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SUBJECT: CITYCOUNCIL MEETINGS NO.:  A-13

PURPOSE:  

InaccordwithSection 512oftheCityCharter, thisPolicywillsetforthRulesofProcedure forthe
conduct ofCitybusiness.  TheCouncil shallbegoverned bytheRulesofProcedure asfollows.  

POLICY:  

1. Meetings

a. TimeofMeetings

Theregular andspecial meetings oftheCityCouncil shallbeheldatthetimeand
place, andcalled inthemanner asspecified byordinance adopted pursuant to
Article5, Section 507oftheCityCharter.  TheCouncil shalladopt anannual schedule
ofmeetings eachyear.  

b. Attendance

1) Members oftheCityCouncil shallattendallregular andspecial meetings ofthe
CityCouncil inperson unless theyareabsent withtheconsent oftheMayoror
theyareparticipating inameeting byteleconference inaccordance with
California Government Codesection 54953, asmaybeamended fromtimeto
time.  

2) Forpurposes ofsubsection (b)(1) above andsection 503oftheCityCharter, a
Councilmember isabsent withtheconsent oftheMayor ifanyofthefollowing
apply:  

TheCityCouncil consents totheabsence before, oratthemeeting immediately
after theabsence, forthepurpose ofallowing aCouncilmember toattend to
official Citybusiness, including, butnot limited to, representing theCityat
conferences orofficial functions;  

TheCouncilmember isill;  

TheCouncilmember isonfamily leaveforthebirthoradoption ofachild;  
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TheCouncilmember isonbereavement leaveduetothedeathofafamily
member whichwould qualify anemployee forbereavement leaveunder the
CitysEmployer/Employee Relations Resolution;  

Themeeting wasnotontheCouncils formally adopted annual schedule of
meetings.  

2. Council Agenda

a. Preparation

Theagenda anditssupporting information isprepared bytheCityManager andCity
Clerk.  

b. Council Request forAgendizing

ACouncilmember request foranitemtobeagendized willbedoneasanaction item
withsupport workofuptoonehourbystaff.  Ifmore thanonehour isrequired, then
theitemwillbeagendized toaskCouncil iftimeshould bespentonpreparing afull
reportontheproposed agenda item.  

c. ItemsforAgenda

Anyperson mayrequest theplacement ofamatter ontheCouncil agenda by
submitting awritten request with theagreement ofasponsoring Councilmember.   
Thismaybedoneinadvance throughawritten request identifying thesponsoring
Councilmember, orbyappearing atOralCommunications ataCouncil meeting.  Ifthe
request ismadeduring OralCommunications, theMayor shalldetermine ifany
Councilmember iswilling tosponsor theagenda item.  Therequest must fully identify
theperson making therequest andtheaction requested bytheCouncil alongwithall
pertinent background information.  TheCityManager andtheMayorshall reasonably
determine when agenda requests willbeplaced ontheagenda andhowmuch
meeting timeshallbescheduled.  Uponamajority voteofaCouncil advisory board,  
anitemcanbeagendized requesting Council authorization ofawork item, asprovided
forinCouncil PolicyA-23, Work ItemReferral Process forCouncil Advisory Bodies and
Councilmember Committees.  
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d. OrderofAgenda Items

TheCityManager orCityClerkmaychange theorderofitemsonthewritten agenda
fromthatnormally followed inorder tobetter facilitate themeeting.  TheMayor with
consensus, orCouncil, bymajority motion, maychange theorderofagenda items
during theCouncil meeting.  

3. Public Input

a. Anindividual speaker shallhaveuptothreeminutes toaddress theCouncil.  If
requested inadvance ofthepublic inputportion oftheagenda itemtotheMayoror
CityClerk, aspeaker whorepresents fiveormoremembers ofthepublic inattendance
whocomplete cardsbutelectnottospeak mayhaveupto10minutes toaddress the
Council, iftheMayor determines thatsuchextension will reduce thetotalnumber of
speakers whoplanned tospeak.  

Public InputonAgendized ItemsandNonagendized Items (OralCommunications
section oftheagenda):  Ifthere appears tobealargenumber ofspeakers, theMayor
mayreduce speaking timetonolessthan1.5minutes perspeaker unless there isan
objection fromCouncil, inwhich casemajority voteshalldecide theissue without
debate.  

