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Order of Business

Dear Reader:
The following document was created from the MTAS website (mtas.tennessee.edu). This website is
maintained daily by MTAS staff and seeks to represent the most current information regarding issues
relative to Tennessee municipal government.
We hope this information will be useful to you; reference to it will assist you with many of the questions
that will arise in your tenure with municipal government. However, the Tennessee Code Annotated and
other relevant laws or regulations should always be consulted before any action is taken based upon
the contents of this document.
Please feel free to contact us if you have questions or comments regarding this information or any other
MTAS website material.
Sincerely,
The University of Tennessee
Municipal Technical Advisory Service
1610 University Avenue
Knoxville, TN 37921-6741
865-974-0411 phone
865-974-0423 fax
www.mtas.tennessee.edu
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Order of Business

Order of Business
Reference Number: MTAS-1007
1 Mayor: The meeting will come to order. (The mayor determines if there is a quorum present. The
recorder enters in the minutes the names of those present.)
2. The recorder will read the minutes of the last meeting. The minutes are read. Are there any
corrections to the minutes? Corrections are suggested without a motion or vote if there is no
disagreement. If there is disagreement, then the elected official motions to amend the minutes.
Otherwise the mayor states: If there are no (further) corrections, the minutes stand approved as read
(as corrected).
3. We will have the report of the officers (such as a financial report by the recorder), boards, standing
committees, and special committees. A motion is made to adopt the financial report. If a committee
report contains a recommendation, the reporting member (usually the chairman of the committee)
moves that the recommendation be adopted. Otherwise, the report is filed without action.
4. Is there any unfinished business? This is sometimes referred to as "old business" but the proper term
is "unfinished business" and includes such things as second readings of ordinances. Action is
completed on any business not settled when last meeting was adjourned. If there is no unfinished
business, the mayor states there is no unfinished business and moves right into new business.
5. After the unfinished business...Is there any new business (ordinances on first reading, regulations,
resolutions)?
a. Any council member may introduce an ordinance, resolution, or regulation.
b. Ordinances on first reading are usually read by caption only, with the introducer explaining the
contents.
c. Ordinances on second/final reading should be read in full. Charters or by-laws of some municipalities
may prohibit the amendment of certain ordinances after second reading. Any changes or amendments
otherwise are offered at this time. By charter, some cities are required to pass ordinances on three
readings. Each new ordinance, regulation, or resolution is read, discussed, adopted, postponed,
referred to a committee, or otherwise disposed of before the next one is proposed.
6. After all the business is completed...Is there anything for the good of the order? This is the
opportunity for elected officials to make any announcements or informal observations about the work of
the municipality.
7. If there is nothing further, I'll entertain a motion to adjourn. A member states: I move to adjourn. The
motion requires a second and majority vote. If the motion to adjourn fails, the meeting continues. If the
motion passes, the mayor states: The ayes have it, and the meeting is adjourned.

DISCLAIMER: The letters and publications written by the MTAS consultants were written based upon the law at the time and/or a specific
sets of facts. The laws referenced in the letters and publications may have changed and/or the technical advice provided may not be
applicable to your city or circumstances. Always consult with your city attorney or an MTAS consultant before taking any action based on
information contained in this website.
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