
EileenHughesTownCllr

RESOLUTIONNO14

SERIES2011

A RESOLUTION ADOPTING TOWN COUNCIL RULES OF

PROCEDURE

WHEREAStheTownofCrestedButteColoradotheTown isahomerulemunicipality

dulyandregularlyorganizedandnowvalidlyexistingasabodycorporateandpoliticunder andby
virtueoftheConstitutionandlawsoftheStateofColoradoand

WHEREASArticle4Section41oftheTownCharterrequirestheCounciltodetermine
rulesofproceduregoverningmeetingsand

WHEREASArticle2Section2240aoftheCrestedButteMunicipalCoderequiresthat
meetingsoftheCouncilbeconductedbytheMayoraccordingtotherules andprocedures

adoptedbytheCounciland

WHEREAStheCouncilhasreviewedanddiscussedproposedrulesofprocedure
governingCouncilmeetingsandotheractionsoftheCounciland

WHEREAStheCouncilrecognizestheimportanceofadoptingwrittenrulesofprocedure
toprovideguidanceandclarityonbestpracticesfortheconductofitsbusiness and

WHEREAStherulesofprocedureadoptedbytheCouncilwillbeinsertedintotheCouncil
HandbookwhichisanimportantresourcetoolfortheCouncil

NOWTHEREFOREBEITRESOLVEDBYTHETOWNCOUNCILOF THETOWNOF

CRESTEDBUTTECOLORADOTHAT

1TheTownCounciloftheTownofCrestedButteherebyadoptstheRulesofProcedure
attachedtothisresolutionasExhibitA

INTRODUCEDREADANDADOPTEDUPONFIRSTREADINGTHIS5thDAYDECEMBER
2011

TOWNOFCRESTEDBUTTECOLORADO



Chapter 3

TownCouncil RulesofProcedure

TheseRulesofProcedurearesetforthpursuanttoSection41oftheTownofCrested
ButteHomeRuleCharterTheserulessupplementthosecontainedinArticle4ofthe
TownCharterandChapter2Article2oftheCrestedButteMunicipalCodeTothe
extentofanyinconsistenciesbetweentheseRulesofProcedureandtheCrestedButte
MunicipalCodetheCrestedButteMunicipalCodeinallcasesshallprevailandcontrol
TheseRulesofProcedureareintendedtoguidetheactionsoftheTownCouncilinthe
conductofitsbusiness

RULE1 COUNCILMEETINGS

Chapter3TownCouncilRulesofProcedure

ARegularMeetings

TheregularmeetingsoftheTownCouncilshallbeheldonthefirstandthirdMondays
ofeachmonthatTownHallat700pmexceptonlegalholidayswhennomeetingshall
beheldTownCodeSec2230

RegularmeetingswhichfallonaholidayshallbescheduledtotheTuesdayfollowingthe
holidayorasotherwisesetbytheTownCouncil

Thefirstregularmeetingfollowingeachgeneralmunicipalelectionshallbethe
organizationalmeetingoftheCouncilTownCharterSec41

BSpecialMeetings

SpecialmeetingsshallbecalledbytheTownClerkonthewrittenrequestoftheTown
ManagerMayororanytwomembersoftheCouncilafteratleasttwentyfour24
hourswrittennoticetoeachmemberoftheCouncilAspecialmeetinghowevermaybe
heldonshorternoticeifallmembersofCouncilarepresentorhavewaivednotice
thereofinwritingTownCharterSec42

CEmergencyMeetings

Emergencymeetingsmaybeheldwithouttwentyfour24hoursnoticewhennecessary
fortheimmediatepreservationofpublicpropertyhealthpeaceorsafetyAn
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Chapter3TownCouncilRulesofProcedure

emergencymeetingshallbeheldonlyifadiligentgoodfaithefforthasbeenmadeto
giveactualnoticetoeachmemberoftheCouncilandatleastfive5membersofthe

CouncilarepresentandhavewaivednoticethereofinwritingAllactionsatemergency
meetingsshallrequiretheaffirmativevoteoffive5membersoftheCouncilTown
CharterSec43