Pursuant toGovernment CodeSection 54954.3(b)(l), atleast twice theallotted
speaking timewillbeprovided toamember ofthepublicwhoutilizes atranslator.  

b. Anapplicant and/ orappellant forazonechange, precise planorquasi-judicial hearing
orappeal totheCouncil shallhaveupto10minutes toaddress theCouncil and, with
theconsent oftheCouncil, twominutes ofrebuttal attheconclusion ofallpublic
speakers.  

c. TheMayor mayextend thespeaker timelimitsasdeemed necessary ifthere isno
objection fromCouncil.  Ifthere isanobjection, amajority voteshalldecide theissue.  

d. Speaker Cards

Members ofthepublicwhowish toaddress theCouncil maycomplete aspeaker card
provided giving theirnameandcityofresidence.  Ifthespeaker wants further
notification fromtheCity, thespeaker mayinclude amailing oremail address.  
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4. OrderofBusiness

TheCouncil shallconduct business inthefollowing order, except astheorder maybe
adjusted pursuant toSection 2(d) ofthisPolicy:  

1. Call toOrder/Pledge ofAllegiance

2. RollCall

3. Presentations

4. Consent Calendar

Itemsthathave beenreviewed bythestaffandconsidered tobenoncontroversial,  
requiring onlyroutine actionbytheCouncil shallbelistedontheConsent Calendar.   
Thepresiding officer shalladvise theaudience thattheConsent Calendar matterswill
beadopted byonemotion unless anyCouncilmember oranyindividual or
organization interested inoneormoreConsent Calendar matters hasanyquestion or
wishes tomakeastatement.  Inthatevent, theremainder oftheConsent Calendar
maybeapproved andthepresiding officerwillopentheitemspulled fromthe
Consent Calendar, unless theCouncil requests theybeconsidered elsewhere onthe
Agenda.  

5. OralCommunications fromthePubliconNonagendized Items

Anyperson mayaddress theCouncil onanymatter within theCitys subject matter
jurisdiction thatisnotscheduled elsewhere ontheagenda.  Under State law, the
Council may takenoactiononitemsraisedunder thisitemunless theitemisthen
scheduled onafutureagenda.  

6. Public Hearings

Recess (10minutes)  

7. Unfinished Business

8. NewBusiness
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9. Items Initiated byCouncil

10. Council, Staff/Committee Reports

Councilmembers mayprovide abrief reportontheiractivities, including reports on
theircommittee activities, reportoninquires they received andanymember, orthe
Council itselfmayprovide areference tostafforother resources forfactual
information, request staff toreport backtothe Council atasubsequent meeting
concerning anymatter, takeaction todirect staff toplaceamatterofbusiness ona
future agenda, orreferawork itemtoaCouncil advisory bodyorCouncilmember
committee.  

11. Closed Session Report

12. Adjournment

5. Minutes oftheMeeting

a. Preparation

Theminutes oftheCouncil shall bekeptbytheCityClerk inledgers provided forthat
purpose witharecordofeachparticular typeofbusiness withproper subheads; and
written minutes shallbecome theofficial records oftheCityofMountain View
provided thattheCityClerk shallberequired tomakearecord onlyofbusiness
actually passed uponbyavoteoftheCouncil andshallnotberequired torecord any
remarks ofCouncilmembers orofanyotherperson except atthespecial request ofa
Councilmember.  Inthecaseofitemswherenovoteistaken, abriefsummary, as
statedbytheMayororMayors designee, ofdirection provided bytheCouncil
majority shallalsoberecorded.  Arecord shallbemadeofthenames andcitiesof
residence ofpersons addressing theCouncil, ifsamearevoluntarily provided, thetitle
ofthesubject matter towhich their remarks arerelated andwhether theyspoke in
support oforinopposition tosuchmatter.  TheCityClerkshallsecure thenecessary
equipment forrecording Council meetings andmake recordings available inthe
current medium when determined tobepractical bytheCityClerkorasdirected by
theCouncil.  
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Assoonaspossible aftereachCouncil meeting, theCityClerkshallprovide Council
withacopyofthedraftminutes intheagenda packet forapproval atthenext
regularly scheduled Council meeting.  

b. Reading ofMinutes

Unless thereading oftheminutes ofaCouncil meeting isrequested bya
Councilmember, theminutes maybeapproved without reading iftheCityClerkhas
previously furnished eachmember acopy.  

