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RULE 2.140. AMENDING RULES OF COURT 

(a) Amendments Generally. The following procedure shall be followed 
for consideration of rule amendments generally other than those adopted under 
subdivisions (d), (e), (f), and (g): 

(1) Proposals for court rules, amendments to them, or abrogation of 
them may be made by any person. 

(2) Proposals shall be submitted to the clerk of the supreme court, 
the committee chair(s) of a Florida Bar committee listed in subdivision (a)(3), or 
the Bar staff liaison of The Florida Bar in writing and shall include a general 
description of the proposed rule change or a specified proposed change in content. 
The clerk of the supreme court shall refer proposals to the appropriate committee 
under subdivision (a)(3). 

(3) The Florida Bar shall appoint the following committees to 
consider rule proposals: Civil Procedure Rules Committee, Criminal Procedure 
Rules Committee, Small Claims Rules Committee, Traffic Court Rules Committee, 
Appellate Court Rules Committee, Juvenile Court Rules Committee, Code and 
Rules of Evidence Committee, Rules of Judicial Administration Committee, 
Probate Rules Committee, and Family Law Rules Committee. 

(4) Each committee shall be composed of attorneys and judges with 
extensive experience and training in the committee’s area of concentration. 
Members of the Rules of Judicial Administration Committee shall also have 
previous rules committee experience or substantial experience in the administration 
of the Florida court system. The chair of each rules committee shall appoint one of 
its members to the Rules of Judicial Administration Committee to serve as a 
regular member of the Rules of Judicial Administration Committee to facilitate and 
implement routine periodic reporting by and to the Rules of Judicial 
Administration Committee on the development and progress of rule proposals 
under consideration and their potential impact on other existing or proposed rules. 
The members of each rules committee shall serve for 3-year staggered terms, 
except members appointed by a rules committee chair to the Rules of Judicial 
Administration Committee who shall serve at the pleasure of the respective rules 
committee chairs. The president-elect of The Florida Bar shall appoint sitting 
members of each rules committee to serve as chair(s) and vice chair(s) for each 
successive year. 
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(5) The rules committees may originate proposals and shall 
regularly review and reevaluate the rules to advance orderly and inexpensive 
procedures for the administration of justice. The committees shall consider and 
vote on each proposal. The rules committees may accept or reject proposed 
amendments or may amend proposals. The rules committees shall prepare meeting 
agendas and minutes reflecting the status of rules proposals under consideration 
and actions taken. Copies of the minutes shall be furnished to the clerk of the 
supreme court, to the board of governors of The Florida Bar, and to the proponent 
of any proposal considered at the meeting. Each rules committee shall furnish 
promptly and timely to every other rules committee all meeting agendas and all 
minutes or other record of action taken.  

(6) The Rules of Judicial Administration Committee shall serve as 
the central rules coordinating committee. All committees shall provide a copy of 
any proposed rules changes to the Rules of Judicial Administration Committee 
within 30 days of a committee’s affirmative vote to recommend the proposed 
change to the supreme court.  The Rules of Judicial Administration Committee 
shall then refer all proposed rules changes to those rules committees that might be 
affected by the proposed change. 

(7) Whenever the Rules of Judicial Administration Committee 
receives a request to coordinate the submission of a single comprehensive report of 
proposed rule amendments on behalf of multiple rules committees, the general 
procedure shall be as follows: 

(A) The subcommittee chairs handling the matter for each 
committee will constitute an ad hoc committee to discuss the various committees’ 
recommendations and to formulate time frames for the joint response. The chair of 
the ad hoc committee will be the assigned Rules of Judicial Administration 
Committee subcommittee chair. 

(B) At the conclusion of the work of the ad hoc committee, a 
proposed joint response will be prepared by the ad hoc committee and distributed 
to the committee chairs for each committee’s review and final comments. 

(C) The Rules of Judicial Administration Committee shall be 
responsible for filing the comprehensive final report. 

(b) Schedule for Regular-Cycle Rules Proposals. 
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(1) Each committee shall report all proposed rule changes on a 
staggered basis (with the first cycle starting in 2006). Reports shall be made by the 
Criminal Procedure Rules Committee, the Traffic Court Rules Committee, and the 
Juvenile Court Rules Committee in 2006; by the Civil Procedure Rules Committee, 
the Probate Rules Committee, the Small Claims Rules Committee, and the Code 
and Rules of Evidence Committee in 2007; and by the Family Law Rules 
Committee, the Appellate Court Rules Committee, and the Rules of Judicial 
Administration Committee in 2008. Thereafter, the cycle shall repeat. 

(2) No later than June 15 of the year prior to each reporting year or 
such other date as the board of governors of The Florida Bar may set, each 
reporting committee shall submit all proposed rule changes to the board of 
governors with the committee’s final numerical voting record on each proposal. 
Contemporaneously with reporting proposed rule changes to the board of 
governors, each committee report shall be furnished to the Speaker of the Florida 
House of Representatives, the President of the Florida Senate, and the chairs of the 
House and Senate committees as designated by the Speaker and the President, and 
published on the website of The Florida Bar and in The Florida Bar News. Any 
person desiring to comment upon proposed rule changes shall submit written 
comments to the appropriate committee chair(s) no later than August 1 of the year 
prior to each reporting year. Each committee shall consider any comments 
submitted and thereafter report to the board of governors, no later than October 31 
of the year prior to each reporting year, any revisions to the proposed rule changes. 
Contemporaneously with reporting any revisions to the board of governors, each 
committee’s revised proposed rule changes shall be furnished to the Speaker of the 
Florida House of Representatives, the President of the Florida Senate, and the 
chairs of the House and Senate committees as designated by the Speaker and the 
President, and published on the website of The Florida Bar and in The Florida Bar 
News. Any person desiring to comment thereafter shall submit written comments 
to the supreme court in accordance with subdivision (b)(6). 

(3) No later than December 15 of the year prior to each reporting 
year, the board of governors shall consider the proposals and shall vote on each 
proposal to recommend acceptance, rejection, or amendment. 

(4) No later than February 1 of each reporting year, each committee 
and the executive director of The Florida Bar shall file a report of its proposed rule 
changes with the supreme court. Each committee may amend its recommendations 
to coincide with the recommendations of the board of governors or may decline to 
do so or may amend its recommendations in another manner. Any such 
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amendments shall also be reported to the supreme court. The report and proposed 
rule changes must conform to the Guidelines for Rules Submissions approved by 
administrative order and posted on the websites of the supreme court and The 
Florida Bar. Consistent with the requirements that are fully set forth in the 
Guidelines, the report shall include: 

(A) a list of the proposed changes, together with a detailed 
explanation of each proposal that includes a narrative description of how each 
amendment changes the language of the rule and a thorough discussion of the 
reason for each change; 

(B) the final numerical voting record of the proposals in the 
committee; 

(C) the name and address of the proponent of each change, if 
other than a member of the rules committee; 

(D) a report of the action taken by the committee on 
comments submitted in accordance with subdivision (b)(2); 

(E) a report of the action and voting record of the board of 
governors; 

(F) any dissenting views of the committee and, if available, 
of the board; and 

(G) an appendix containing all comments submitted to the 
committee, all relevant background documents, the proposed amendments in 
legislative format, and a two-column chart setting forth the proposed changes in 
legislative format in the left column and a brief summary of the explanation of 
each change given in the report in the right column. 

The report and the proposed rule changes shall be filed with the supreme 
court in an electronic format approved by the supreme court. 

(5) If oral argument is deemed necessary, the supreme court shall 
establish a date in the month of June of each reporting year for oral argument on 
the proposals. Notice of the oral argument on the proposals and a copy of the 
proposals shall be furnished to the affected committee chair(s) and vice chair(s), 
the executive director and staff liaison of The Florida Bar, all members of the 
Judicial Management Council, the clerk and chief judge of each district court of 
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appeal, the clerk and chief judge of each judicial circuit, the Speaker of the Florida 
House of Representatives, the President of the Florida Senate, the chairs of the 
House and Senate committees as designated by the Speaker and the President, and 
any person who has asked in writing filed with the clerk of the supreme court for a 
copy of the notice. The clerk may provide the notice electronically. The 
recommendations or a resume of them shall be published on the websites of the 
supreme court and The Florida Bar and in The Florida Bar News before the oral 
argument or consideration of the proposals without oral argument. Notice of the 
oral argument, if scheduled, shall also be published on the website of the supreme 
court. 

(6) Within the time allowed for comments set by the supreme 
court, any person may file comments concerning the proposals. All comments and 
other submissions by interested persons shall be filed with the clerk of the supreme 
court and served on the chair(s) of the appropriate rules committee, the Bar staff 
liaison, and on the proponent of the rule change if other than a member of the rules 
committee. The chair(s) of the rules committee and the executive director of The 
Florida Bar shall file a response to all comments within the time period set by the 
court. All comments and other submissions regarding the rule change proposals 
shall be filed in an approved electronic format with the supreme court. As soon as 
practicable after the date of filing, the clerk of the supreme court shall publish on 
the website of the supreme court all comments and the responses of the chair(s) of 
the rules committee that have been filed concerning the rule change proposals. All 
requests or submissions by a rules committee made in connection with a pending 
rule change proposal shall be filed with the clerk of the supreme court and 
thereafter published by the clerk of the supreme court on the websites of the 
supreme court and The Florida Bar. 

(7) Opinions adopting the proposals should be issued in sufficient 
time for the rule changes to take effect on January 1 of the year following the 
reporting year. The supreme court may permit motions for rehearing to be filed on 
behalf of any person who filed a comment, The Florida Bar, any bar association, 
and the affected committee. 

(c) Rejected Proposals. If a committee rejects a proposal, the proponent 
may submit the proposed rule to the board of governors and shall notify the 
chair(s) and vice chair(s) of the affected committee of the submission of the 
proposed rule to the board of governors. Minority reports of committees are 
allowed and may be submitted to both the board of governors and the supreme 
court. 
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(d) Emergency Amendments by Court. The supreme court, with or 
without notice, may change court rules at any time if an emergency exists that does 
not permit reference to the appropriate committee of The Florida Bar for 
recommendations. The rule changes must conform to the Guidelines for Rules 
Submissions approved by administrative order and posted on the websites of the 
supreme court and The Florida Bar. The change may become effective 
immediately or at a future time. In either event, the court shall give notice of and 
fix a date for further consideration of the change. Any person may file comments 
concerning the change, seeking its abrogation or a delay in the effective date, in 
accordance with the procedures set forth in subdivision (b)(6). The court may 
allow oral argument in support of such comments by The Florida Bar, by its 
sections and committees, and by other bar associations. Notice of the oral 
argument, if scheduled, on the change and a copy of the change shall be furnished 
to the affected committee chair(s) and vice chair(s), the executive director and staff 
liaison of The Florida Bar, all members of the Judicial Management Council, the 
clerk and chief judge of each district court of appeal, the clerk and chief judge of 
each judicial circuit, the Speaker of the Florida House of Representatives, the 
President of the Florida Senate, the chairs of the House and Senate committees as 
designated by the Speaker and the President, and any person who has asked in 
writing filed with the clerk of the supreme court for a copy of the notice. The clerk 
may provide the notice electronically. Notice of the change shall be published on 
the websites of the supreme court and The Florida Bar, and in The Florida Bar 
News either before or after the change is adopted. Notice of the oral argument, if 
scheduled, shall also be published on the website of the supreme court. 

