
 
 

HOUSE OF DELEGATES 
STANDING RULES AND PROCEDURES 

 
These Standing Rules are prepared so that all who participate in the Annual Session of the House of Delegates 
may have a clear understanding of the rules and methods under which it operates. 
 
INTRODUCTION 
 
The House of Delegates is a representative body of the Colorado Dental Association (CDA), responsible for key 
governing decisions such as revisions to the CDA Constitution and Bylaws and approval of member dues.   
 
The members of the House of Delegates are chosen by the 12 Component Societies that constitute the CDA.  
The allocation of Delegates to the Component Societies is made proportionally on the basis of membership.  
(CDA Bylaws, Chapter IV, Section 1, B.) 
 
Members of the House of Delegates have a duty to not only consider the views of their individual societies and 
geographic regions, but also the welfare of the CDA and the dental profession as a whole, including the welfare 
of the public, which it serves. 
 
Since the House of Delegates meets only once a year, many issues will be considered and key long-standing 
decisions will be made at the Annual Session.  The volume and complexity of the issues, which are placed 
before the House of Delegates, make it vital to have a well-established routine for the conduct of business.  
Efficient operation of the session demands close cooperation of the members of the House of Delegates, 
members of the Board of Trustees, CDA officers and CDA staff. 
 
The information contained in the following pages generally outlines the organization and operation of the House 
of Delegates.  Careful reading of this information will give each member of the House of Delegates a more 
informed view of the operations of the House of Delegates and how Delegates may best navigate House 
processes to accomplish their objectives.  
 
GENERAL INFORMATION FOR DELEGATES AND ALTERNATE DELEGATES 
 
Registration - For the convenience of those Delegates and Alternate Delegates attending the business 
meetings of the House of Delegates, registration facilities will be provided at the CDA Annual Session site. 
 
Credentials and Admission Cards for Delegates and Alternate Delegates - At registration, each Delegate 
will receive colored admission cards and an official badge.  The proper card must be presented to the 
Credentials Committee desk at each meeting to gain admission to the floor of the House of Delegates.  
Delegates will not be admitted without the proper admission card.  The loss of admission cards should be 
reported promptly to the Credentials Committee. In the event of a contest over the credentials of any Delegate 
or Alternate Delegate, the Credentials Committee shall hold a hearing and report its findings and 
recommendations to the House of Delegates for final action. 
 
Delegate Term of Office - The term of office of Component Society Delegates to the CDA House of Delegates 
shall be determined by the Component Societies which elect such Delegates. The term of office for a Student 
Delegate and Alternate Student Delegate shall be for a period of one (1) year and they must be full-time 
students at the time of service in the House of Delegates session. 
 



Seating of Delegates - Each Component Society delegation will be seated together in a designated area on the 
House of Delegates floor. 
 
Seating of Alternate Delegates - Delegates unable to attend any of the business meetings of the House of 
Delegates should instruct their Alternate to apply to the Credentials Committee for proper credentials.  The 
Delegate must surrender their admission card(s) for the meeting(s) not attended before admission card(s) will 
be issued to the Alternate Delegate. 
 
Access to the Floor - Access to the floor of the House of Delegates is limited to members of the House of 
Delegates, elected and appointed officers of the CDA, members of the Board of Trustees, council chairs, 
members of the councils (when requested by the Chair), the Secretaries of the Component Societies, CDA staff, 
and CDA consultants (when requested by the Chair).  The Credentials Committee shall issue proper admission 
cards for each meeting. 
 
Visitors - Anyone may attend the business meetings of the House of Delegates as a visitor upon display of an 
Annual Session badge.  Visitors are not permitted access to the floor of the House of Delegates, and must be 
seated in the section reserved for visitors. 
 
Schedule of House of Delegates Business Meetings - The business meetings of the House of Delegates are 
normally scheduled for one (1) day with the first meeting held in the morning and the second meeting held in the 
afternoon.  