6. Presiding Officer

a. Mayor/ViceMayor; Substitutions

Thepresiding officeroftheCouncil shallbetheMayor, andinhis/herabsence the
ViceMayor, asprovided inArticle5, Section 505oftheCityCharter.  Intheabsence
oftheMayor andViceMayor, theCityClerkshallcall theCouncil meeting toorder.   
Upon thearrivaloftheMayor orViceMayor, thetemporary Mayor ProTempore shall
immediately relinquish theChairupontheconclusion ofthematter ofbusiness then
before theCouncil.  TheCouncil hasusually handled thisbythemost tenured
Councilmember taking thechairastemporary Mayor ProTempore.  

7. Conduct ofBusiness

Atthetimefixedforpublic hearings orwhen anysubject orquestion ispresented tothe
Council, andbefore anymotion ismade, anypersons present whodesire tospeak tothe
subject willbepermitted toaddress theCouncil, andmayvoluntarily statehis/hername
andcityofresidence totheClerkanduponaddressing theHonorable Mayor andmembers
oftheCityCouncil.  Allremarks shallbeaddressed totheCouncil asabodyandnottoany
member thereof, except withthepermission ofthepresiding officer.  Discussion ofa
subject maybelimitedbythepresiding officer toareasonable time, fortheexpedience of
Council business.  

Members oftheCouncil desiring toaddress another member oftheCouncil, oramember
ofthepublic, shall onlydosouponrecognition bytheChair.  
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8. Consideration andDebate ofMatters byCouncil

Except asotherwise provided, afterapublic hearingoranyothermatter hasbeenclosed
topublic input, theCouncil maydebate thematter.  During such time, nomember ofthe
audience mayspeakonthesubject, except uponbeingaskedaquestion byamember of
theCouncil through thepresiding officer.  Duringsuchdebate, amember oftheCouncil
desiring tospeak ortoaddress another member oftheCouncil shalladdress theChair and,  
uponrecognition bytheChair, mayspeakoraddress othermembers oftheCouncil butshall
beconfined tothequestion under debate.  

a. Subject ofDiscussion

TheMayor maystopanydiscussion which doesnotrelate toaspecific agenda item
orthemotion madeandmayalsostopthediscussion ofthematter iftheCouncil has
previously agreed tolimit thetimefordiscussion andtheallotted timehasbeenused.  

b. Council Discussion; Motion

Councilmembers discuss theitemandmovetodispose ofany item.  

1) Councilmembers shalladdress theMayor forrecognition.  

2) TheMayorshall recognize theCouncilmember next inturn.  

3) TheMayor shallendeavor toalloweachmember achance tospeak oncebefore
callingonamember tospeakasecond time.  

4) TheMayor shallnotspeak ontheitemuntilallmembers wishing tospeak have
hadachance tospeakatleastonce.  

5) Councilmembers mayaskclarifying questions ofamember ofthepublic
following his/hercomments totheCouncil; however, Councilmembers shallnot
joininadebateordiscussion withmembers oftheaudience.  

6) Councilmembers maymakeamotion atanytime.  
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c. Motion Contents

Themotion shallclearly setouttheaction tobetakenandomitsupporting reasons or
discussion.  

d. Second toMotion

Allmotions must receive asecond before itmaybediscussed ordebated unless
otherwise stated herein.  

e. Restatement ofMotion

Afterdiscussion andjustprior tothevote, themakerofthemotion maybeaskedby
theMayor torestate themotion.  Ifthemotion isbefore theCouncil inwriting, the
makerofthemotion need stateonlythemainpoints ofthemotion andanychange
inthewritten recommendation.  

f. Conflicting Out

AnyCouncilmember whoisdisqualified fromvoting because ofaconflict orpotential
conflict ofinterest shall inform theCouncil oftheconflict orpotential conflict prior to
theconsideration oftheitem.  Afteramember soadvises theCouncil, he/sheshall
exit theCouncil meeting roomprior toconsideration oftheitem, except aspermitted
under thePolitical Reform Act.  

g. TieVotes

Anymotion receiving atievote fails, andthestatusquoprevails asthough themotion
werenotmade.  Amajority oftheCouncil maycontinue atievote itemtothenext
regular oradjourned regular meeting atwhich itisanticipated thatafullCouncil will
bepresent.  Suchanitemmaybesimilarly continued againbythepresiding officer if
thefullCouncil doesnotattend.  
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9. General Policies Regarding Meetings andProcedure

a. Starting ofMeeting

TheCouncil meeting willstartatthepublished time, orassoonthereafter asaquorum
ispresent.  

b. Motions

1) Generally, thereshallbenomore thanthreemotions pending onthefloorat
thesametime.  

