except as herein provided 
or as otherwise provided by law.”3  

 
Robert’s Rules recognizes that neither it nor an organization’s bylaws can address all 
procedures that are used for meetings. Robert’s Rules therefore recognizes the roles of 
“special rules of order,” “standing rules” and “customs” in filling gaps not covered by an 
organization’s bylaws or Robert’s Rules.4 (Robert’s 11th ed., pp. 18-19). 
 

1. Special Rules of Order 
 
Robert’s Rules explains Special Rules of Order as follows: 
 

“The term rules of order refers to written rules of parliamentary procedure formally 
adopted by … an organization. … The usual and preferable method … is … to place 
in its bylaws a provision prescribing that the current edition of a specified and 
generally accepted manual of parliamentary law shall be the organization’s 
parliamentary authority, and then to adopt only such special rules of order as it finds 
needed to supplement or modify rules contained in that manual.”5 
 

Robert’s Rules notes that when, as with RTD, a source such as Robert’s Rules is 
identified as the parliamentary authority “except as herein provided or as otherwise 
provided by law,” a special rule of order cannot supersede anything within Robert’s 
Rules except by a two-thirds vote.6 Certain rules of order can never be superseded – 
such as fundamental principles of parliamentary law7 – but others can be suspended for 
a particular matter by a two-thirds vote. 
 
Unanimous consent is a good way to save time by suspending the rules, effectively 
creating a one-time special rule. For example, a member may “ask unanimous consent 
to suspend the rules” to adopt some non-controversial resolutions before proceeding to 

                                           
3 RTD Bylaws, Art. XIII (11/29/2016). 
4 Robert’s Rules, Sec. 2, pp. 15-19. 
5 Robert’s Rules, Sec. 2, p. 15. 
6 Robert’s Rules, Sec. 2, p. 17; and Sec. 25, pp. 260-267. 
7 Examples of such fundamental principles includes the rule that allows only one question to be 
considered at a time (note, however, that this rule does allow unanimous consent agendas); and 

rules giving the right to vote to a nonmember or an absentee member. Robert’s Rules, Sec. 25, 
p. 263. The basic rights of individual members can also not be suspended except through 

disciplinary action. Robert’s Rules, Sec. 25, p. 264. 
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another matter, and in doing so “can briefly give sufficient information to enable the 
members to vote intelligibly on his undebatable motion.”8 If anyone objects, a formal 
motion to suspend the rules is taken up. 
 

2. Standing Rules  
 

Robert’s Rules explains Standing Rules as follows: 
 

“Standing rules … are rules (1) which are related to the details of the administration 
of a society rather than to parliamentary procedure, and (2) which can be adopted 
or changed upon the same conditions as any ordinary act of the society. An example 
of such a rule might be one setting the hour at which meetings are to begin, or one 
relating to the maintenance of a guest register. Standing rules generally are … 
adopted … individually if and when the need arises. A standing rule can be adopted 
by a majority vote … provided that it does not conflict with or amend any existing 
rule or act of the society.”9   

 
RTD currently has no Board-adopted Standing Rules: i.e., rules relating to details of 
administration of its meetings rather than to parliamentary procedure, adopted by the 
Board through motion and majority vote. Instead, RTD’s Bylaws are detailed in 
prescribing certain administrative requirements. 
 

3. Customs 
 
Robert’s Rules describes Customs as follows: 
 

“In some organizations, a particular practice may sometimes come to be followed as 
a matter of established custom so that it is treated practically as if it were prescribed 
by a rule. If there is no contrary provision in the parliamentary authority or written 
rules of the organization, the established custom should be adhered to unless the 
assembly, by a majority vote, agrees in a particular instance to do otherwise. 
However, if a customary practice is or becomes in conflict with the parliamentary 
authority or any written rule, and a Point of Order citing the conflict is raised at any 
time, the custom falls to the ground, and the conflicting provision in the 
parliamentary authority or written rule must thereafter be complied with. If it is then 
desired to follow the former practice, a special rule of order (or, in appropriate 
circumstances, a standing rule or a bylaw provision) can be added or amended to 
incorporate it.”10 

 
The rest of this memo summarizes RTD’s Board meeting Customs as understood by RTD 
staff. 
 

                                           
8 Robert’s Rules, Sec. 25, pp. 266-267. 
9 Robert’s Rules, Sec. 2, p. 18. Another example of a Standing Rule is the use of recording 
devices at meetings. Robert’s Rules, Sec. 25, p. 265. 
10 Robert’s Rules, Sec. 2, p. 19. 
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B. Customs at RTD Board Meetings 
 
The following are established Customs at RTD Board meetings, as currently identified by 
RTD staff. (RTD staff currently knows of no Special Rules of Order or Standing Rules.) 
There may be other Customs that apply to RTD Board meetings but that have simply not 
yet come to anyone’s attention. This memo will be updated as such Customs are 
identified or if and when the Board formally adopts any Special Rules of Order or 
Standing Rules. 
 

1. Voting through RTD’s software system 
 
RTD uses a special software system to display the agenda, the current location in the 
agenda, Director requests to speak, and Director votes. 
 

a. Unless the Chair of a meeting determines that the software 
has malfunctioned, a Director’s vote may not be changed 
after votes flash on the screen except by unanimous consent.  

 
RTD employs an electronic voting system intended to ensure that all Board members 
vote at the same time, instead of some members basing their votes upon how others 
have voted. Once everyone has registered their votes on their computer terminals, the 
final tally flashes up on the screen. 
 