(e) Out-of-Cycle Committee Proposals. 

(1) Emergency Proposals and Proposals in Response to 
Legislative Changes. If, in the opinion of a committee, a proposal is of an 
emergency nature or a rule amendment is necessary due to changes in legislation, 
and the board of governors concurs, proposals may be made at any time to the 
supreme court. The report and proposed rule changes may be filed without prior 
publication for comment and must conform to the Guidelines for Rules 
Submissions approved by administrative order and posted on the websites of the 
supreme court and The Florida Bar. The rules committees’ fast-track procedures 
shall be used to address legislative changes to ensure that any resulting proposed 
rule amendments are filed with and can be adopted by the court before or soon 
after the effective date of the legislation.  If the court agrees that an emergency 
exists or a rule change is necessary due to a legislative change, the court may 
publish the rule amendment for comment after adopting it or may set a time for 
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oral argument or for consideration of the proposal without oral argument. Notice of 
the oral argument on the proposals, if scheduled before or after adoption, and a 
copy of the proposals shall be furnished to the affected committee chair(s) and vice 
chair(s), the executive director and the staff liaison of The Florida Bar, all 
members of the Judicial Management Council, the clerk and chief judge of each 
district court of appeal, the clerk and chief judge of each judicial circuit, the 
Speaker of the Florida House of Representatives, the President of the Florida 
Senate, the chairs of the House and Senate committees as designated by the 
Speaker and the President, and any person who has asked in writing filed with the 
clerk of the supreme court for a copy of the notice. The clerk may provide the 
notice electronically. Prior to or after their adoption, the recommendations or a 
resume of them shall be published on the websites of the supreme court and The 
Florida Bar, and in The Florida Bar News. Any person may file comments 
concerning the changes, in accordance with the procedures set forth in subdivision 
(b)(6). Notice of the oral argument, if scheduled, shall also be published on the 
website of the supreme court. 

(2) Non-Emergency Out-of-Cycle Proposals. If, in the opinion of 
a committee, a proposal is not of an emergency nature, but is sufficiently necessary 
to the administration of justice that it should not wait until the next regular-cycle 
submission, and the board of governors concurs, proposals may be made out-of-
cycle at any time to the supreme court. The report and proposed rule changes must 
conform to the Guidelines for Rules Submissions approved by administrative order 
and posted on the websites of the supreme court and The Florida Bar. Such out-of-
cycle submissions must be published in The Florida Bar News and posted on the 
website of The Florida Bar for comment, and such comment must be reviewed and 
addressed by the committee prior to the out-of-cycle rule submission to the board 
of governors to recommend acceptance, rejection, or amendment. If the supreme 
court agrees that a proposal should be addressed before the next regular-cycle 
report, the supreme court may set a time for oral argument or for consideration of 
the proposal without oral argument. Notice of the oral argument on the proposals, 
if scheduled, and a copy of the proposals shall be furnished to the affected 
committee chair(s) and vice chair(s), the executive director and the staff liaison of 
The Florida Bar, all members of the Judicial Management Council, the clerk and 
chief judge of each district court of appeal, the clerk and chief judge of each 
judicial circuit, the Speaker of the Florida House of Representatives, the President 
of the Florida Senate, the chairs of the House and Senate committees as designated 
by the Speaker and the President, the person who initially proposed the matter to 
the committee, and any person who has asked in writing filed with the clerk of the 
supreme court for a copy of the notice. The clerk may provide the notice 
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electronically. The recommendations or a resume of them shall be published on the 
websites of the supreme court and The Florida Bar, and in The Florida Bar News 
for comment before the oral argument or consideration of the proposals without 
oral argument. Any person may file comments concerning the proposals, in 
accordance with the procedures set forth in subdivision (b)(6). Notice of the oral 
argument, if scheduled, shall also be published on the website of the supreme 
court. 

(f) Request by Court. The supreme court may direct special 
consideration of a proposal at times other than those specified in this rule and may 
require a committee to report its recommendation with the recommendations of the 
board of governors. All requests or submissions by a rules committee made in 
connection with a request under this subdivision shall be filed with or submitted to 
the clerk of the supreme court as provided in this subdivision.  

(1) Recommended Rule Changes. A rule change recommended in 
response to a request under this subdivision shall be included in the rules 
committee’s next regular-cycle report filed under subdivision (b), unless the court 
directs or the committee determines and the board of governors agrees that the rule 
change should be submitted out of cycle. If the committee submits a recommended 
change out of cycle, the procedures for out-of-cycle rule proposals under 
subdivision (e) shall apply, except the report shall state that it is filed in response to 
a request by the court under this subdivision. 

(2) No Action Recommendations. If the court refers a matter to a 
rules committee for consideration only and does not direct the committee to 
propose a rule change, and after considering the matter referred the committee 
determines that no rule change is warranted, the committee shall submit a “no 
action report” to the court explaining its recommendation that no rule change is 
needed. A no action recommendation should not be included in a report proposing 
rule changes filed under any other subdivision of this rule. After the court 
considers the recommendation, the clerk shall notify the rules committee chair(s) 
and the executive director and the staff liaison of The Florida Bar whether any 
further action is required of the committee. 

(g) Amendments to the Rules of Judicial Administration. 

(1) Amendments Without Referral to Rules Committee. 
Changes to the Rules of Judicial Administration contained in Part II, State Court 
Administration, of these rules, and rules 2.310, and 2.320, contained in Part III, 
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Judicial Officers, generally will be considered and adopted by the supreme court 
without reference to or proposal from the Rules of Judicial Administration 
Committee. The supreme court may amend rules under this subdivision at any 
time, with or without notice. If a change is made without notice, the court shall fix 
a date for future consideration of the change and the change shall be published on 
the websites of the supreme court and The Florida Bar, and in The Florida Bar 
News. Any person may file comments concerning the change, in accordance with 
the procedures set forth in subdivision (b)(6). The court may hear oral argument on 
the change. Notice of the oral argument on the change, if scheduled, and a copy of 
the change shall be provided in accordance with subdivision (d). 

(2) Other Amendments. Amendments to all other Rules of 
Judicial Administration shall be referred to or proposed by the Rules of Judicial 
Administration Committee and adopted by the supreme court as provided in 
subdivisions (a), (b), (c), (d), (e), and (f). 

(h) Local Rules Proposed by Trial Courts. The foregoing procedure 
shall not apply to local rules proposed by a majority of circuit and county judges in 
the circuit. The chief justice of the supreme court may appoint a Local Rule 
Advisory Committee to consider and make recommendations to the court 
concerning local rules and administrative orders submitted pursuant to rule 
2.215(e). 

Committee Notes 

1980 Amendment. Rule 2.130 [renumbered as 2.140 in 2006] is entirely rewritten to codify the procedures 
for changes to all Florida rules of procedure as set forth by this court in In re Rules of Court: Procedure for 
Consideration of Proposals Concerning Practice and Procedure, 276 So.2d 467 (Fla.1972), and to update those 
procedures based on current practice. The Supreme Court Rules Advisory Committee has been abolished, and the 
Local Rules Advisory Committee has been established. 
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CONFERENCE CALL INFORMATION 
 

Instructions: 

 

There is a message prompt system. The moderator/leader should start the dial-in process a few 

minutes before the appointed time to ensure that the participants can get in on the call. 

 

Dial 1-888-376-5050  

Participant’s/conference code: 3698547596# 

Leader Code: 45876# (Just in case your Liaison isn’t in the office) 

 

1. At the specified time, dial in. 

2. When prompted, enter your Conference Code. 

 

 

EMERGENCY CONTACTS 
 

Heather Telfer 

Committee Liaison 

(850) 561-5702 

htelfer@floridabar.org 
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INTERNAL OPERATING PROCEDURES OF 
THE FLORIDA APPELLATE COURT RULES COMMITTEE 

I. INTRODUCTION 

Pursuant to Florida Rule of Judicial Administration 2.140, The Florida Bar has 
established the Appellate Court Rules Committee (the “Committee”/ACRC) to consider rule 
proposals and amendments to the Florida Rules of Appellate Procedure. Rule 2.140 requires the 
Committee to be composed of attorneys and judges with extensive experience and training in an 
area of practice that calls for regular, frequent use of the appellate rules.  

II.  OFFICERS 

Subject to the discretion of The Florida Bar President-Elect, the Officers of the 
Committee shall consist of a Chair, one or more Vice Chairs, and a Secretary. 

a. Chair. The President-Elect of The Florida Bar shall appoint the Chair of 
the Committee to serve for a one-year term to coincide with the President-Elect’s 
term of office as President. The Chair shall govern the Committee during that 
term and have the powers set forth herein. Once appointed by the President-Elect, 
the Chair-Elect immediately shall have the power to make any appointment 
authorized herein for that Chair-Elect’s term of office as Chair.  

b. Vice Chair. The President-Elect of The Florida Bar shall appoint one or 
more Vice Chairs of the Committee to serve for a one-year term to coincide with 
the term of the Chair appointed by the President-Elect. A Vice Chair shall serve in 
the Chair’s absence. The Vice Chair(s) shall otherwise assist the Chair as needed. 
A Vice Chair shall be the logical successor to the Chair.  

c. Secretary. The Chair shall appoint a Secretary to serve during the Chair’s 
term of office. The Secretary shall keep minutes of the Committee’s activities 
pursuant to rule 2.140(a)(6). Consistent with the rule, the minutes shall reflect the 
action taken on each proposal. For each proposed rule and amendment, the 
Secretary shall clearly set forth the proposal with sufficient context from the 
existing rule (if any) to allow meaningful review of the effect of the proposal and 
its interaction with other provisions of the rule. Proposed amendments shall be 
indicated through the use of underlining (for additions) and strike-throughs (for 
deletions). Copies of the minutes as drafted by the Secretary shall first be 
furnished for review and correction to the Chair and The Florida Bar Liaison to 
the Committee. Copies of the minutes as corrected shall then be furnished in hard-
copy and electronic form no later than 30 days after the Committee meeting, to 
the Chair or the Chair’s designee. The minutes shall be included in the materials 
for the next regular Committee meeting for a vote of approval by the Committee. 
The Secretary shall maintain copies of all Committee minutes in compliance with 
the Committee’s Record Retention Policy set forth herein.  
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d. Rules of Judicial Administration Liaison. Pursuant to rule 2.140(a)(5), 
at least one Committee member shall serve as liaison to the Rules of Judicial 
Administration Committee. The Chair shall appoint the liaison to serve during the 
Chair’s term of office. 

e. Parliamentarian.  The Chair shall appoint a Parliamentarian to serve 
during the Chair’s term of office.  The Parliamentarian shall be familiar with these 
Internal Operating Procedures and Robert’s Rules of Order, and shall advise the 
Chair on matters of parliamentary procedure.  The Parliamentarian shall also 
serve as a member of the Internal Operating Procedures Subcommittee. 

III.  SUBCOMMITTEES 

Subcommittees of the Committee shall consist of (1) standing Subcommittees; (2) special 
Subcommittees; and (3) an Executive Subcommittee. Appointment, removal or replacement of 
members of Subcommittees shall be at the sole discretion of the Chair; however, all Committee 
members must serve on at least one standing or special Subcommittee at all times during their 
membership on the Committee. Composition and authority of the Executive Subcommittee is set 
forth below. The Chair shall have the discretion to appoint non-Committee members to standing, 
special, and Executive Subcommittees when special expertise is needed to assist with an issue 
being considered by a Subcommittee. Such non-Committee members may attend, participate, 
and vote on issues at the Subcommittee level and may attend and participate at the Committee 
level but shall have no voting rights at the Committee level.  

a.  Standing Subcommittees.  