 
POWERS AND DUTIES 
 
The House of Delegates is composed of the officially certified Delegates of each Component Society.  The 
President, President-Elect, 1st Vice President, 2nd Vice President, Immediate Past President, Secretary, 
Treasurer, and Executive Director of the CDA shall be ex-officio members, without the right to vote, and shall 
not be eligible to serve as Delegates.   
 
Powers - The powers of the House of Delegates, as established under the CDA Bylaws (Chapter IV, Section 7), 
are as follows: 

 
A. The House of Delegates shall be the supreme authoritative body of this Association. 
 
B. It shall possess the legislative powers. 
 
C. It shall determine the policies which shall govern this Association in all of its activities when not in 

conflict with the Constitution and Bylaws of the American Dental Association. 
 
D. It shall have the power to adopt, or amend and appeal, the Constitution and Bylaws of this 

Association. 
 

E. It shall have the power to establish the amount of dues to be paid by members. 
 
F. It shall have the power to adopt and amend the Code of Ethics provided it is in conformity with the 

Principles of Ethics of the American Dental Association. 
 
G. It may grant, suspend or revoke charters of Component Societies. 
 
H. It shall have the power to approve all memorials, resolutions or opinions issued in the name of the 

Association. 
 
I. It shall have the power to adopt Standing Rules and Procedures as recommended by the Committee 

on Rules and Procedures. 
 

Duties - The duties of the House of Delegates, as established under the CDA Bylaws (Chapter IV, Section 8) 
are as follows: 
 



A. It shall have the duty to elect all elective officers of the Association, and the Delegates and Alternate 
Delegates to the American Dental Association. 

 
B. It shall approve a budget for carrying on the activities of this Association for the ensuing year. 

 
C. It shall receive and act upon reports of the councils, committees and other bodies of this Association 

and the House of Delegates. 
 

OFFICERS 
 
Chair and Secretary - The officers of the House of Delegates shall be the Chair and the Secretary.  The Chair 
shall be the Speaker of the House of Delegates, who is elected annually by the House of Delegates.  The 
Secretary of the House of Delegates shall be the elected Secretary of the CDA. 
 
The Speaker of the House of Delegates shall preside at all meetings of the House of Delegates.  In the absence 
of the duly elected Speaker of the House of Delegates, the Executive Committee shall appoint a Speaker Pro-
tem. 
 
The Secretary shall serve as the recording officer of the House of Delegates and the custodian of its records.  
The Secretary shall ensure that an accurate Summary of Transactions is published in the Journal of the 
Colorado Dental Association as the official record of transactions of the House of Delegates. 
 
BOARD OF TRUSTEES  
 
The powers and duties of the Board of Trustees, as defined in the CDA Bylaws (Chapter V, Section 6 and 7), 
make it the administrative body of the CDA.  In general, the Board of Trustees carries out the policies of the 
House of Delegates when the House is not in session and prepares proposed policies for consideration by the 
next session of the House of Delegates. 
 
The Board of Trustees appoints the Executive Director and Editor, prepares the annual budget, supervises 
financial affairs, selects the time and place of the Annual Session, and reviews and makes recommendations on 
all reports to the House of Delegates. 
 
At the Annual Session, the Board of Trustees presents reports on its activities to the House of Delegates and 
makes recommendations on the programs of the CDA. 
 
SESSIONS 
 
Annual Session - The House of Delegates session shall consist of two (2) business meetings and an Open 
Membership Forum discussion. The Board of Trustees establishes the date, time and place of the Annual 
Session.  The Secretary of the CDA shall publish an official notice of the time and place of the Annual Session 
in the CDA Journal and shall send each member of the House of Delegates an official notice of the time and 
place at least thirty (30) days before the opening of the session. 
 
Special Session - A special session of the House of Delegates shall be called by the President on a three-
fourths (3/4) affirmative vote of the members of the Board of Trustees or on written request of members of the 
House of Delegates representing at least one-third (1/3) of the Component Societies and not less than one-fifth 
(1/5) of the total number of officially certified Delegates of the House of Delegates. 
 