RTD’s custom is that the flashing up of the results on the screen constitutes the official 
“announcement,” after which a vote may be changed only through unanimous consent. 
This Custom is consistent with a primary purpose of the voting software: to prevent 
vote-changing and to make the simultaneous “reveal” of all votes on the screen the 
official “announcement.” This Custom is also consistent with Robert’s Rules, which 
provide that a member may change her or his vote at any time up to when the result is 
“announced.” After that, a change may be done only by unanimous consent. 
 
For this reason, it is very important to make sure Board members understand the effect 
of a “yes” or “no” vote, especially in votes on amendments or procedural matters. 
 

b. For Committee meetings, Directors attending by phone 
should state their vote before the electronic vote is 
conducted. Their vote is then added to the result on the 
screen, and the Chair states the final vote and result. 

 
c. If the software system is inoperable, for matters involving a 

recommended action or another act of a general or 
permanent nature, Directors must vote by a roll call vote as 
required by the RTD Bylaws.11 

                                           
11 RTD Bylaws, Art. V, Sec. 5(a), p. 13. The Bylaws authorize “a roll call or electronically recorded 
vote by the Executive Director to the Board …” Shows of hands, voice votes, etc. are only 

permitted for other action. RTD Bylaws, Art. V, Sec. 5(e), p. 14. 
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2. Requesting the right to speak through RTD’s software system 

 
a. The Chair should recognize Director requests to speak, or to 

ask questions of staff, in the order of speaker requests set 
forth in the software system. 

 
b. The Chair may allow reasonable, brief follow-up questions. 

 
c. Once all Directors on the screen have been given the 

opportunity to speak at least once, the Chair should ask each 
Director attending by phone whether they wish to speak. 

 
d. After all Directors have spoken, the Chair may speak 

concerning a matter. 
 

3. Participation of RTD staff in Board and Committee discussions 
 

a. After a staff Recommended Action item is moved and 
seconded, RTD staff are customarily asked by the Chair to 
provide an introductory explanation of the item without the 
need for questions and answers. 

 
b. Subsequent questions by Directors are handled as Director 

requests to speak. RTD Board meetings generally allow direct 
questions to staff or other Directors, and responses, without 
the need to go through the Chair, but the Chair retains 
discretion to handle the conduct of comments and questions. 

 
4. Accessibility, including accessible visual aids and recordings 

 
a. Visual aids and recordings at Board meetings should be made 

accessible to participants with visual or hearing impairments. 
 

b. Speakers should generally identify themselves by name and 
title before beginning to speak. 

 
5. Participation of Directors by phone in executive sessions 

 
a. Directors may not participate by phone in executive 

sessions.12 

                                           
12 At some recent meetings, Directors were allowed to participate by phone in executive sessions. 
Upon further review, it appears that Directors have not historically participated by phone in 

executive sessions. Participation by phone is problematic in that other attendees cannot verify 
that attendance is limited to permitted participants. As with any other custom, the Board could 

vote to allow phone participation on a case by case basis. In such case, staff recommends that 
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6. Location and authorization of public videotaping equipment 

 
a. Public videotaping equipment is only permitted at such 

locations as authorized by RTD Transit Police and must not 
disrupt the meeting. 

 
7. Time limits and other restrictions on public comments and 

questions 
 

a. Public comments are limited to three minutes in length. 
 

b. Questions from the public will not be answered at the 
meeting but will be noted for future response. 

 
c. Public officials are allowed to speak first. 

 
8. Recognition of retiring employees 

 
a. Retiring employees are recognized at the start of RTD Board 

Meetings. 
 

b. Retirees who are present are generally honored with a 
statement by their AGM and/or manager and are invited to 
give a brief statement. 

 
9. What is “old” and “new” business 

 
a. “Old business” is limited to the narrow category of non-

recommended action items that have been postponed to a 
time certain at a previous Board or Committee meeting.13 
 

b. “New business” is generally limited to Directors’ personal 
announcements.14 

 
10.   Adding items to the Agenda by request of at least three Board 

members 
 

a. Items may be added directly to a regular Board meeting 
Agenda by at least three Board members without having to 

                                           
any Director participating by phone must first state on the record that the Director is listening by 

handset or headset (not speakerphone), and that no other persons are present. 
13 RTD’s Bylaws specify that recommended action items that are held over or tabled from a 
previous meeting are to be taken up under “Recommended Action,” before new items from 

committees. See RTD Bylaws Art. V, Sec. 3(c), p. 11. 
14 Items added to the Agenda by three Board members are taken up under “Recommended 

Action.” See RTD Bylaws Art. V, Section 3(c), p. 11. 
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first go through a Standing Committee or Executive 
Committee.15 

 
11.   Placement of executive sessions when there are multiple 

Committee meetings 
 

a. Where two Committee meetings are scheduled for the same 
meeting, to avoid the need for members of the public and 
non-essential staff to leave prior to completion of all other 
business, the Committee Chairs may coordinate to arrange 
for any executive session(s) to take place at the conclusion of 
the joint meeting. 
 

b. The above procedure is subject to any Director making a 
Point of Order to require the executive session to take place 
in the standard order of business. 

 
12.   Safety Moment 

 
a. Each Board and Committee meeting will begin with a Safety 

Moment. 
 

13.   Pledge of Allegiance 
 

a. Board Meetings (not Committee Meetings) will begin with the 
Pledge of Allegiance. 
 

14. Chair’s participation in matters under debate  
 

a. When taking part in the debate on matters before committee 
and Board meetings, the Chair of the Board typically does so 
sparingly and at the end of the discussion period.  

 
 
 

                                           
15 See RTD Bylaws Art. V, Section 3(b) and (c), pp. 10-11.  