1.  The following Subcommittees shall be established on an ongoing 
basis: Civil Practice, Criminal Practice, General Practice, Administrative 
Law Practice, Family Law Practice, Workers Compensation Practice, 
Record on Appeal Issues, and Internal Operating Procedures. By a 
majority vote, the Committee may establish other standing 
Subcommittees.  

2.  The Chair shall appoint both a Chair and a Vice Chair for each 
standing Subcommittee to serve during the Chair’s term. The Vice Chair 
of each standing Subcommittee shall be the logical successor to a standing 
Subcommittee Chair. Because of term limitations, it is preferable that no 
Subcommittee Chair serve more than two years in that position.  

b.  Special Subcommittees.  

1. The Chair shall have the discretion to create and appoint special 
Subcommittees when needed to review and reevaluate the rules in a 
particular area not well-suited to review and reevaluation by a standing 
Subcommittee or to handle a special project or assignment.  
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2.  The Chair shall appoint a Chair, and may appoint a Vice Chair, for 
special Subcommittees.  

c.  Executive Subcommittee. The Executive Subcommittee shall consist of 
the Chair, the Vice Chair, the Secretary, all Subcommittee Chairs, and the 
immediate past-Chair if still on the Committee. The Executive Subcommittee 
shall have authority to act as set forth hereinafter when an emergency matter is 
presented to the Committee.  

d.  Subcommittee Records. The Vice Chair of each Subcommittee (or the 
Chair’s designee), whether standing, special, or Executive, shall keep minutes of 
Subcommittee meetings. The minutes shall reflect the action taken on each 
proposal, and copies of the minutes shall be furnished to the Chair and Vice Chair 
of the Committee and The Florida Bar Liaison to the Committee. Copies of 
Subcommittee minutes shall be included in the Committee’s agenda for the 
meeting at which the matters contained therein will be considered. Retention of 
the minutes as included in the agenda shall be in compliance with the Record 
Retention Policy set forth herein. Subcommittee reports and minutes must be 
submitted to the Chair and Liaison at least 20 days prior to a Committee meeting. 
Subcommittee reports and minutes must be submitted in Microsoft Word or Corel 
Wordperfect, and must not be scanned PDFs. 

IV. CONDUCTING BUSINESS 

a.  Governing Rules. The rules contained in Robert’s Rules of Order shall 
govern in all matters in which they are not inconsistent with these Internal 
Operating Procedures.  

b.   Quorum. No business shall be conducted unless a quorum is present at 
any meeting. For purposes of these Internal Operating Procedures, a quorum is 
defined as 40 percent of the Committee. A quorum for Subcommittee business is 
defined as the presence of 3 Subcommittee members; except a quorum for the 
Civil or General Practice Subcommittees is defined as the presence of 5 members. 
With regard to extraordinary or emergency matters referenced herein, a quorum is 
defined as 25 percent of the Committee. 

c.  Voting.  

1. A majority vote shall be sufficient to pass any action taken by the 
Committee except as otherwise noted in these Internal Operating 
Procedures. All voting shall be by open ballot, either orally or by show of 
hands. If a vote is not unanimous, a show of hands vote and count thereof 
shall be taken and appropriately recorded by the Secretary.  

2. Proxy and absentee voting are prohibited.  
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3. No Action Recommendations. If the court refers a matter to a rules 
committee for consideration only and does not direct the committee to 
propose a rule change, and after considering the matter referred the 
committee determines that no rule change is warranted, the committee 
shall submit a “no action report” to the court explaining its 
recommendation that no rule change is needed. A no action 
recommendation should not be included in a report proposing rule changes 
filed under any other subdivision of this rule. After the court considers the 
recommendation, the clerk shall notify the rules committee chair(s) and 
the executive director and the staff liaison of The Florida Bar whether any 
further action is required of the committee. 

d.  Attendance. All members of the Committee are expected to attend all 
meetings. Immediately upon the convening of a meeting of the Committee, the 
Chair will provide notice to attendees that electronic recording equipment is or 
may be in use and that they should safeguard information they do not want 
recorded. The Chair has the authority to grant excused absences for good cause 
shown. Within one Florida Bar calendar year, any member who has two 
unexcused absences from meetings for which at least 30 days notice was provided 
shall be deemed to have resigned from the Committee, and the Chair shall notify 
The Florida Bar President of such resignation. Notice that a meeting will be held 
at the Fall, Winter, or Annual Meeting of The Florida Bar or the General Meeting 
of Sections and Committees of The Florida Bar shall, if given at least 30 days in 
advance, constitute notice under this procedure even if actual notice of the exact 
meeting date is not made until less than 30 days before the meeting. Any member 
who loses membership in this manner may be reinstated to the Committee only 
upon successful appeal of the member’s loss of membership to the President of 
The Florida Bar. 

e.  Records Retention. To maintain a record of the Committee’s actions for 
the sake of accuracy and historical perspective, the Secretary must preserve in 
electronic form all minutes of Committee meetings as approved by the 
Committee. The Secretary must furnish the minutes in electronic form to the 
Chair and to The Florida Bar’s Liaison to the Committee no later than 30 days 
after approval by the Committee. The Chair or the Chair’s designee will furnish to 
The Florida Bar Liaison all agendas and related materials in electronic form for 
dissemination to the Committee. The Liaison will ensure that all such materials, 
including the minutes, are posted on the Committee website and stored at the 
offices of The Florida Bar. The Florida Bar’s Liaison will serve as the custodian 
of records described in Florida Rule of Judicial Administration 2.420(f) and will 
use any computer facilities the Bar may have available for electronic data storage 
so that any member of the public may access these records with reasonable 
efficiency. The Liaison will provide, in electronic form, the minutes as approved 
by the Committee to the Clerk of the Supreme Court and the Board of Governors 
of The Florida Bar and must provide a hard copy to the proponent of any proposal 
considered at the meeting. The Florida Bar’s Liaison shall retain the records of the 
Committee as administrative records of the judicial branch in conformity with 
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Florida Rule of Judicial Administration 2.440(b).  
 
f. Reconsideration of Proposals at the Same Meeting. Requests to 
reconsider proposals in the same meeting will proceed as set forth in Roberts 
Rules, that is, a Committee member that voted on the prevailing side of a matter 
may move to reconsider that matter at the same meeting. If the motion is 
seconded, and a majority of members present vote to reconsider the matter, then 
the matter is reopened for debate and determination. 

V.  PROCEDURES FOR AMENDING RULES 

a.  Initiating Proposals. Any proposal for a new rule or for an amendment to 
an existing rule shall be submitted in writing to the Chair. The Chair shall also 
have the authority to initiate proposals on the Chair’s own motion.  

b.  Action upon Initiation of Proposal. Upon initiation of a proposal, the 
Chair shall have the discretion to take one or more of the following actions:  

1.  Bring the matter before the Committee to consider whether to 
approve, study, or reject the proposal.  

2.  Refer the matter first to a Subcommittee to consider the proposal 
and to report back to the Chair with a written recommendation.  

3.  Determine that the matter is beyond the scope of the Committee’s 
authority. This determination must be reported to the Committee and is 
subject to override by a two-thirds vote of those present. If the Chair 
determines that the proposal should be considered by some other body, 
such as another rules committee of The Florida Bar, the Chair shall refer 
the proposal to that body.  

4.  Determine that a portion of a proposal is beyond the scope of the 
Committee’s authority, in which case the Chair shall report that fact to the 
Committee and shall take one of the actions set forth in the above 
subsections with regard to the remainder of the proposal.  

c.  Notice. A copy of the agenda for each Committee meeting, including each 
proposal and subcommittee report will be posted to the Committee’s website and 
notice thereof furnished by electronic mail, or other means if designated by a 
member, to the members of the Committee at least 10 days prior to the Committee 
meeting at which the Committee will vote on the proposal. In the absence of such 
notice, no final vote may be taken on any proposal unless a vote is required due to 
an extraordinary or emergency request from the Supreme Court of Florida, the 
Board of Governors of The Florida Bar, or the Chair. The Chair’s determination 
that a matter is of an extraordinary or emergency nature may be overridden by a 
two-thirds vote of those present. This notice requirement shall not apply to floor 
amendments or substitute language suggested at a meeting; however, the Chair 
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may declare a proposed floor amendment or substitute language a major change, 
which requires prior circulation and/or referral to a Subcommittee for 
consideration. Such a determination may be overridden by a two-thirds vote of 
those present.  

d.  Reconsideration of Adopted Proposals. The Committee may reconsider 
any proposal it passed at a previous meeting so long as the proposal has not yet 
been submitted to either the Board of Governors of The Florida Bar or the 
Supreme Court. Upon receiving comments on cycle report amendments, the 
Committee shall use this subdivision to reconsider the previously adopted 
amendments. The following procedures shall apply to reconsiderations depending 
on whether the proposal under reconsideration was originally passed after 
advance, written notice or upon oral motion:  

1.  The request to reconsider must be sent in writing to the Chair with 
sufficient notice to allow it to be placed on the agenda of the next meeting 
and distributed to Committee members at least 10 days prior to that 
Committee meeting.  

2.  If the proposal was passed after being circulated in writing in 
accordance with the notice requirements set forth herein:  

a.  The request must be made by a Committee member who 
originally voted for the proposal or by a member who was unable 
to attend the meeting when the proposal was passed and had 
advised the Chair of that inability in advance.  

b.  Two-thirds of the members present must vote to reconsider.  

3.  If the proposal was passed without having been circulated in 
writing in accordance with the notice provisions herein:  

a.  The request may be made by any Committee member.  

b.  A majority of the members present must vote to reconsider.  

e.  Reconsideration of Rejected Proposals. Requests to reconsider 
proposals that the Committee rejected at a previous meeting will be treated the 
same as reconsideration of adopted proposals, except that the member requesting 
reconsideration must have originally voted against the proposal when it was 
originally rejected, or been absent as defined above. The requirement that the 
requesting member must have originally voted against the proposal will expire 3 
years from the Committee’s rejecting vote.  

f.  Reconsideration of Proposals at the Same Meeting. Requests to 
reconsider proposals in the same meeting will proceed as set forth in Roberts 
Rules, that is, a Committee member that voted on the prevailing side of a matter 
may move to reconsider that matter at the same meeting. If the motion is 
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seconded, and a majority of members present vote to reconsider the matter, then 
the matter is reopened for debate and determination.  

g.  Reconsideration by Subcommittees. A Subcommittee shall reconsider 
proposals it previously acted upon at the request of the Chair. Upon receiving 
comments on cycle report amendments, the Chair shall refer the comment to the 
Subcommittee that originally proposed the corresponding amendment for review 
and consideration. The Subcommittee Chair shall be advised that the proposal is 
being submitted for reconsideration and provided with historical data. If the 
reconsideration is for a proposal which has previously been either rejected or 
adopted by the ACRC, the Subcommittee Chair shall be advised that the 
sponsorship of the request is in accordance with the provisions for reconsideration 
by the full Committee. The Subcommittee Chair shall draft a report detailing the 
Subcommittee’s activity pursuant to subdivision (III)d. 

h.  Procedures after Proposal Passed. Any proposal the Committee passes 
shall be reported as provided in Florida Rule of Judicial Administration 2.140. As 
required by that rule, all proposals must be submitted to the Board of Governors 
of The Florida Bar prior to submission to the Supreme Court of Florida, unless the 
Chair determines that immediate submission to the Court is necessary. When 
immediate submission is necessary, the proposal shall nonetheless be submitted to 
the Board of Governors as soon as possible. Proposals submitted to the Board 
must contain the Committee’s final numerical voting record on each proposal.  