2) ThePresiding Officer shallhavethediscretion toaccept thefollowing motions
asafourthmotion:  

a) Motion toAdjourn

b) Motion toFixtheTime toAdjourn

c) Motion toRecess

d) Motion toTableorPostpone

e) Motion toLimitorEndDebate

3) Thelastmotion made shallbevotedonfirst, unless otherwise stated herein.  

c. Disposition ofMainMotion

Amainmotion isdisposed of:  

1) Bynoaction whenitfailstogetasecond.  

2) Byadopting orrejecting it.  

3) Byadopting asubsidiary motion suchas:  

a) Topostpone toaspecific date (continue)  
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b) Torefer tocommittee.  

c)  Totable theitem.  

d. Motion toAmend

1) Amendments tomainmotions areinorderduringdiscussion.  Amotion to
amendmay:  

a) Addtothemainmotion.  

b) Subtract fromthemainmotion.  

c) Bothaddandsubtract fromthemainmotion.  

2) Amotion toamend maynottotally negate theintentofthemainmotion or
change itsgeneral purpose.  

3) Amotion toamend must receive asecond before itcanbediscussed ordebated.   
Ifitdoesnotreceive asecond, themotion toamend fails.  

4) Amotion toamend mustbevotedonbefore themainmotion.  Ifthemotion to
amend passes, theamended motion becomes themainmotion, whichcanthen
bediscussed, amended andvotedon.  

e. Friendly Amendment

Amember ofthebodymaysuggest afriendly amendment tothemainmotion.  Ifthe
maker andseconder ofthemainmotion accept thefriendly amendment, the
amended motion shallbecome thepending motion onthefloor.  Ifthemakeror
seconder rejects thefriendly amendment, aformal motion toamend (discussed
above) isinorder.  

f. Substitute Motion

1) Ifamember ofthebody seeks toreplace themainmotion withacompletely
newanddifferent motion, asubstitute motion isinorder.  
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2) Asubstitute motion must receive asecond before itcanbediscussed or
debated.  Ifitdoesnotreceive asecond, thesubstitute motion fails.  

3) Asubstitute motion mustbevotedonbefore themainmotion.  

g. StrawMotions

1) Oncomplex matters ormatters withseveral component parts, theCouncil may
makestraw ortrialmotions inaneffort tobuildconsensus.  These motions
arenotofficialmotions.  

10. OrderofPrecedence ofItemsofBusiness

a. Privileged Motions (donotrelate topending business andtakepriority overallother
motions)  

2nd Debate Amend Vote

1) Fixedtimetoadjourn Yes Yes No M

2) Adjourn Yes No No M

3) Takerecess Yes No No M

b. Incidental Motions (question ofprocedure thatariseoutofothermotions andmust
beconsidered before theothermotions)  

2nd Debate Amend Vote

1) Preliminary questions No No No C

2) Request forinformation No No No C

3) Pointoforder No No No C

4) Suspension oftherules Yes Yes No M
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c. Subsidiary Motions (change oraffect themainmotion andmustbevotedonbefore
themainmotion)  

2nd Debate Amend Vote

Yes Yes No M1) Table/postpone indefinitely

2) Call forthequestion (enddebate) Yes No No 2/3of
M

3) Limitorextend debate Yes No Yes 2/3of
M

Yes Yes Yes M4) Postpone toacertain time

Yes Yes Yes M5) Amend

Yes Yes Yes M6) Substitute

7) Reconsider Yes Yes No

8) Change orderofagenda items Yes Yes No M

Yes Yes No **  9) Adding newitemstoagenda

a) Emergency situation Yes Yes Yes M

Yes Yes Yes 2/3ofb) Immediate action
Mnecessary arising afteragenda

posting
c) Itemcontinued frommeeting No No No None

fivedaysearlier
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d. MainMotion (introduces itemofbusiness fordiscussion anddebate)  

2nd Debate Amend Vote

1) Mainmotion Yes Yes Yes M

a) Introduce ordinance Yes Yes Yes M

b) Adopt ordinance orresolution Yes Yes Yes 4

c) Adopt emergency ordinance Yes Yes Yes 5

2)  Mainmotion allocating unbudgeted Yes Yes Yes 5
fundsoramending theadopted
budget

M   =   Majority ofmembers present
2/3ofM  =  Two-thirdsofmembers present, i.e., threeoutoffour; fouroutoffiveor

six; fiveoutofseven
C =  ChairorMayor

Motion mustbemadebyperson ontheprevailing sideoftheprevious
motion.  Fourvotesarerequired tochange actionoritempreviously
adopted.  
SeeRalphM. Brown Act.  Government Code § 54950, 54954(b).  