The time and place of a special session shall be determined by the President, provided that the time selected 
shall not be more than forty-five (45) days after the request was received.  The business of a special session 
shall be limited to that stated in the official call except by unanimous consent of all members present. 
 
One Day Session - The Board of Trustees may limit the Annual Session of the House of Delegates to a one (1) 
day session consisting of two (2) separate meetings if they determine that the pending business is insufficient to 
warrant three (3) meetings of the House of Delegates on two (2) separate days. 
 



An Open Membership Forum chaired by the Speaker of the House shall be conducted in years when a one (1) 
day Annual Session of the House of Delegates is held.  All Association members shall be afforded an 
opportunity to express their views on the business before the House of Delegates during the Open Membership 
Forum. 
 
If the Board of Trustees determines that a one (1) day Annual Session of the House of Delegates is adequate to 
conduct the business of the House of Delegates, nominations and elections shall be held in accordance with the 
provisions of the CDA Bylaws (Chapter VI, Sections 3 and 4). 
 
Elective officers shall be installed in accordance with the provisions the CDA Bylaws (Chapter VI, Section 6). 
 
QUORUM 
 
A majority of the voting members of the House of Delegates shall constitute a quorum for the transaction of 
business at any official meeting.  The Credentials Committee shall conduct a roll call and determine the 
presence of a quorum. 
 
ORIGIN OF BUSINESS: RESOLUTIONS TO THE HOUSE OF DELEGATES 
 
Resolutions may come to the House of Delegates from several different sources: the President of the CDA, 
Executive Committee, Board of Trustees, Component Societies, Councils, Committees and members of the 
House of Delegates. 
 
Report of the President - The President shall file an annual report to the House of Delegates.  In this report, 
the President may make recommendations for resolutions dealing with the programs of the CDA or with the 
problems of the dental profession. 
 
Resolutions from Component Societies - Each Component Society has the right to present resolutions to the 
House of Delegates.  Any member has the right, through his/her Component Society, to present a resolution to 
the House of Delegates. 
 
In order to ensure publication in the House of Delegates Manual, Component Societies must forward 
recommendations or resolutions to the Secretary in writing at least sixty (60) days prior to the Annual Session. 
 
Resolutions by Members of the House of Delegates - Within the limitation of the rules on the presentation of 
new business at the business meetings of the House of Delegates, any Delegate may present an item of new 
business from the floor at the time of the call for approval of the agenda.  A New/Substitute Resolution Form 
must be completed for submission of a new or substitute resolution to the House of Delegates.  An Amendment 
Form must be completed for amendments to resolutions.  New/Substitute or Amendment Forms may be 
obtained from the House staff desk on the floor of the House of Delegates. 
 
OPERATION OF THE HOUSE OF DELEGATES 
 
Reports - All reports of elected officers and councils shall be made available to all Delegates and Alternate 
Delegates at least thirty (30) days prior to the Annual Session.  It shall be the responsibility of the Secretary to 
send these materials to all Delegates and Alternate Delegates before the specified time. 
 
Supplemental Reports - Supplemental reports shall be distributed to each Delegate before the report is 
considered by the House of Delegates. 
 
No material may be distributed in the House of Delegates without first obtaining the permission of the Speaker 
of the House.  Materials to be distributed must relate to subjects and activities that are proposed for House 
action or information. 
 
Assignment of Report and Resolutions to Consent or Debate Calendar - All reports and resolutions are 
assigned to either the Consent Calendar or the Debate Calendar.  Consent Calendar items are items that the 
Speaker has tentatively determined to be non-controversial; either because they are informational in nature or 
the resolutions they contain have not yet drawn significant debate.  Any item can be withdrawn from the 



Consent Calendar and placed on the Debate Calendar upon a request by any Delegate.  All items remaining on 
the Consent Calendar are acted upon under a single motion and approved en masse. Items that remain on the 
Debate Calendar will be debated and acted upon individually. 
 