Within 45 days of the final vote of the full Committee, a legal summary shall be 
submitted to the liaison by the Subcommittee Chair, or his or her designee. This 
summary is not to be a summary of the procedure within the Subcommittee or 
Committee, but a substantive legal argument detailing the reasons why the rule 
was amended. This summary may be included in any submissions to the Court.  

i. Procedures for Comments On Cycle Amendments Filed Between June 
15 and August 1. In the event any person files a comment on proposed rule 
amendments between June 15, when the proposals are published, and August 1, 
when the comment period is closed, dates established by Florida Rule of Judicial 
Administration 2.140(b)(2), the Chair shall direct the applicable Subcommittee to 
review the proposal in light of the comment(s) and prepare a written response 
recommending any action that the Subcommittee determines warranted with an 
explanation for that recommendation. The Subcommittee’s written response must 
be timely submitted for inclusion in the agenda packet for discussion at the next 
Committee meeting.  

Any request for reconsideration of a proposal in this time period must be sent in 
writing to the Chair by a Committee member who originally voted for the 
proposal, or by a member who was unable to attend the meeting when the 
proposal was passed and had advised the Chair of that inability in advance. At the 
next Committee meeting, the request must be seconded, and any changes to the 
proposal shall require an affirmative vote of two-thirds of the members present.  
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j.  After Board of Governors Consideration. After proposals are 
considered by the Board of Governors and returned to the Chair, the Chair shall 
report to the Committee whether the Board of Governors voted to accept, reject, 
or amend the proposals. If the Board of Governors votes to reject or amend the 
proposals, then the Committee shall vote whether to amend its recommendations 
to coincide with the recommendations of the Board of Governors, or decline to do 
so, or amend its recommendations in another manner.  

k.  Submission of Proposals to Supreme Court. The Chair shall determine 
whether a proposal should be submitted to the Supreme Court of Florida as an 
exception to the normal three-year cycle or held for submission as a part of that 
cycle. The Chair shall give notice of this determination as required for other 
agenda items. The Chair’s determination may be overridden by a two-thirds vote 
of those present. The Chair shall provide advance copies of each Court 
submission to the Vice Chair(s), the Secretary, and the Chair of any 
Subcommittee whose proposal(s) is to be included in the submission to the Court.  

1.  Three-Year Cycle Proposals. If the Chair determines the matter 
should be retained for submission as part of the three-year cycle and the 
Committee does not override such determination, the Chair shall provide 
the succeeding Chair with a written document setting forth the proposal 
and the rationale for the proposal, together with any such documents 
received from the preceding Chair. The Chair serving during a reporting 
year shall timely prepare (or appoint a designee to timely prepare) the 
appropriate pleadings for the submission of all proposals being submitted 
as a part of the process, which pleadings shall conform to the requirements 
of Florida Rule of Judicial Administration 2.140.  

2.  Exceptions to the Three-Year Cycle. If the Chair determines the 
matter should be submitted as an exception, and the Committee does not 
override such determination, the Chair or the Chair’s designee shall 
promptly prepare and submit the appropriate pleadings to the Court, which 
shall conform to the requirements of Florida Rule of Judicial 
Administration 2.140.  

l.  Scrivener’s Authority. In submitting any proposed rule or amendment, 
the Chair or the Chair’s designee may correct typographical errors and errors in 
spelling, punctuation, numbering, and style as long as such corrections do not in 
any way alter the substance or intent of the proposed rule or amendment. The 
Florida Bar Liaison shall ensure that any proposed rule or amendment complies 
with the Supreme Court’s Rules of Procedure Style Guide.  

m.  Additional Pleadings. With regard to any proceeding in the Supreme 
Court in which the Committee has taken a position, the Chair or the Chair’s 
designee shall have the authority to submit any subsequent pleadings consistent 
with the Committee’s position that the Chair or the Chair’s designee deems 

19



Adopted 6/2002 Amended 1/2008, 6/2008, 6/2009, 9/2009, 1/2010, 6/2012, 2/2013,  
10/2014, 1/2015, 1/2016, 6/2018                                                                                                    9 

necessary. Whenever feasible, the Chair shall furnish the Vice Chair(s), the 
Secretary, and affected Subcommittee Chairs advance copies of each submission.  

n.  Oral Argument. If the Court sets oral argument on a Committee proposal, 
the Chair or the Chair’s designee shall attend and argue the proposal before the 
Court.  

o.  Emergency Proposals.  

1.  Application. The Chair shall have authority to invoke the 
emergency procedure when:  

a.  an act of the Legislature implicates a rule of appellate 
procedure;  

b.  the Supreme Court requests an immediate recommendation 
from the Committee; or  

c.  the Chair determines immediate action is necessary.  

2.  Emergency Procedure.  

a.  When the Chair determines the emergency procedure 
should be invoked, the matter shall be referred to the Executive 
Subcommittee.  

b.  The Executive Subcommittee shall convene by telephone 
conference within 10 days of the referral. The Executive 
Subcommittee may determine, by majority vote, whether to refer 
the matter to a standing Subcommittee or an ad hoc Subcommittee.  

c.  The members of the Executive Subcommittee, or the 
members of another Subcommittee to which the matter has been 
referred, shall determine by majority vote whether to propose 
amending or adopting a rule. If the Subcommittee decides to 
recommend a proposed rule, it shall draft the rule. If a 
Subcommittee decides no action is necessary, it shall prepare a 
memorandum setting forth its reasons. Any rule proposal or 
memorandum prepared under this emergency procedure shall be 
submitted to the Chair within 30 days of the Chair’s referral of the 
matter.  

d.  If the next scheduled meeting of the full Committee will 
take place in sufficient time for expedited consideration of the 
matter, the Committee shall at that time consider the rule proposal 
or the memorandum recommending no action.  
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e.  If the next scheduled meeting of the full Committee will 
not take place in sufficient time for expedited consideration of the 
matter, the Chair shall call for a vote of the full Committee by 
electronic means. No later than 5:00 p.m. on the tenth calendar day 
after the call, the Committee members shall vote to approve or 
disapprove the rule proposal, or the memorandum recommending 
no action.  The Chair may shorten the period for voting, and may 
schedule a meeting of the full Committee by electronic means.  

(i)  If a proposed rule is approved by a majority of the 
Committee members voting, and less than one-third of the 
full Committee disapprove the proposal, the Chair or the 
Chair’s designee shall immediately submit an appropriate 
pleading to the Florida Bar Board of Governors for further 
action. If one-third or more of the full Committee 
disapproves a proposed rule, the Chair shall suspend this 
emergency procedure and place the proposal on the agenda 
for the next scheduled meeting of the Committee.  

(ii)  If a Subcommittee’s recommendation to take no 
action is approved by a majority of the Committee 
members voting, and disapproved by less than one-third of 
the full Committee, the matter is ended and the Chair or the 
Chair’s designee shall advise all interested parties of the 
Committee’s decision. If one-third or more of the full 
Committee disapproves the Subcommittee’s 
recommendation, the Chair shall suspend this emergency 
procedure and may refer the matter back to the 
Subcommittee for further consideration. The Chair shall 
place the matter on the agenda for the next scheduled 
Committee meeting.  

p.  Committee Notes.  

1.  The Committee shall vote on the language of new committee notes 
or committee note amendments.  

2.  The Committee may adopt a new committee note, even if the 
Committee does not simultaneously recommend amending the 
corresponding rule.  

3.  The Committee shall direct that the adoption date be included the 
published committee note.  

4.  The Committee shall not amend a previously published committee 
note that is dated, but the Committee may amend a previously published 
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committee note that is not dated even if the Committee does not 
simultaneously recommend amending the corresponding rule.  

5.  The Committee shall report to the Florida Supreme Court all new 
committee notes and committee note amendments by one of the following:  

(1) including this in the Committee’s report of proposed rule 
amendments; (2) including this in the Committee’s report of out-
of-cycle amendments; or (3) submitting them to the Supreme Court 
separately from either of these reports.  

6.  The Committee cannot adopt or amend court comments, which are 
prepared by the Supreme Court.  

VI.  ORIENTATION 

All new members must attend orientation during their first year on the Committee unless 
the Chair excuses them from participating or allows them to postpone attendance at orientation 
for good cause shown.  

a.  Date. The Chair will set the date and time of orientation and the content to 
be presented at orientation, in consultation with the Incoming Chair and The 
Florida Bar Liaison.  

b.  Content. Subject to the discretion of the Chair and the Incoming Chair, 
orientation may include the following:  

1.  Chairs and Bar staff will provide new members with an overview 
of the rule-making procedures and the operation of the Committee.  

2.  All Subcommittee Chairs (or Vice Chairs if the Chair is 
unavailable) will attend and provide new members with a brief overview 
of their Subcommittee and the status of issues pending before their 
Subcommittee.  

3.  Others will assist in orientation as determined by the Chair.  

4.  All new members will be required to select service on at least two 
Subcommittees each year during their membership on the Committee.  

c.  Mentors. The Chair may designate Committee members serving in their 
second three-year term (and if needed Committee members serving in the third 
year of their first three-year term) to mentor one new Committee member by 
being available to that member to answer questions and to assist in welcoming 
them to the Committee. 

VII.  AMENDMENTS 
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These Internal Operating Procedures may be amended at any meeting of the Committee 
by a majority vote of the members of the Committee present and voting, provided that any 
proposed amendment shall first have been provided in writing to all Committee members at least 
30 days before such meeting. 
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ACRC Guidelines for Subcommittees 

 
I.  Setting up Subcommittee meetings 

 Within three weeks of a referral, the Subcommittee Chair should convene a meeting of 

the Subcommittee. The meeting may be in person or by conference call. If by the latter, the 

Subcommittee Chair, in consultation with Bar Liaison, should choose at least three alternate 

dates/times in which the conference call number is available, because there is only one 

conference call number for the ACRC. The Subcommittee Chair should poll the Subcommittee 

as to preference, notify the Bar Liaison of the choice, and circulate to the Subcommittee the 

calling instructions. If subsequent meetings are necessary, they should be scheduled no more 

than 30 days apart. The Committee Chair should be kept apprised of the work schedule of the 

Subcommittees. 

 

II. Subcommittee reports and exhibits 

 

 A.   As a preliminary matter the Subcommittee must first determine if the referral 

should be addressed at all, and answer the question whether the referral is an appropriate rules 

matter, or rather, is instead either a substantive matter, or should be considered by another rules 

committee. 