11. Reconsideration

a. Amatter acted uponbyamajority ofthemembers voting maybereconsidered upon
motion ofaperson whovotedontheprevailing side.    

b. Anymember ofthebodymaysecond amotion toreconsider.    

c. Amotion toreconsider amatter mustbemadeatthemeeting where thematter was
firstvotedonoratthenextregular oradjourned regular meeting.  Amotion for
reconsideration made later isuntimely.    

d. Afterthedeadline forseeking reconsideration haspassed, amatter thatwasactedon
bythebodyshallnotbeplaced ontheagenda again forconsideration within oneyear
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after itwasactedonexcept uponrequest oftwoormorecouncilmembers, atleast
oneofwhom votedontheprevailing side.    

e. Ifamotion forreconsideration passes, thematteroriginally acteduponisbackbefore
thebodyandanewmainmotion isinorder.  Thematter maybediscussed and
debated immediately after themotion forreconsideration passes ifallmembers who
originally votedonthematter arepresent andBrown Actnoticing requirements have
beenmet.  Ifallmembers arenotpresent orthematter needs tobere-noticed under
theBrown Act, thatmatter shallbeplaced onasubsequent agenda forconsideration.    

f. Matters forwhich finality isrequired asamatteroflawshallnotbereconsidered.    

12. Decorum

While theCouncil isinsession, allpersons shallconduct themselves withreasonable
decorum.  

Thepresiding officer mayremoveorcause theremoval ofanyindividual(s) fordisrupting a
meeting inaccordance withCalifornia Government Codesection 54957.95, asmaybe
amended fromtimetotime.  Thepresiding officer shallcallarecess untilsuchtimeasthe
individual(s) havebeenremoved andthemeeting canresume without disruption.  

Inaccordance withCalifornia Government Codesection 54957.9, asmaybeamended from
timetotime, theCouncil mayorderameeting roomcleared andcontinue insession inthe
eventameeting iswillfully interrupted byagroup orgroups ofpersons soastorender the
orderly conduct ofthemeeting impossible, andorder cannot berestored bytheremoval of
individuals whoaredisrupting themeeting.    

ThePolice Chieforauthorized representative shallbeSergeant-at-ArmsoftheCouncil
meeting.  TheSergeant-at-Armsshallcarryoutallorders andallinstructions ofthepresiding
officer forthepurpose ofmaintaining orderanddecorum attheCouncil meetings.  

13. RulesofProcedure

Thepresiding officer:  (a) shallmaintain strictorderanddecorum atallmeetings ofthe
Council; (b) shallannounce thedecision oftheCouncil onallsubjects anddecide all
questions oforder; subject, however, toanappeal totheCouncil, inwhicheventamajority
voteoftheCouncil shall govern andconclusively determine such question oforder.  
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14. Study Sessions

TheCouncil maymeet inaStudy Session.  Study Sessions maybeplaced onaRegularor
Special Meeting agenda pursuant toSection 2ofthisPolicy andshallbenoticed andopen
tothepublic asprovided bylaw.  

a. Purpose ofStudy Sessions

Tothegreatest extent possible, theCouncil shalldispose ofmatters asNewor
Unfinished Business items.  However, atthediscretion oftheCityManager, the
Council maymeet inaStudy Session to:  

1) Provide initialand/orinterim Council direction tostaffandallowforpublic input
todevelop ascope ofworkforapolicy, project, orprogram forwhichnoprior
Council direction hasbeenprovided and/ornootherguidance isavailable to
establish aclearandappropriate scope.  

2) Receive information regarding amatter requiring noaction.  

3) Conduct interviews ofapplicants seeking appointment bytheCouncil.  