Open Membership Forum - During the meeting of the House of Delegates there will be an Open Membership 
Forum where all members, whether or not they are Delegates, can participate in debate of any business before 
the House of Delegates. 
 
Delegate Attendance at the Open Membership Forum - It shall be the duty of all Delegates to attend the 
Open Membership Forum of the House of Delegates so that they can hear all of the discussion and debate that 
takes place.  During this time, the general membership has an opportunity to express themselves, and the 
Delegates have an occasion to evaluate their positions on resolutions.  The presence of the Delegates at the 
Open Membership Forum can streamline the discussion and debate on the floor of the House of Delegates. 
 
Introduction of New Business - Any member of the House of Delegates may present new business prior to 
the second meeting.  The Secretary of the House of Delegates shall be provided with a copy of the material, if 
possible, to allow for reproduction in advance of the time of presentation.  During the second meeting of the 
House of Delegates, new business cannot be introduced without unanimous consent of the House of Delegates. 
 
Recognition of Speakers - A Delegate must rise, go to the microphone, and wait to be recognized by the 
Speaker before addressing the House.  The Delegate must first state his/her name and the Component 
represented for the benefit of the members of the House and the official reporter. 
 
Rules and Procedures - The Standing Rules of the House of Delegates shall be adopted or amended at the 
time of the presentation of the report from the Committee on Rules and Procedures.  A majority affirmative vote 
of those Delegates present on the floor of the House of Delegates is required to adopt or amend the standing 
rules.  If the House of Delegates does not accept the standing rules as proposed, the rules of the previous 
session will be in effect.  A two-thirds (2/3) affirmative vote of those Delegates present on the floor of the House 
of Delegates shall be required to amend the standing rules at other times during the session. 
 
Parliamentary Procedure - Robert’s Rules of Order Newly Revised shall govern the deliberations of the House 
of Delegates in all cases where it is applicable and where it is not inconsistent with the rules of the House of 
Delegates.  The Speaker shall appoint a Parliamentarian who shall serve as advisor and consultant to the 
Speaker on parliamentary and procedural matters for each session of the House of Delegates. 
 
Suspension of Rules - The rules of the House of Delegates may be suspended for a given time but not for 
longer than the duration of any one meeting of the Annual Session by a two-thirds (2/3) affirmative vote of the 
Delegates present on the floor of the House of Delegates, except that this rule shall not be suspended. 
 
FISCAL MATTERS 
 
Fiscal Impact of Resolutions - All resolutions shall contain a fiscal impact statement indicating the estimated 
cost of implementing the resolution(s). 
 
Resolutions on Appropriation of Funds - Any resolution proposing the appropriation of funds, except those 
contained in the proposed annual budget, shall be referred to the Board of Trustees for a report at the same 
session on the availability of funds or any required budget changes. 
 
Consideration of Budget - The annual budget shall be introduced to the House of Delegates during the first 
meeting and voted upon in the second meeting.  In the event the budget is not approved as submitted, all 
recommendations for changes shall be referred to the Board of Trustees to prepare and present a revised 
budget.  This procedure shall be repeated until a budget for the ensuing fiscal year is adopted. 
 
Actions Concerning Dues or Assessments - An amendment proposing a change in dues must be publicized 
to the entire membership at least thirty (30) days prior to the House of Delegates. 
 



An amendment proposing a change in assessments must be publicized to the entire membership at least fifteen 
(15) days prior to the House of Delegates.  Passage shall require at least a two-thirds (2/3) affirmative vote of 
the Delegates present on the floor of the House of Delegates. 
 
POLICIES ON FINANCE 
 
The fiscal year of the CDA commences on July 1.  The annual budget shall be prepared by the Budget 
Committee of the Finance Council and approved by the Board of Trustees and House of Delegates. 
 