DBusinessatSpecialandEmergencyMeetings

NobusinessshallbetransactedatanyspecialoremergencymeetingoftheCouncil
unlessithasbeenstatedinthenoticeofsuchmeetingTownCharterSec44

EExecutiveSessions

ExecutivesessionrulesproceduresexcerptedromtheColoradoMunicipalLeagueOpen
MeetingHandbook

TheCouncilmaycallanexecutivesessionataregularorspecialmeetingWhilethe
OpenMeetingLawrequiresfullandtimelynoticeofregularandspecialmeetings
nothinginstatestatuterequiresanyparticularnoticeofthegoverningbodysintention
toholdanexecutivesessionaspartofthatmeetingThusthereisnonotice
requirementthatwouldimpairtheCouncilfromspontaneouslycallinganexecutive
sessionduringoneofitsmeetings

Executivesessionsmayonlybeheldupontheaffirmativevoteof23ofthequorum
presentTheTownCouncilshallcomplywiththeprovisionsofCRS246402All
executivesessionsshallbeconductedinaccordancewiththeproceduresforexecutive
sessionsincludedasAppendixAtotheseRules

Thepurposeofcallinganexecutivesessionistodeliberateonsensitivemattersthat
couldbecompromisedbyprematurepublicdisclosureandnoactionmaybetakenin
anexecutivesessionTheCouncilshallnotutilizeasubsequentopenmeetingtosimply
rubberstampthepositiondiscussedinexecutivesessionThediscussionontherecord
intheopenmeetingshallindicatewhatpolicyconsiderationsandmotivationsledtothe
finaldecision

FWorkSessions

Worksessionsshallbeheldat6pmpriortoregularCouncilmeetingsorasotherwise
scheduledbytheTownCouncilWorksessionsshallbeheldforthepurposeof
receivingreportshearingpresentationsanddiscussingTownbusinessNodecisions
maybemadenormayanyactionsbetakenataworksessionWorksessionsshallbe
opentothepublicAttheCouncilsdiscretionmembersofthepublicmayaddressthe
CouncilaboutmattersdiscussedduringtheworksessiontheCouncilhoweverisunder
noobligationtoincludepubliccommentordiscussionduringaworksessionItis
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Councilattendancerequirements

Chapter3TownCouncilRulesofProcedure

understoodthatexcludingpubliccommentmaybethemosteffectivemannerforthe
Counciltoconductthebusinessoftheworksession

GQuorum

Four4membersoftheCouncilshallbeaquorumforthetransactionofbusinessatall
regularandspecialCouncilmeetingsFive5membersoftheCouncilshallbeaquorum
forthetransactionofbusinessatallemergencymeetingsTownCharterSec45

HMayorProtemandTemporaryChair

IntheabsenceoftheMayortheMayorProtemshallchairallCouncilmeetingsInthe
eventboththeMayorandtheMayorProtemareabsentfromameetingtheTown
ClerkshallcallthemeetingtoorderandtheCouncilshallelectbyamajorityvoteaChair
whowillpresideoverthemeeting

IAttendanceatMeetings

TheTownManagerordesigneeshallattendallCouncilmeetingsTheTownClerkor
designeeshallattendallregularspecialandemergencyCouncilmeetings

TheTownAttorneyordesigneeshallattendallregularspecialandemergencyCouncil
meetingsTheTownAttorneyshallattendworksessionsasappropriateAnyCouncil
membermaycalluponTheTownAttorneyforanoralorwrittenopiniononquestionsof
law

DepartmentheadsandappropriatestaffmembersshallattendCouncilmeetingsas
directedbytheTownManager

IfamemberofCouncilisunabletoattendanymeetingoftheCouncilthecouncil
membershallmakeareasonableefforttoadvisetheTownManagerortheTownClerk
inadvanceofthemeeting

aInordertofaithfullyperformthedutiesoftheirofficetheMayorandCouncil
membersshallregularlyattendTownCouncilmeetingsRegularattendancefor
thepurposesofthisSectionshallmean