 

 B.  These reports may be included as back-up materials to the Supreme Court Reports 

on rule amendments, and, therefore, they should be somewhat formal and should also be 

consistent in format. To help ensure consistency: 

 

  1.  The reports should not be in an email message, but rather emailed, as an 

attachment, in Word; the file name indicative of the Subcommittee and month and year of the 

meeting that they’re prepared for, e.g., Civil Law Subcommittee Report June 2007. (NB: No 

commas or apostrophes in file name.) The Bar Liaison only needs to have the report once it is 

finalized for inclusion in the pending ACRC’s agenda. Subcommittee chairs may cc drafts to the 

Bar Liaison, for a specific reason, if they wish. Otherwise minutes and draft reports should only 

be circulated among Subcommittee members, unless the Chair wants to have input on drafts. 

 

  2.  Exhibits to the reports, i.e., minutes of meetings, memos, should attached 

to the report file, unless they are too large for one file in which case they should be numbered the 

way that they’re referred to in the report, and labeled. The agenda packet must be an ADA 

compliant PDF, so do not print the report and scan it as a whole. You may send the liaison the 

report is word and the referrals as attachments. Do not put the referral into the subcommittee 

report more than once. Do not submit a report with amendments indicated through “track 

changes.” Whether in the report file or in a separate file, they should be easily identified, e.g., 

Civil Law Subcommittee Report Exhibit A 5-16-07 Minutes. 

 

  3.  The report should include: the rule proposal charge; the name of the 

person who made the referral (John Tomasino on behalf of the Court, or the name of the person 

who requested the ACRC Chair to examine whether a change was needed); dates the 

Subcommittee met; a summary of the results of each meeting the Subcommittee had to discuss 

the referral; a detailed summary of the analysis as to why a rule amendment was, or was not, 
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recommended; a list of names of folks who attended the meeting; the vote tally to amend; a 

summary of reasons for the minority position/dissenting views; if a proposal is recommended, 

the rule in legislative format; if a proposal is not included why it isn’t; references in the report, 

as appropriate, to the attached exhibits - the minutes of each Subcommittee meeting discussing 

the proposal and, if drafted, memoranda. Do not submit a report with amendments indicated 

through “track changes.” 

 

Please remember that the report will be the best source of information if the Supreme Court, or 

anyone else, asks for details about why a rule change was proposed. 

 

  4.  If the Subcommittee is proposing an amendment, and the referral is in 

response to a statute or court opinion, the statute or opinion must be attached as an exhibit. If the 

Subcommittee is making a recommendation to amend a rule, the Subcommittee meeting minutes 

and memoranda prepared in response to the referral should also be attached as exhibits. If there 

is no proposal in the report, these materials should not be attached. 

 

  5.  See attached suggested Subcommittee report form. 

 

III. Time Limits 

 

 A.  Barring exceptional circumstances, every submission to a Subcommittee should 

be reported for action to the full committee by the next meeting that takes place after the item 

was referred to the Subcommittee. 

 

 B.  It is the responsibility of the Subcommittee Chair to report on the progress of the 

work of the Subcommittee at intervening meetings of the full committee, or to delegate another 

Subcommittee member to present the report. 

 

IV. Outcome Letters 

 

 A.  Within 30 days of each meeting, each Subcommittee Chair should draft a letter to 

the proponent of each proposal, for the ACRC Chair’s signature (and on the ACRC Chair’s 

letterhead), which summarizes the outcome by the full ACRC of each proposal referred to that 

Subcommittee. The letter must be copied to Bar Liaison and, if to the Supreme Court, to 

The Florida Bar Executive Director. 

 

 B.  There’s no need for a letter if the proponent is a then-current ACRC member. 

 

V. Other Communications 

 

 A.  Outgoing Subcommittee Chairs should forward to the incoming Subcommittee 

Chairs all emails, etc. of pending work. 

 

 B.  All ACRC communications - emails, letters to others - must be copied to Bar 

Liaison and, if to the Supreme Court, to The Florida Bar Executive Director. 
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PRE-VOTE SUBCOMMITTEE REPORT FORM 
(Subcommittee Name/Subject) 

(Must be submitted no later than 20 days prior to the Committee Meeting) 

 

Date: 

Chair: 

Members Attending: 

Meeting dates: 

 

I.  History/Background (Referral Number): 

 (How did this matter come to the attention of the Committee?) 

 (Attach any relevant background materials, i.e., letter, email, etc.) 

 (Describe the charge/problem/request.) 

 

II.  Summary of the Issues: 

 

III.  Factors Considered by the Subcommittee: 

 

IV.  Majority Position: 

A.  Rationale. 

B.  Cite applicable case law. 

C.  Summarize conclusion of any submitted memoranda, and attach as a 

referenced lettered or numbered exhibit. 

D.  Consideration of the effect of the proposed change on other rules. 

E.  State the voting result. 

 

V. Proposed Amendment Must be in Legislative Format, documents not include “track 

changes” formatting, or its equivalent, and must be submitted in Microsoft Word or Corel 

Wordperfect format, not as a scanned PDF): 

 

VI. Minority Position(s): 

A.  Rationale. 

B.  Alternative proposed amendments in legislative format. 

 

VII. Time Considerations for Adopting Proposal: 

(Reasons to expedite, if any) 

 

VIII. Attach minutes of Subcommittee meeting(s), case law, memoranda, etc., as a 

Microsoft Word or Corel Wordperfect document or ADA compliant document. 
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POST-VOTE SUBCOMMITTEE REPORT FORM 

(Must be completed within 14 days of the Committee Meeting) 

 

Date: 

Chair: 

Meeting date: 

Referral Number: 

A. Did the proposed amendment change as a result of the Committee meeting? 

(If yes, please indicate the final amendments using strike through and 

underline (but not track changes)) 

B. What was the final Committee vote? 

C. Majority Position – Legal Rationale. 

D. Minority Position – Legal Rationale. 
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Robert’s Rules Of Order For Dummies 
Source: Doris P. Zimmerman, 

Robert’s Rules In Plain English (1997) 
 

I.  Basic Rules 
 
 A.  When conflict arises between the rights of a member and the right of the 
  organization to do its business, the rights of the organization prevail. 
 
  Equal Rights of Members: 
   to attend meetings 
   to make motions and speak in debate 
   to nominate 
   to vote 
   to hold office 
 
 B.  A quorum must be present to conduct business. 
 
 C.  The Majority Rules 
 
  1.  objections to a vote already taken are out of order 
 
  2.  the majority means the majority of members voting 
 
  3.  abstentions impliedly support majority vote 
 
  4.  2/3 vote needed to limit or take away rights 
 
 D.  Moving the previous question (sometimes referred to as “calling the question”) 
 
  1.  must be voted on immediately 
  
  2.  must be seconded 
   
  3.  may not be debated 
   
  4.  requires 2/3 vote 
 
 E.  One Question/One Speaker 
 
  1.  motion must directly relate to question under consideration 
   
  2.  speaker who “has the floor” may not be interrupted 
 
  3.  debate must relate to the motion 
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 F.  Question cannot be put to vote until fully debated (if debatable) 
 
 G.  Personal remarks are out of order 
 
   Comments on motives and personalities are inappropriate 
 
 H.  Private discussion between members while another has the floor is out of order 
 
II. Motions 
 
 A.  Main Motions 
 
  1.  maker of motion has first right to speak to it 
    - can vote against it but not speak against it 
 
  2.  can modify own motion and withdraw it before stated by Chair. 
 
 B.  Secondary Motions: made while main motion is on the floor and before it has 
  been decided. 
 
  1.  Subsidiary Motions: expedite by disposing of pending motion 
 
   Examples: 
   (a)  Postpone (can be debated; majority; cannot interrupt; 
    higher rank = taken 1st) (becomes unfinished business); 
 
   (b)  Commit (as to a committee) can be debated; majority vote; 
 
   (c)  Previous Question cannot be debated; 2/3 vote; cannot 
    interrupt. 
 
  2.  Privileged: emergency motion; do not relate to pending motion; relate to 
   welfare; must be handled first. 
 
   Two Types: 
    General (can’t hear) 
    Personal (being misstated) 
 
   Examples: 
    (a)  Recess: 2ded; not debated, majority vote; 
    (b)  Adjourn: 2ded; not debated, majority vote; 

  3.  Incidental: decided before business is resumed; procedural. 
 
   Examples: 
    (a)  vote by ballot 
    (b)  verify vote (“Division”) = retake 
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    (c)  point of order 
    (d)  appeal (decision of Chair) 
    (e)  point of information 
    (f)  permission to withdraw 
    (g)  division of a question 
 
 C.  Standard Characteristics of a Motion 
 
  1.  debatable 
 
  2.  amendable 
 
  3.  majority or 2/3 vote 
  
 D.  Amendments (majority vote) 
 
  1.  Ways to amend (before main motion is voted on) 
   (a)  add words or phrases 
   (b)  strike words or phrases 
   (c)  substitute 
 
  2.  Cannot interrupt to make 
 
  3.  An amendment (primary) may be amended (secondary), but only two 
   amendments may be pending at one time. 
 
  4.  Vote first on the amendment to the amendment; vote next on the 
   amendment; then vote on main motion. 
 
  5.  A motion may be amended by a motion to substitute 
 
  6.  Friendly amendment 
 
   (a)  changes in wording that enhance and strengthen original 
    motion 
   (b)  if no one objects = adopted by general consent 
 
  7.  Hostile Amendment 
 
   (a)  gives different meaning 

   (b) may defeat intent 
 
III.  Rank: highest to lowest 
 
 A.  Previous Question 
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 B.  Limit Debate 
 
 C.  Postpone 
 D.  Commit or Refer 
 
 E.  Amend 
 
 F.  Main 
 
i.e., once motion to refer to committee is made, a motion to amend is out of order; but a motion 
to postpone is not 
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~ u p r e m e  (!Court of jflortba 
No. AOSC06-14 

Corrected 

INRE: GUIDELINES FOR RULES SUBMISSIONS 

ADMINISTRATIVE ORDER 

The Supreme Court of Florida relies on the various rules committees 

appointed by The Florida Bar for the regular review and evaluation of court rules 

to advance orderly and cost-effective procedures in the administration of justice 

and for regularly scheduled reports identifying and explaining needed rule changes. 

See Fla. R. Jud. Admin. 2.130. The Court relies on the Board of Governors of The 

Florida Bar and the Florida Board of Bar Examiners for the review and evaluation 

of their respective bodies of rules and for the submission of needed amendments to 

those rules. See R. Regulating Fla. Bar 1-12.1; Fla. Bar Admiss. R. 1-13 . 

The Florida Bar legal publications editorial staff provides an invaluable 

service by assisting the court rules committees in preparing their reports and 

proposed rule changes for submission to the Court. Similarly, Office of the State 

Courts Administrator (OSCA) staff who support the various Supreme Court 

committees and commissions that are authorized to submit proposed rule changes 
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to the Court provide an equally important role in relation to those committees and 

commissiOns. 

In 1999, in recognition of the importance of consistency in form and style 

among the various bodies of rules, the Court approved the Rules of Procedure 

Style Guide developed by Bar staff to govern format and stylistic elements of court 

rules. See Fla. Admin. Order In re Rules of Procedure for Courts (Dec. 14, 1999) 

(on file with Clerk Fla. Sup. Ct.). The Court also recognizes the importance of 

receiving thorough, comprehensive committee reports of proposed court rule 

changes and petitions from The Florida Bar seeking amendments to the Rules 

Regulating the Florida Bar and, through its Central Staff, has worked with Bar staff 

to develop guidelines for rules submissions. 