4) Provide inputonamatter whennootherappropriate venueormeans, suchas
aCouncilmember committee, isavailable.  

b. Synthesis ofCouncil Direction

1) During theStudy Session, theMayorandstaffwilldocument Council answers to
thequestions posedbystaffandadditional feedback orinformation requests.    

2) Tothegreatest extent possible, questions posedbystaffshall:  

a) Include arecommendation and/orclearanddefined alternatives.  

b) Solicit clearandactionable direction fromtheCouncil.  

c) Avoid subjective terms thatareopentointerpretation toensureashared
understanding byboththeCouncil andstaff.  
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3) Attheconclusion oftheitem, theMayor, orstaffattherequestoftheMayor,  
shall:  

a) Summarize answers tothequestions posed inthestaff report forwhich
majority support wasexpressed.  

b) Summarize anyadditional feedback orinformation requests forwhich
majority support wasexpressed.  

c) Listanyother itemsoffeedback orrequests raised forwhich therewasnot
majority support expressed andaskforastrawpollonthese items.  

d) Summarize theresults ofthestrawpoll(s).  

e) Askiftherewas

c. Documentation ofCouncil Direction

1) TheCityClerkwill include themajority Council direction intheafter- 
meeting action summary andinthemeeting minutes.  

2) Thisdirection willbesummarized inthestaff report when theitemcomes
backtoCouncil foraction, andalinkwillbeprovided tothemeeting
minutes.  

d. Procedure intheEvent thataCouncilmember Changes TheirFeedback Resulting
inaChange intheCouncil Majority Direction

TheCouncil will followthesameprocedure aswhenaCouncilmember initiates
reconsideration ofaregular business itemasnoted inSection 11ofthisPolicy.  

e. Interim Updates toCouncil

Insuch instances thatthere isasignificant gapintimebetween whenanitemis
discussed inaStudy Session andthenreturns toCouncil foraction, staffwill
provide verbalorwritten updates totheCityCouncil asappropriate.  
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15. TimeofAdjournment ofCouncil Meetings

ItisthepolicyoftheCouncil thatallevening meetings oftheCouncil, including Study
Sessions, beadjourned notlater than10:00p.m., which timeisreferred toasthenormal
timeofadjournment.  Nonewitemofbusiness shallbetaken upbytheCouncil after the
normal timeunless theCouncil hasdetermined bymajority votetosetaside thisPolicy.  In
theevent itappears thattheentire agenda cannot becompleted bythenormal timeof
adjournment, theCouncil maytakeupandactuponthemorepressing agenda items.  All
agenda itemsnotconsidered atthemeeting shallbeontheagenda ofthenextregular,  
special oradjourned regular meeting unless theCouncil shallotherwise direct.  

16. Councilmember Committees

AllactionsoftheCouncilmember committees shallbereported totheCouncil.  

a. Standing Committees

1. Creation.  TheCouncil maycreateordissolve standing committees atanytime
bytheaffirmative voteofamajority oftheCouncil.  

2. Appointment.  TheMayor shallannually appoint members tothestanding
committees.  

b. Special orAdHocCommittees

1. Creation andDissolution.  Specialoradhoccommittees maybecreated bythe
Mayororamajority voteofCouncil.  Aspecial oradhoccommittee maybe
dissolved bytheCouncil.  

2. Appointment.  TheMayor shallappoint members tospecial oradhoc
committees.  

c. Attendance byOtherMembers

Totheextent permitted bytheRalphM. BrownAct, othermembers oftheCouncil
notassigned toaCouncilmember committee mayattend meetings ofacommittee,  
asanobserver, andshallbeseated withtheaudience andmaynotparticipate inany
manner oraddress thecommittee.  
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d. Appointment ofAlternates

Ifanabsence isanticipated onacommittee andthatabsence mayimpede thework
ofthecommittee, thecommittee chairorothermember mayrequest thattheMayor
designate another member oftheCouncil toattend fortheabsent member andserve
asanalternate member ofthecommittee, provided thatthemembers attendance
willcomply with theBrown Act.  Thetermforservice bythealternate member shall
bethetermdesignated intheappointment, orforonemeeting, ifnotermisspecified.  

e. Work Items

Generally, work itemswillbespecific anddirect referrals fromtheCityCouncil, except
asprovided forinCityCouncil PolicyA-23, WorkItemReferral Process forCouncil
Advisory Bodies andCouncilmember Committees.  