1Nomorethan2consecutiveabsencesatregularCouncilmeetingsand

2Attendanceatseventyfivepercent75 ormoreofregularCouncilmeetings

duringthepreviousoneyearperiod
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Chapter3TownCouncilRulesofProcedure

bRemovalforfailuretomeetattendancerequirementsAnyCouncilmember
includingtheMayormayberemovedfromofficeforfailuretomeettheattendance
requirementssetforthinSubsectionaaboveTownCodeSec2220

JMeetingMinutesandRecordings

TheTownClerkshalltakeminutesofeveryregularspecialandemergencyCouncil
meetingMinutesshallbeasummaryofthemeetingfocusingontheactionstakenThe
TownClerkshallrecordallregularspecialandemergencymeetingsoftheCouncil

RULE2AGENDASNOTICEOFMEETINGSANDMEETINGPACKETS

AAgendas

TheAgendashallbesetbytheTownManagerItemstobeincludedontheagendamay
beplacedbytheTownManagerstaffortwomembersoftheCouncilTheTownClerk
shallprepareallagendasuponthedirectionoftheTownManager

TheCouncilapprovestheagendaatthebeginningofregularCouncilmeetingsandat
thattimeitemsmayberemovedfromtheagendaitemsmayalsobeaddedtothe
agendaatthattimehoweverCouncilisdiscouragedfromaddingitemstotheagenda
exceptforextenuatingcircumstancessothatthepublicmayhaveadvancenoticeof
itemstobeconsideredatmeetings

BMeetingNotices

TheagendaforregularCouncilmeetingsshallbepublishedinthelocalnewspaperof
recordontheFridayprecedingtheregularmeetingAgendasshallalsobepostedat
least24hoursinadvanceofthemeetingattheTownsthreedesignatedofficialposting
placesTheTownClerkwillalsoposttheagendaandtheCouncilmeetingpacket
excludingconfidentialitemsontheTownwebsitebytheFridayprecedingtheregular
CouncilmeetingTheTownClerkshallalsopreparenoticesofregularmeetingsfor
broadcastonKBUTPublicRadio

Noticeofworksessionsspecialmeetingsandemergencymeetingsshallbepostedat
least24hoursinadvanceofthemeetingattheTownsthreedesignatedofficialposting
placesandontheTownwebsite

Meetingsatwhichthreeormorecouncilmemberswillbeinattendanceshallbeposted
atleast24hoursinadvanceofthemeetingattheTownsthreedesignatedofficial
postingplaces

CMeetingPackets



Chapter3TownCouncilRulesofProcedure

StaffitemstobeincludedinCouncilpacketsareduetotheTownClerksofficeatnoon
ontheWednesdaypriortothescheduledCouncilmeeting

Itemssubmittedbyoutsideentitiesorindividualswhichrequirestaffreviewbefore
beingplacedontheagendaandincludedintheCouncilPacketssuchasConservation
EasementsetcmustbesubmittedtostaffbynoonontheThursdaypriortothe
TuesdayagendapublicationdeadlineThisdeadlineallowssufficienttimeforstaff
reviewandconfirmationthattheitemshouldbeontheagendaItemswhicharenot
submittedbythedeadlinewillnotbeplacedontheCouncilagenda

NolaterthantheThursdayprecedingaregularCouncilmeetingTheTownClerkwill
delivertoeachcouncilmemberapacketcontainingtheagendaandinformational
documentsforthemeetingDocumentsincludedintheCouncilpacketsgenerallyshall
notbereleasedtopublicpriortodeliverytotheCouncil

Ifcouncilmembershavequestionsregardingagendaitemscouncilmembersshalldirect
questionstotheTownManagerortheappropriatedepartmentheadpriortothe
Councilmeetingtoenablestafftimetoprepareanswers

RULE3MEETINGPROCEDURES

AOrderofBusiness

TheOrderofBusinessshallbeasfollows

1Calltoorderbypresidingofficer
2ApprovalofAgenda

StaffshalladvisetheCouncilofitemswhichneedtoremovedfromtheagenda
Councilmembersmayrequestadditionorremovalofagendaitemsatthistime
AmendmentstotheagendashallbeapprovedbyamajorityvoteoftheCouncil