To ensure the adequacy of reports and petitions seeking rule changes and to 

promote consistency in format of the various proposals, the Court approves the 

attached Guidelines for Rules Submissions, which replace the previously approved 

Rules of Procedure Style Guide. The Guidelines are to be used for a11 reports and 

petitions seeking rule changes submitted by The Florida Bar's court rules 

committees, The Florida Bar, the Florida Board of Bar Examiners, and Supreme 

Court committees or commissions authorized to submit proposed rule changes to 

the Court. 
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Bar staff liaisons to the various rules committees and OSCA support staff to 

Supreme Court committees and commissions are hereby authorized to make purely 

editorial changes to proposed rule amendments before their submission to the 

Court, in conformity with Part I, Rules Style Guide, of the Guidelines for Rules 

Submissions. Bar staff liaisons and OSCA support staff also are authorized to 

work with committee chairs to ensure that reports and petitions seeking rule 

changes comply with Parts II, Reports to Amend Court Rules, and IV, Non-Bar 

Committee Reports/Petitions to Amend Rules, of the Guidelines for Rules 

Submissions. The Florida Bar and the Florida Board of Bar Examiners are 

directed to ensure that petitions to amend their respective bodies of rules also 

comply with the Guidelines for Rules Submissions. 

DONE AND ORDERED at Tallahassee, Florida on June 14,2006. 

Chief Justice arbara J. Panente 
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GUIDELINES FOR RULES SUBMISSIONS 

PART I - Rules Style Guide 

(a) General Style Guidelines. 

(1) Capitalization. 

(A) Lower case generic terms; e.g., supreme court, district court of appeal, circuit 
court, chief judge, judge, state attorney, state, department, rules, rules of civil 
procedure, bar, board of governors, young lawyers division. 

(B) Capitalize proper names; e.g., State of Florida, Supreme Court of Florida, 
Department of Children and Family Services, Florida Rules of Civil Procedure, 
The Florida Bar, The Florida Bar Board of Governors, Young Lawyers Division 
of The Florida Bar. Use proper names if a generi c term is ambiguous. Generally 
a generic term can be used on subsequent reference in a subdivision; e.g., 
"department" after "Department of Children and Family Services." 

(2) Commas. In a series, use a comma before "and" or "or"; (e.g. , one, two, and three). 

(3) Numbers in Text. Use Arabic numbers in the text of rules. Do not spell out numbers and, 
in particular, do not use both; e.g., five (5). When it is necessary to begi11 a sentence with 
a number, spell out the number; do not use Arabic. 

( 4) Gender Neutrality. All rules must be gender neutral. 

(5) Lists. 

(A) If items in a list could stand alone as sentences, begin each with a capital letter 
and end with a period. Insert needed language into the introduction to ensure 
clarity on whether all items in the list apply or whether any one of the items 
apply; (e.g., "The court shall consider all of the fo llowing:" or "The court may do 
any of the following:"). See, for example, Fla. R. Jud. Admin. 2.130(b) [to be 
renumbered 2.140(a)]. 

(B) If items in a list cannot stand alone and if they complete the thought of the lead-in 
sentence, begin each item with a lower case letter and end with a semicolon. 
Insert "and" or "or" before the last item in the list to indicate whether all items 
apply or whether any one of the items may apply. See, for example, Fla. R. Civ. 
P. l.442(c)(2). End the last item of the list with a period, unless the sentence 
continues after the last item. If items are followed by one or more sentences, 
begin with a lower case letter and end with a period. 
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(C) If items are not part of the lead-in sentence, use initial capitals and end with a 
period, even if the items are sentence fragments. See, for example, Fla. R. Juv. P. 
8.045(£). 

(D) Do not repeat a word or phrase at the beginning of items in a list; move the word 
or phrase to the sentence introducing the list. 

(E) Follow general rules ofparallelism. 

(6) Word Choice. In general, rules should be written in simplified language, not "legalese." 
W11en appropriate, avoid use of words such as "therein," "wherefore," and "in lieu of." 
Use "on" rather than "upon," "to" rather than "in order to," "under" rather than "pursuant 
to," "betore" rather than "prior to," "use" rather than "utilize," and "must" rather than "is 
required to" or "shall." 

(7) Forms. 

(A) A 1 0-dot line should be used to indicate blanks in the form in which information 
is to be inserted. A description may be placed in the middle of the dotted line 
with the type of information to be inserted in parentheses [e.g., ..... (name) ..... ]. If 
the dotted line falls at the end of a sentence, add an additional dot for the period. 

(B) If the form is intended to be copied and used "as is" (e.g., the Family Law Fonns), 
a solid line should be used for the blanks. 

(C) Signature blocks for attorneys should include lines for the address, telephone 
number, fax number, email address, and Florida Bar number. 

(D) Family law forms should follow specific style developed for them. 

(E) Notice of hearing forms should contain ADA language. See Fla. R. Jud. Admin. 
2.065 [to be renumbered 2.540]. 

(b) Citations. Citations should be in the style mandated by Fla. R. App. P. 9.800. When a 
citation is used as part of a sentence, however, usc "section 61.13, rlorida Statutes (Supp. 
1990)." Consider using "as required by law" rather than citing a specific statute in a rule. 
This will avoid the need to amend the rule if the statute is renumbered. See examples 
below: 

(1) Statutes. [e.g., § 61.13, Fla. Stat. (Supp. 1990)]; 
(2) Case Law. [e.g., 666 So. 2d 666 (Fla. 4th DCA 1995)] ; 
(3) Rules of Procedure. (e.g., Fla. R. Civ. P. 1.010). 

- 5- 36

htelfer
Highlight



(c) Subdivisions. 

(1) Reference to Parts of a Rule. Refer to parts of a rule as "subdivisions," not sections, 
subsections, paragraphs, subparagraphs, or di visions. This rule should be followed 
carefully within the body of the rules [e.g., "as required in subdivision (b )(1 )," not "as 
required in subparagraph (b )(1 )"]. 

(2) Paragraphs. As a general rule, each subdivision should have only one paragraph and 
subject. If a subdivision is proposed that contains more than one paragraph, consider 
creating new subdivisions for each paragraph. Alternatively, the paragraphs can be 
combined into one paragraph. 

(3) Numbering. Subdivisions within a rule should be broken down as follows: 
(a) 

(1) 
(A) 

(i) 
This applies even when enumerating items in a list. 

(4) Titles. 

(A) Major Subdivisions Within Rules. If groups of rules are given a title, the title 
should be in all capital letters, with no punctuation at the end (e.g. , PART I-
DELINQUENCY RULES; A. INTRODUCTORY RULES). 

(B) Rules. The title of each rule should be in bold type and all capital letters. No 
punctuation should appear at the end of the title (e.g. RULE 8.010. [TAB] 
SCOPE AND PURPOSE; RULE 3-6.1 GENERALLY). 

(C) Subdivisions. Subdivision titles should have initial capital letters, except for 
prepositions ("to," "for"), conjunctions ("and," "but"), and articles ("a," "an," "the"). 

(D) Major Subdivisions. Major subdivisions [those designated by lower case letters 
(e.g., (a))] must have a title in bold type (including the letter designating the 
subdivision) and be followed by a period [e.g ., (a) Notice.]. 

(E) Subsequent Subdivisions 

(i) Court Rules . All subsequent subdivisions in court rul es should have titles 
when needed for clarity using initial caps, bold type, and followed by a 
period [e.g. , (1) Notice.]. If one subdivision in a group has a title, all 
subdivisions must have one [e.g., (1) Notice. ; (2) Hearing.; (3) Order.]. 

(ii) Bar Rules. 

a. The title of each second-level subdivision [those designated by numbers 
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(e.g. , (1))] must be in italics, using initial caps, and followed by a period. 
The number designating the subdivision, however, should be in Roman 
type, [e.g. , (1) Notice of Appearance.]. 

b. The title of each third- or fourth-level subdivision [those designated by 
capital letters (e.g. , (A))] must be in standard type, using initial caps, and 
followed by a period, [e.g. , (A) Appearance in Court.] . 

(d) Read Against. 

(1 ) All rules and forms should be read against the most recent edition of West's Florida 
Rules of Court. If there has been an interim amendment, the rule or f01m should be read 
against the version contained in the opinion issued by the court adopting the amendment. 
If there are discrepancies between the submitter's most recent version of the mles and 
West or the opinion: 

(A) errors on the submitter's part should be corrected in the submission; 

(B) errors on West's part should be corrected in the submission and an editor's note 
inserted into the legislative and two-column format identifying the error and 
citing the opinion with the correct mle or form. 

(2) The two-column chart should be compared with the legislative format version of the 
proposed rule changes to ensure that all changes are reflected on both versions. 
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Part II - Reports to Amend Court Rules 

(a) Report. 

(1) Caption. The report should begin with a caption as follows: 

IN THE SUPREME COURT OF FLORIDA 

IN RE: AMENDMENTS TO THE CASE NO. 
..... (Name of rules) ..... 

..... (Type of report, e.g., Regular-Cycle, Emergency, 
Out-of-Cycle) ..... REPORT OF THE ..... (Name of rules committee) ..... 

(2) Contents. The report should contain the following: 

(A) Jurisdictional Statement. The following are possible variations of this statement: 

• "The .......... committee files this regular-cycle report, under Fla. R. Jud. 
Admin. 2.130(c) [to be renumbered 2.140(b)]." 

• "The .. ...... .. committee files this emergency request for amendment to 
rule(s) ........... , under Fla. R. Jud. Admin. 2.130(e) [to be renumbered 
2.140(e)]." 

• "The .......... committee files this out-of-cycle report requesting 
amendment(s) to rule(s) .......... , under Fla. R. Jud. Admin. 2.130 [to be 
renumbered 2.1 40]." 

• "The .......... committee files these comments to the emergency 
amendment(s) to rule(s) ..... ..... approved by the court on .......... , under 
Fla. R. Jud. Admin. 2.130(a) [to be renumbered 2.140(d)]." 

• "The ..... .. ... committee files this request for amendment(s) to rule(s) ......... . 
in response to the court's order/request of ..... (date) ...... , under Fla. R. Jud. 
Admin. 2.130(f) [to be renumbered 2.140(t)] [alternatively: ... in response 
to the report dated .......... from the Office of State Courts Administrator 
identifying newly enacted laws that may affect rules of court]." 

(B) A discussion of proposed amendments (including the committee's voting record 
as to each amendment if no table of contents accompanies the report - see (b )(I), 
with 

(i) a thorough, detailed explanation of each amendment, including a 
narrative description of how each amendment changes the language of 
the rule; 
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(ii) detailed reasons for each proposed change, including a discussion of 
relevant background information, such as: 

a. whether the proposal is in response to a referral from the court; 

b. the source of the proposal; and 

c. a discussion of relevant legislation, with references to any applicable 
session laws; 

(iii) the name and address of the proponent of each change, if not a committee 
member; 

(iv) the names of any committees or individuals that the committee consulted 
about the proposed amendment; 

(v) a statement as to when and where notice was published; 

(vi) an explanation of any changes made by the committee after the initial 
notice/posting; 

(vii) a discussion of any dissenting views from the board of governors and any 
changes made after the board's review (the voting record of the board 
should be included as to each amendment if no table of contents 
accompanies the report); and 

(viii) discussion of any significant dissenting views from members of the 
committee. 

(3) Signature Blocks. The report should end with two signature blocks: one for the rules 
committee chair and the other for the executive director of The Florida Bar. 