17. Ordinances, Resolutions, Motions andContracts

a. Preparation ofOrdinances

Allordinances shallbeprepared bytheCityAttorney.  Noordinance shallbeprepared
forpresentation totheCouncil unless ordered byamajority voteoftheCouncil, or
requested inwriting bytheCityManager, orprepared andinitiated bytheCity
Attorney.  

b. Approval byAdministrative Staff

Allordinances, resolutions, andcontract documents shall, before presentation tothe
Council, havebeenapproved astoformandlegality bytheCityAttorney orauthorized
representative andshallhavebeenexamined andapproved foradministration bythe
Finance andAdministrative Services Director orauthorized representative orbythe
CityManager orauthorized representative, where there aresubstantive matters of
administration involved.  IftheCityManager doesnotagreewiththeproposed
ordinance, he/sheshall advise theCouncil inwriting andgive thereasons for
withholding approval.  
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18. Administrative Matters

a. Agenda Packets

1) Agenda packets aretobemadeavailable attheCityClerks Office, theLibrary,  
theCitys website, andattheCouncil meeting.  

2) Agenda packets aretobedelivered toCouncilmembers ontheThursday priorto
Tuesday) Council meetings.  Councilmembers areencouraged toreduce time

takenatCouncil meetings bycontacting staff inadvance foranswers to
questions.  

3) Agenda packets maybereleased tothepressormembers ofthepublic directly
after release toCouncil.  

b. Written Communications

1) Written communications addressed totheCityCouncil aretobereferred tothe
CityClerkfor:  (a) forwarding totheCouncil withtheiragenda packet; (b) placing
onagenda withorwithout astaff report; or (c) direct response tocitizen with
copyofcommunication andstaff letter toCouncil.  

2) Written communication onmatters ofCitybusiness between amajority of
councilmembers isprohibited under theBrownAct.  IfaCouncilmember wishes
tosendwritten communication onmatters ofCitybusiness toother
councilmembers, theCouncilmember shallconsult with theCityAttorney and
theCityClerk todetermine whether andhowsuchcommunication canbe
shared withother Councilmembers without violating theBrown Act.    

3) Councilmembers wishing todistribute information ordocuments fromregional
boards uponwhich theyserve toothercouncilmembers maysendthe
information ordocuments totheCityClerk fordistribution totheentirecouncil.   
Councilmembers maynotmodify, summarize, orcomment ontheinformation
ordocuments tobedistributed totheentire council, such information or
documents mustbeshared initsoriginal formonlytoavoidBrown Act
violations.    
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SUBJECT: CITYCOUNCIL MEETINGS NO.:  A-13

c. RulesofProcedure:  InGeneral

1) ThisPolicy istoprovide general guidance forthepreparation oftheagenda and
theconduct ofCouncil meetings.  Fromtimetotime, theCouncil maydepart
fromitsspecific requirements fortheconvenience ofthepublic, Council
consideration anddebate ortoexpedite theprocessing ofbusiness.  TheCouncil
bymajority vote, however, mayatanytimereinvoke this specific
requirements.  

2) Formal written amendments tothisPolicymaybeadopted byamajority voteof
theCouncil.  Theproposed change mustbeplaced onanagenda andadopted
aspartoftheregular business oftheCityCouncil.  

3) Insituations notaddressed bytheserules, ww hmaybe
usedforreference and/ orguidance.    

4) Theprovisions ofthisPolicy aredesigned tocomply withand implement the
RalphM. Brown Act.  Intheeventofconflict between theprovisions ofthis
Policy andtheprovision ofRalphM. Brown Act, theprovisions oftheRalphM.  
Brown Actshallprevail.    

d. TitlesofStaffandMembers oftheCouncil

Members oftheCityCouncil shallbereferred toindividually asCouncilmember and
collectively asCouncilmembers.  Staffmembers shallbereferred tobytitleand last
name.  

Revised:  May28, 2024, Resolution No. 18887
Revised:  December 6, 2022, Resolution No. 18739
Revised:  December 14, 2021, Resolution No. 18634
Revised:  April2, 2019, Resolution No. 18305
Revised:  January 3, 2019, Resolution No. 18293
Revised:  November 20, 2012, Resolution No. 17733
Revised:  May8, 2012, Resolution No. 17685
Revised:  March 22, 2011, Resolution No. 17592
Revised:  June23, 2009, Resolution No. 17421
Effective Date:  June10, 1974, Resolution Nos. 10093, 10094, and10095
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