3ConsentAgenda
TheConsentAgendaisintendedtoallowtheCounciltothoseitemsthat
areofaroutinenatureandnotcontroversialTheConsentAgendaisprovidedas
aconvenienceandtimesavingstothecitizensattendingtheCouncilmeeting

4PublicCommentsForcommentonanyitemnotscheduledontheagenda
GenerallynoactionistakenbytheCouncilonitemsnotpreviouslyonthe
agendahoweverissuesraisedmaybescheduledunderOtherBusinessfor
considerationinthefutureCouncilshalllimititsdiscussionoftopicsraisedunder

publiccomments
5StaffUpdates
6PublicHearings
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Chapter3TownCouncilRulesofProcedure

7OldBusinessIncludesitemscontinuedfromothermeetingsexceptforpublic
hearingswhicharescheduledunderpublichearings

8NewBusinessIncludesitemsforactionbytheCouncilthatdonotfitunder
othercategoriesandincludesitemsremovedfromtheConsentAgenda

9ExecutiveSessionOnanasneededbasisonlyTheorderoftheExecutive
Sessionmaybechangedontheagenda asdeterminedtobeappropriatebythe
Council

10LegalMattersTownAttorneyReport
11CouncilReportsandCommitteeUpdatesIncludesitemsofinformationand

CouncilCommitteereports
12OtherBusinessToComeBeforeCouncil

13DiscussionofSchedulingFutureWorkSessionMeetingItems
14CouncilMeetingScheduling
15Adjournment

BDutiesoftheMayorasChairofMeetings
Openthemeetingattheappointedtimeandcallthemeetingtoorder
AnnouncethebusinesscomingbeforetheCouncilinaccordancewiththe
agenda
Controltheproceedingsofthemeetingandrecognizecouncilmembersstaff
andmembersofthepublicwho areentitledtothefloor

Stateorcausetobestatedandputtoavoteallquestionsthatlegitimatelycome
beforetheCouncilAlthoughnotprohibitedthepresidingofficergenerallydoes
notproposeamotion
EnforcetheCouncilsrulesrelatingtodebateorderanddecorumatmeetings
Decideallquestionsoforder
Adjournthemeeting

CPublicCommentsatMeetings

AllmeetingsoftheCouncilshallbeopentothepublicexceptforexecutivesessions
Thepublicmaymakecommentsonitemsnotscheduledontheagendaofregular
CouncilmeetingsduringthePublicCommentsectionoftheagendaCitizensshouldfirst
signthepubliccommentsheetlistingtheirnameandaddressandthetopicoftheir
commentsthenverballystatetheirnameandaddressfortherecordThose
commentingshalllimittheircommentstofiveminutesAsappropriatetheMayormay
limitcommentstothreeminutestofacilitateatimelyprogressionofthemeeting

CouncilshalllimitdiscussionwithindividualsmakingpubliccommentIfCouncilwishes
todiscussthetopicCouncilshalladdressthetopiclaterinthemeetingunderOther
BusinessandmaysetthematterasanagendaitematafuturemeetingCouncilatits
discretionmaydiscussthetopicunderOtherBusinessandtakeactionifthematteris
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timesensitiveCouncilhoweverrecognizesthatitisbesttoprovideadvancenoticeof
topicsbeingdiscussedatCouncilmeetingssothepublicwillhaveadequatenoticeof
thetopic

Chapter3TownCouncilRulesofProcedure

Thepublicshallhavetheopportunitytospeakonmattersontheagendaatthetimethe
matterisbeingconsideredCitizensshouldfirstsignthepubliccommentsheetlisting
theirnameandaddressandthetopicoftheircommentsthenverballystatetheirname
andaddressfortherecordThosecommentingshalllimittheircommentstofive
minutesAsappropriatetheMayormaylimitcommentstothreeminutestofacilitatea
timelyprogressionofthemeeting

DWrittenCommunicationstoCouncilWrittencommunicationstotheCouncilare

encouragedhoweverunsignedcommunicationwillnotbeforwardedtotheCouncilA
copyofallwrittencommunicationtotheCouncilwillbeforwardedtoallcouncil
membersandtheTownClerkAcopyofallcorrespondenceshallberetainedbythe
TownClerkinthePublicfileinaccordancewiththeTownsrecordsretentionschedule

