Roll Call Vote Form

Meeting Date _____________________________

Item # ___________________
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	President name
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	TOTALS:
	
	
	
	


	Vote Required:  (circle one)

Majority

Plurality

2/3

Other:
	Outcome of vote:  (circle one)
Adopted

Rejected

Other:
	Action to be taken and responsibilities: 





How to Use the Roll Call Vote Form
Purpose:  The purpose of this form is to aid those who need to keep records of votes during a small meeting, such as a board meeting.  The names are placed on the form in advance, and forms are printed out and a quantity brought to the meeting.  Although a roll call vote can be ordered by majority vote, it is often done at the request of the presiding officer or as a custom of the assembly.  With more boards being subject to scrutiny, roll call votes can be an important record of actions taken.  Follow the steps below to make the best use of the form:
1.
In the boxes in the table, Insert the names of the members of the board or committee in alphabetical order, with the exception of the presiding officer, whose name is put in the bottom box under the shaded area.   (The presiding officer’s vote is not called for unless that vote would affect the result.)  Print out the form and bring several copies to the meeting. 
2.
At the start of the meeting, this form can be used to take the initial attendance.  Put the date of the meeting at the top of the form, and write “Roll call #1” in the item space.  For sessions of several meetings, subsequent attendance rolls can be numbered “Roll call #2”, etc., using a new form each time, and noting in your notes the time at which each count was taken.    
3.
During the meeting, the form is used whenever a roll call vote is taken.  First, a notation is made in the notes identifying that the motion is being voted on by roll call, and assigning a temporary number that is also entered on the form.  The easiest way to do this is to use “T-1” (for temporary) on both the minutes draft notes and the form for the first action, followed by “T-2” for the next action, etc.  This makes it easier to match the votes to their corresponding motions for the first draft of the minutes.
3.
Call the roll by name, and using a highlighter, mark “Y” for “yes”, “N” for “no”, “P” for “present” or “pass” (which is an abstention).  The “absent” column is only used for attendance purposes.  Abstentions ARE recorded in roll call votes, but not otherwise.

4.
Once the roll call has been completed, tally the marks for each column and write the totals in the spaces provided.  The form is then given to the presiding officer, who announces whether or not the motion has been adopted.  The form is then returned to the person responsible for preparing the minutes.
5.
Record the result of each vote and any actions to be taken as a result of the vote in the box at the bottom of the page.  (For example, the motion may have been referred to a committee or postponed.  It is important to keep track of it to bring it back at the proper time.)
6.
The names of the members and their votes are recorded in the minutes on a roll call vote.  This can be easily accomplished by using italics and brackets following the notation of the result of the motion, thus:

MOTION ADOPTED


[For:  Adams, Baker, Chandler, Firestone.  Against: Evans, Gregory.  Abstain:  Jones]
7.
Save the forms in the same way as any drafts would be saved.  
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