VOTING PROCEDURES 
 
The Speaker of the House will determine the method of voting in the House of Delegates.  The Speaker may 
call for an electronic vote, a voice vote, a show of hands, a standing vote, a written ballot or a roll call.  If the 
result of a vote is uncertain or a division is called for, the Speaker will call for either an electronic vote or a 
standing vote. In a standing vote, the Speaker will first ask all Delegates voting affirmatively to stand.  Tellers 
appointed by the Speaker will make the count and will report it to the Secretary. The same procedure shall then 
be followed for recording the negative vote.  In the case of written ballots, illegible ballots will not be counted in 
the total number of cast votes. 
 
NOMINATING PROCEDURES 
 
Elective Officers and Speaker of the House of Delegates - The Council on Membership shall present one (1) 
or more names for each elective office, as provided in the CDA Bylaws (Chapter VI, Section 3).  Additional 
nominations shall be made at the first meeting of the House of Delegates. 
 
Election Procedures - Only officially certified Delegates shall be permitted to participate in the elections of the 
House of Delegates.  Contested elections shall be held under the supervision of the Credentials Committee.  
Voting shall be by electronic vote or written ballot in contested elections.  Illegible ballots will not be counted in 
the total number of cast votes. 
 
In the event there is a tie vote for the positions of a CDA officer, the ADA Delegates or the ADA Alternate 
Delegates, the tie will be broken by means of a second ballot involving only those individuals who are tied. 
 
Delegates to the American Dental Association House of Delegates - The delegation representing the CDA 
shall consist of Delegates elected by the House of Delegates and Delegates specified in the CDA Bylaws 
(Chapter X, Section 2).  Nominations shall be approved by the Board of Trustees as stipulated in the CDA 
Bylaws (Chapter X, Section 3). 
 
STANDING COMMITTEES OF THE HOUSE OF DELEGATES 
 
In order to conduct business, the House of Delegates shall use two (2) standing committees: 1) the Credentials 
Committee, and 2) the Committee on Rules and Procedures.  These committees, each composed of three (3) 
officially certified members of the House of Delegates appointed by the President at least thirty (30) days in 
advance of each session, are largely concerned with procedural matters.  The following is a description of their 
specific duties. 
 
Credentials Committee - It shall be the duty of the Credentials Committee to: 1) record and report the roll call 
of the House of Delegates at each meeting and determine the presence of a quorum; 2) conduct a hearing on 
any contest regarding certification of a Delegate or Alternate Delegate and to report its recommendations to the 
House of Delegates; and 3) supervise voting and election procedures, including elections for the offices 
specified in the CDA Bylaws (Chapter VI, Section 4). 
 
Committee on Rules and Procedures - It shall be the duty of the Committee on Rules and Procedures to, in 
consultation with the Speaker and Secretary of the House of Delegates, consider matters related to the order of 
business and special rules or procedures, and recommend for approval of Standing Rules and Procedures that 
are necessary to conduct business in the House of Delegates.  The report of this committee shall be presented 
at the opening meeting of the Annual Session for acceptance by the House of Delegates.  The committee shall 
consider all matters referred to it and report its recommendations to the House of Delegates. 



 
REFERENCE COMMITTEES 
 
Reference Committees, consisting of three (3) officially certified Delegates, shall be appointed by the President 
at least thirty (30) days in advance of each Annual Session, except for years when a one (1) day session is held. 
It shall be the duty of a Reference Committee to: 1) consider reports referred to it, 2) conduct open hearings, 
and 3) report its recommendations to the House of Delegates. 
 
GENERAL CONDUCT OF DELEGATES, GUESTS AND VISITORS  
 
All persons admitted to the chambers during the CDA House of Delegates meetings will: 

• refrain from smoking in accordance with Resolution 02-70-B; and 
• silence all cellular phones, pagers and other electronic communications devices that incorporate audio 

alert signals. 
 
 
 
 
 