(b) Attachments/Appendixes. 

(1 ) Table of Contents. The report should be followed by a table of contents listing all rules. 
Rules without changes should be followed by "[NO CHANGE]"; new rules should be 
followed by [NEW RULE]; rules being deleted should be followed by [DELETED]; and 
rules being amended should be followed by [AMENDED]. The voting record for the 
rules committee and the board of governors should follow each rule that has proposed 
changes. For example: 

RULE 8.01 0 SCOPE AND PURPOSE [AMENDED] 
Committee vote: 30-0-0 
Board of Governors vote: 30-0-0 
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(The table of contents may be omitted if only a very small number of rules are 
being amended. In that case, the voting records should accompany the discussion 
of each rule in the report.) 

(2) Legislative Format. Attach a copy of all rules and forms being amended in full-page, 
legislative format (deleted language stricken-through followed by new language 
underlined), with committee notes included. 

(3) Two-column Chart. All rules being amended, added, or deleted must be presented in 
two-column format, printed landscape style. 

(A) The first column should contain the proposed amendment in legislative format. 

(i) The title and number of the rule should be shown at the top of the first 
column. 

(ii) Within a rule, include everything that is in a major subdivision being 
amended [i.e., (a)], up to the change, unless inclusion of the entire rule or 
subdivision is needed to understand the amendment. 

(iii) Subdivisions without changes should be identified by letter and title only 
and marked "[NO CHANGE)." 

(iv) New committee notes should be included in the f i r ~ t  column. Old n u t t : : ~  
should be included in the chart only when needed to understand the 
amendment. 

(B) The second column should contain a brief summary of the reasons for change 
contained in the report. When possible, the reasons should appear directly across 
from the language being amended. 

(C) Forms need not be presented in chart form. They should be included in the full-
page legislative format only. 

(4) Additional Attachments. An appendix with background documents should include: 

(A) letters from the referring source, including referral letters from the court tabbed in 
the original for the convenience of the clerk's office (but not copies of court 
opinions); 

(B) relevant administrative orders; 

(C) relevant legislation in session law format (including the section of the law 
containing the effective date of the legislation); 
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(D) any written comments received by the committee, as a separate appendix, tabbed 
(on the original only) for the convenience of the clerk's office; 

(E) reports or other documents relied on by the committee in developing the rule 
amendment; 

(F) a copy of the published Florida Bar News notice; and 

(G) a statement from the person responsible for doing the read against 
required in Part I (d) certifying that a read against has been done. 

(c) Paper and Electronic Submissions. Each report must be submitted both in hard copy 
(include an original and nine copies) and electronically in a format approved by the 
supreme court. Remove all electronic editor's notes, revision marks, or comments 
(annotations) from the electronic version submitted to the court. The report, rules in full-
page legislative format, two-column chart, and any minority reports must be submitted in 
MS Word. 

(d) Formatting. 

(l) Draft proposed amendments in accordance with Part I, Rules Style Guide. 

(2) The report, full-page legislative format, and table of contents must be single-spaced, 
formatted in Times New Roman, 14 point. 

(3) The two-column chart and all forms (other than family law forms, which may require a 
larger or smaller point size) must be formatted in Times New Roman, 12 point. 

(4) Insert hard page breaks between rules and forms in the full-page legislative format, so 
that each rule or form begins on the top of a new page. 

(5) Number all pages in the report sequentially. Attachments should be separately identified 
by appendix letter and page number (example: Appendix A, page I; Appendix B, page 
I). 

(6) Use left justification (not full justification) for the report, the rules in full-page legislative 
format, and the two-column chart. Forms may be fully justified. 

(7) Do not use embedded codes or automatic outlining features in reports or rules. 
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Part ill - Petitions to Amend the Rules Regulating the Florida Bar 

(a) Petition. 

(I) Caption . The petition should begin with a distinctive caption reflecting the issue or 
affected rule or chapter that is the subject of the fi ling, as fo llows: 

IN THE SUPREME COURT OF FLORIDA 

fN RE: AMENDMENTS TO THE RULES 
REGULATING THE FLORIDA BAR - CASE NO.: 
!Issue or Affected Rule(s) or Chapter-
Identifying Title (e.g. ADVERTISING ISSUES)! 

(2) Contents. The petition should contain the following: 

{A) A jurisdictional statement. 

(B) A list of the proposed amendments in numerical order by affected rule. 

(C) A discussion of each proposed amendment, with 

(i) a thorough, detailed explanation of each amendment, including a 
narrative description of how t::at;h amemlmenl t;hanges the language of 
the rule; 

(ii) detailed reasons for each change; 

(iii) relevant background information, such as: 

a. whether the proposal is in response to a referral from the court; 

b. the source of the proposal; and 

c. any committees or individuals consulted. 

(D) The voting record of the board of governors. 

(E) Dissenting views of the board of governors, if any. 

(F) A statement of when and where the notice, per rule 1-12.1, RRTFB was 
published. 

(G) A request for the proposed effective date of the proposed amendment (i.e. , 30 
days from opinion date). 
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(H) An appendix, as outlined below. 

(b) Appendixes. 

( 1) Appendix A, Legislative Format. Attach a copy of the proposed changes in single-spaced, 
full-page legislative format (deleted language struck through, shown first, followed by 
new lan&ruage underlined). The proposed amendments should be presented in numerical 
order by rule number. 

(2) Appendix B. Two-column Chart. All amendments must be presented in a two-column 
chart, printed landscape style. 

(A) The first column should contain the proposed amendments in legislative format. 

(i) The number and title of the rule being proposed or amended should 
be shown at the top of the column. 

(ii) Subdivisions without changes should be identified by number or letter and 
title only and marked "[NO CHANGE]," unless inclusion of the entire rule 
is necessary for a complete understanding of the amendment. 

(iii) New or amended commentary should also be included in the first column. 
Old commentary need only be included when necessary for a complete 
umlt:r:slamling uf the amendment. 

(B) The second column should contain a brief summary of the reasons for the change 
contained in the petition. When possible, the reasons should appear directly 
across from the language being amended. 

(3) Appendix C. Attach a copy of the published Florida Bar News notice of filing, per rule 
1-12.1 , RRTFB. 

( 4) Appendix D. Attach background documents such as: 

(A) communications evidencing the basis for any amendment; (e.g., letters from 
members, referral letters from the court, tabbed in the original for the convenience 
of the clerk's office; copies of court opinions need not be included); 

(B) relevant administrative orders; 

(C) relevant legislation in session law format (including the section of the law 
containing the effective date of the legislation); 

(D) reports or other documents relied upon in developing the amendment; and 
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(E) a statement from the person responsible for doing the read against required in Part 
I (d) certifying that a read against has been done. 

(5) Appendix E. If the proposals are published for comment before filing with the court and 
the bar receives comments before filing, attach all comments received (tabbed on the 
original for the convenience of the clerk's office). 

(c) Paper and Electronic Submissions. Each petition must be submitted in paper copy (the 
original and nine copies) and electronically in a format approved by the supreme court. 
Remove all electronic editor's notes, revision marks, or comments (annotations) from the 
electronic version submitted to the court. All petitions, the rules in legislative format, the 
two-column chart, and any minority reports must be submitted in MS Word and 
appendixes must be in MS Word or be a pdf document, if MS Word format is 
unavailable. 

(d) Formatting. 

( 1) Draft proposed amendments in accordance with Part I, Rules Style Guide. 

(2) The petition and full-page rules in legislative format must be single-spaced, formatted in 
Times New Roman, 14 point. 

(3) The two-column chart and all forms must be formatted in Times New Roman, 12 point. 

( 4) Insert hard page breaks between rules and fonns, so that each rule or form begins on the 
top of a new page. 

(5) Number all pages in the petition sequentially. Attachments should be separately 
identified by appendix letter, and page number when appropriate (i.e., Appendix A, page 
1; Appendix B, page 1 ). 

(6) Use left justification (not full justification) for the petition, the rules in legislative format, 
and the two-column format. Forms may be fully justified. 

(7) Do not use embedded codes or automatic outlining features in petitions or rules. 
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Part IV- Non-Bar Committee Reports/Petitions to Amend Rules 

(a) Report/Petition. 

(1) Contents. A report/petition proposing rule changes should contain the following: 

(A) A jurisdictional statement. 

(B) A discussion of each proposed change (including the committee's voting record as 
to each proposal), with 

(i) a thorough, detailed explanation of each amendment, including a 
narrative description of how each amendment changes the language of the 
rule; 

(ii) detailed reasons for each proposed change, including a discussion of 
relevant background information, such as: 

a. whether the proposal is in response to a referral from the court; 

b. a discussion of relevant legislation, with references to any applicable 
session laws; and 

c. any committees or individuals the committee consulted. 

(C) A discussion of any significant dissenting views from members of the committee. 

(b) Attachments/ Appendixes. 

(I) Legislative Format. Attach a copy of all rules and forms being amended in single-
spaced, full-page legislative format (deleted language stricken-through followed by new 
language underlined), with committee notes included. 

(2) Two-column chart. All rules being amended, added, or deleted must be presented in 
two-column format, printed landscape style. 

(A) The first column is the proposed rule in legislative format. 

(i) The title and number of the rule should be shown at the top of the column. 

(ii) Within a rule, include everything that is in a major subdivision being 
amended [i.e., (a)], up to the change, unless inclusion of the entire rule or 
subdivision is needed to understand the amendment. 

(iii) Subdivisions without changes should be identified by letter and title only 
and marked " [NO CHANGE]." 
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(iv) New committee notes or proposed court commentary also should be 
included in the first column. Old notes should be included only when 
needed to understand the amendment. 

(B) The second column should contain a brief summary of the reasons for change 
contained in the report. When possible, the reasons should appear directly across 
from the language being amended. 

(C) Forms need not be presented in chart form. They should be included in legislative 
format only. 

(3) Additional Attachments. Background documents, such as the following, should be 
included in an appendix: 

(A) referral letters from the court tabbed in the original for the convenience of the 
clerk's office (but not copies of court opinions); 

(B) relevant administrative orders; 

(C) relevant legislation in session law format (including the section of the law 
containing the effective date of the legislation); 

(D) if the proposals were published for conunent prior to their submission, any 
written comments received by the committee, as a separate appendix, tabbed (on 
the original only) for the convenience of the clerk's office; and 

(E) a statement from the person responsible for doing the read against required in Part 
I (d) certifying that a read against has been done. 

(c) Paper and Electronic Submissions. Each report/petition must be submitted in hard 
copy (include an original and nine copies) and electronically in a format approved by the 
supreme court. Remove all electronic editor's notes, revision marks, or comments 
(annotations) from the electronic version submitted to the court. The report/petition, 
rules in full-page legislative format, two-column chart, and any minority reports must be 
submitted in MS Word. 

(d) Formatting. 

(1) Draft proposed amendments in accordance with Part I, Rules Style Guide. 

(2) The report/petition and full -page legislative format must be single-spaced, formatted in 
Times New Roman, 14 point. 

(3) The two-column chart and all forms (other than family law forms, which may require a 
larger or smaller point size) must he formatted in Times New Roman, 12 point. 
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(4) Insert hard page breaks between rules and forms in the full-page legislative format, so 
that each rule or form begins on the top of a new page. 

(5) Use left justification (not full justification) for the report/petition, rules m full-page 
legislative format, and the two-column chart. Forms may be fully justified. 

(6) Do not use embedded codes or automatic outlining features in reports/petitions or rules. 

Approved 06-14-06 
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Court Rules Committee 
Rule Adoption Procedure 

7-07 
1.  Rules Proposals. 
 
a.  Rules proposals may be submitted by individual members or by subcommittees as a 
 whole (during meetings or by assignment). (Fla.R.Jud.Admin. 2.140(a)). (Steps 1.a.1-2 
 will vary according to Committee IOPs.) 
 

1. Proposals may be submitted by individual members to staff. Each meeting 
notice contains an agenda deadline for submission of proposals. Proposed 
rules submitted by individual members are referred to the appropriate 
subcommittee and placed on the agenda for the next meeting. 
 

2. Proposals generated by subcommittee assignment should also be 
submitted to staff before the agenda deadline for the next meeting. 
 

b.  Rules proposals may be made “by any person” (Rule 2.140(a)(1)). If submitted to the 
 Bar, they are forwarded to the appropriate committee staff and placed on the agenda for 
 the next meeting. If submitted directly to the Court, the Court should refer them to the 
 Committee; they will be placed on the agenda for the next meeting. (Rule 2.140(a)(2)). 
 
c.  The Supreme Court may direct the Committee to consider a proposal at any time. When 
 doing so, a deadline for response is usually given. (Rule 2.140(f)). If this request is 
 received, staff will place it on the agenda for the next meeting or contact the Committee 
 Chair to arrange consideration by the Committee between regular meetings. 
 
d.  The Court may amend a rule on an emergency basis on its own. Rule 2.140(d). If it does 
 so, the Court is to “fix a date for further consideration of the change” and may hear oral 
 argument on it. 
 
2.  Committee Review. (2.a-c will vary according to Committee IOPs.) 
 
a.  Meeting Agenda. All rules proposals received by the agenda deadline are distributed to 
 the committee with the agenda materials for the meeting. Proposals are edited by staff to 
 conform to rules style (see attached) and to place them into the appropriate legislative 
 format (deletions struck-through and additions underlined) before distribution, if time 
 permits. 
 
b.  Subcommittee Review. All rule proposals initially are reviewed and approved, approved 
 with changes, or disapproved by the appropriate subcommittee. 
 
c.  Full Committee Review. Once a subcommittee reports out a rule proposal, it is 
 considered by the full committee and approved, approved with changes, or disapproved. 
 If time does not permit consideration of all subcommittee actions at the same meeting, 
 they will be placed on the agenda for the next meeting. All Committee votes on final 
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 approval of a rule must be reported to the Court. (Rule 2.140(b)(4)(B). Note: see 
 Internal Operating Procedures regarding quorum requirements for consideration of 
 proposals. 
 
3.  Submission to Judicial Administration Rules Committee. Staff provides copies of 
 approved rules proposals to the Judicial Administration Rules Committee staff for 
 review. (Rule 2.140(a)(5)). 
 
4.  Preparation of Rules Package. Rules proposals are generally submitted to the Court in 
 accordance with the three-year cycle outlined in Rule 2.140(b)(1). Out-of-cycle 
 emergency submissions are made to the court on vote of the Committee. (Rule 2.140(e)), 
 or as requested by the Court. Out-of-cycle nonemergency submissions may be made to 
 the court after consultation with the Clerk of Court. 
 
a.  All approved rule proposals are edited by staff for grammar, punctuation, and rules style 
 and to place them into the appropriate legislative format. 
 
b.  Either the Chair, or Committee members as assigned by the Chair, prepares the “Reasons 
 For Change” and argument to be placed in the petition/report to the Court. 
 
c.  A draft package is prepared by staff and circulated to Committee officers, or just the 
 Chair, for review and final approval. Changes are made as needed. 
 
5.  Submission to Florida Bar Board of Governors. Most rules proposals, unless 
 addressing a specific request from the Court, must be reviewed by the Board of 
 Governors before submission to the Court. (Rule 2.140(b)(3)). 
 
a.  Staff coordinates placing rules proposals before the board with the Executive Assistant to 
 the Bar President, including providing a copy of the proposals with a cover letter and 
 scheduling a time for appearance of the Committee Chair before the Board, if necessary. 
 
b.  If the Committee’ proposal must be submitted on a deadline set by the Court and cannot 
 be reviewed by the full Board of Governors, it may be submitted to the Executive 
 Committee of the BOG for consideration. Staff coordinates this process with the 
 Executive Assistant. 
 
c.  If the Board or Executive Committee approves the proposed changes, their vote is 
 reported to the Court and no further Committee action is necessary. If the Board or 
 Executive Committee does not approve a proposal, the Committee must consider the 
 Board’s objections and vote to submit the rule as originally proposed or make changes to 
 conform to the Board’s suggestions. This will be done at the next Committee meeting or 
 by conference call or electronic-vote, if a deadline must be met. The Board’s objections 
 and the Committee’s vote and reasons must be reported to the Court when the proposed 
 rule is submitted. (Rule 2.140(b)(4)(D).) 
 
6.  Distribution of copies. Contemporaneously with reporting proposed changes to the 
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 BOG, the proposals are submitted to the Speaker of the Florida House of Representatives 
 and the President of the Florida Senate. Rule 2.140(b)(2). 
7.  Publication for Comment. 
 
a.  Publication in Bar News. Rules proposals are published in the Bar News with instructions 
 for submitting comments electronically to the Committee Chair by a date certain (usually 
 30 days from the publication date). (Rule 2.140(b)(2).) If the size of the package 
 precludes full publication, staff prepares a summary for publication and readers are 
 directed to the Bar’s website for the full text. Any comments received must be considered 
 by the Committee and reported to the BOG and the Court. If a comment opposed the 
 proposal or suggested changes, the Committee must report to the court on what action 
 was taken (or not) and why. 
 
b.  Posting on Bar Website. At the same time as publication, the full text of the proposed 
 amendments in legislative format is posted on the Bar’s website (www.Floridabar.org) 
 with a paragraph directing comments to be sent to the Chair. (Rule 2.140(b)(2).) 
 
c.  Any comments submitted must be considered by the Committee and the Committee’s 
 action on them included in the report to the Supreme Court. (Rule 2.140(b)(4).) 
 
8.  Submission to Supreme Court. Staff prepares the final package to be submitted to the 
 Supreme Court in the required format (per Supreme Court Administrative Order) and 
 obtains signatures on the petition from the Committee Chair and Bar Executive Director. 
 An original, nine copies, and an electronic filing are submitted to the Court. Copies of the 
 final package are sent to the Committee officers, or just the Chair. (See Rule 2.140(b)(4).) 
 
9.  Publication in Bar News and posting on website. The proposals are again published in 
 the Bar News and posted on the website with a request that comments be submitted to the 
 Court and served on the Chair by a date certain. If necessary, the Committee may submit 
 rebuttal on any comments to the Court. (Rule 2.140(b)(5)-(b)(6).) 
 
10.  Oral Argument. For three-year cycle proposals, oral argument is generally scheduled 
 during May or June. On out-of-cycle submissions, the court may or may not grant oral 
 argument. Staff coordinates appearance of the Chair or a designee. (Rule 2.140(b)(5).) 
 
11.  Supreme Court Order. For three year-cycle proposals, the Court’s order is usually 
 issued in the fall, with changes effective January 1. For out-of-cycle petitions, the Court 
 sets an effective date when issuing its order. Copies of the order are provided to 
 Committee officers by staff. (Rule 2.140(b)(7).) 
 
12. Rules Pamphlet. Staff inserts changes approved by the Court and prepares a revised 
 edition of the rules pamphlet published by the Bar. A new pamphlet is usually published 
 annually. 
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The Florida Bar Board of Governors 
Rule 1.65 Appearances on Documents Filed with Courts 

 
1.65  Appearances on Documents Filed with Courts. All petitions, responses, briefs and other 
 legal documents filed with the Supreme Court of Florida or with other courts purporting 
 to express the position of The Florida Bar will be signed by the executive director on 
 behalf of The Florida Bar. Upon request the names of the president or president-elect 
 may be added to a document. 
 
 If the document was sponsored or prepared by a division, section or committee of The 
 Florida Bar and if that division, section or committee has taken an official position with 
 regard to the content of the document, then the chair or the chair's designated 
 representative may, upon request, be shown as an additional counsel. 
  
 Pleadings in disciplinary cases shall not require signatures of the persons listed above 
 unless otherwise required by the Rules Regulating The Florida Bar. 
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The Florida Bar Board of Governors 
 

Rule 5.20 Committee Structure, Membership and Terms 
 
5.20  Committee Structure, Membership and Terms. 
 
(a)  Structure. Each committee shall have a chair, a vice chair, and a membership of 
 small but sufficient number to meet the needs of the committee. The president 
 may establish an executive committee for any committee, authorized to act on all 
 matters that must be acted upon before the next meeting of the committee. 
 
(b)  Membership. At least 1 participating member of each committee shall be 
 continued during the following year. In the event a lawyer committee member is 
 no longer a member in good standing of The Florida Bar, or any committee 
 member fails to demonstrate a sufficient interest in the work of the committee, the 
 president of The Florida Bar, upon consultation with the committee chair, may 
 remove and replace said committee member at any time during the member's 
 term. The foregoing policy shall be appropriately published for the information 
 of all present or prospective committee members. 
 
(c)  Terms. Continuous service of a committee member shall not exceed 6 years. No 
 person shall be reappointed to the same committee for a period of 3 years after a 
 term of 6 years of membership on that committee. This provision shall not, 
 however, apply to membership on substantive law committees as defined in 
 Standing Board Policy 5.31. 

53


	Table of Contents
	Florida Rule of Judicial Administration 2.140
	Conference Call Information
	ACRC Internal Operating Procedures
	ACRC Guidelines for Subcommittees 2014
	Subcommittee Report Form Revised
	Roberts Rules of Order for Dummies
	AOSC06-14
	AOSC06-14
	Bar Liaisons - Editorial Changes

	Part I - Rules Style Guide
	Word Choice

	Part II - Reports to Amend Court Rules
	Part III - Petitions to Amend the Rules Regulating the Florida Bar
	Part IV - Non-Bar Committee Reports/Petitions to Amend Rules

	Court Rules Committee Rules Adoption Procedure
	BOG Rule 1.65
	BOG Rule 5.20



Accessibility Report


		Filename: 

		ACRC IOP Amended 01 22 16.pdf




		Report created by: 

		

		Organization: 

		




[Enter personal and organization information through the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.


		Needs manual check: 2

		Passed manually: 0

		Failed manually: 0

		Skipped: 1

		Passed: 29

		Failed: 0




Detailed Report


		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Needs manual check		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Needs manual check		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Skipped		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Passed		Tables should have headers

		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Passed		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Passed		Appropriate nesting






Back to Top


Accessibility Report


		Filename: 

		2018-2019 ACRC Member Information Packet.pdf




		Report created by: 

		

		Organization: 

		




[Enter personal and organization information through the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.


		Needs manual check: 0

		Passed manually: 2

		Failed manually: 0

		Skipped: 1

		Passed: 29

		Failed: 0




Detailed Report


		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Passed manually		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Passed manually		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Passed		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Passed		Tables should have headers

		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Skipped		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Passed		Appropriate nesting






Back to Top