EPublicHearingProceduresCouncilshallrefrainfromcommentingotherthanasking
questionsduringpublichearingsCouncildiscussionmaytakeplaceafterthepublic
hearingisclosed

PublicHearingProceduresOutline

Mayorreadsthetitleoftheordinanceoragendaitemwhichisthesubjectofthe
publichearingMayormayalsoannouncethepublichearingproceduresand
groundrules

MayorconfirmswithTownClerkthatproperpublicnoticewasgiven

Mayorasksforstaffreportpresentationorstaffcomments

Councilmayaskstaffquestions

IfApplicableMayorasksforapplicantpetitionerpresentationorcomment

MayoropenspublichearingforpubliccommentsCouncilmayaskquestionsof
applicantpetitionerpublicorstaffduringpubliccomments

MayorclosespublichearingandthematterisbroughttoCouncil
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MayorsuggestsCouncildiscussionCouncilmayaskquestionsof
applicantpetitionerpublicorstaffduringCouncildiscussion

Councilmotionandaction

FVoting

1VotesshallbetakenwitharollcallvoteArollcallvoteisachievedbytheTown
ClerkcallingeachCouncilsmembersnameEachcouncilmembershall
individuallyindicatehishervoteinfavororinoppositiontotheitemThevote
tallyisannouncedbytheTownClerk

2Allrollcallvotesshallbetakeninrotatingorder

Chapter3TownCouncilRulesofProcedure

3 EveryCouncilmemberpresentwhenaquestionisputshallvoteeitherYesor
NounlesspreviouslyexcusedbytheCouncilforreasonssetforthinSection48
oftheTownCharterwhichstatesthatnomemberoftheCouncilshallvoteonany
questionuponwhichheshehasasubstantialpersonalfinancialinterestother
thanthecommonpublicinterestoronanyquestionconcerninghisherown
conductinwhichcasethemembershalldisclosehisherinteresttotheCouncil

AnymemberrefusingtovoteexceptwhennotsorequiredbySection48ofthe
TownChartershallbeguiltyofmisconductinoffice

4TheminutesshallrecordhoweachCouncilmembervotedoneachquestion
TownCodeSec2240b

5Whenthevoteisunanimoustheminutesshallstatethatthemotionwaspassed
unanimously

6 PursuanttotheTownCharterallordinancesresolutionsandormotionsshall

requiretheaffirmativevoteoffour4membersoftheCouncilforfinalpassage
exceptasotherwiseprovidedinSection48oftheTownCharter

7TheCouncilshalltakeofficialactiononlyatapublicmeetingbyordinance
resolutionormotionTownCharterSec47

8Thepresidingofficershallnotentertaincommentsfromthestafforpublicduring
voting
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GMotions

3Thefollowingmotionsarethemostcommonlyused
Motiontoapprovedenyorapprovewithconditions

Chapter3TownCouncilRulesofProcedure

1AllmattersrequiringactionbytheTownCouncilshallbeintroducedbymotionA
motionreferstoaformalproposalbyacouncilmemberuponwhichtheCouncil
maytakeactionMotionsaregenerallyintroducedbyvoiceHoweverifthe
motionislongorinvolvedmotionsshouldbeputinwritingMotionsshallbeput
inwritingifrequestedbytwo2Councilmembers

2TheFollowingstepsshallbetakenforthepresentationanddispositionof
motions

aACouncilmemberproposesamotion
bAnotherCouncilmembersecondsamotion

cTheMayor maycausethemotiontoberestated
dTheCouncildebatesdiscussesthemotionamendmentstothemotionor

othersubstitutemotionsmaybemadeduringthedebatediscussion
eAttheconclusionofthedebatediscussiontheMayormaycausethemotion

toberestated

f VoteistakenandtheTownClerkannouncestheresultsofthevote

a MotiontoamendAmotiontoamendmaytaketheformofinserting
strikingoutandinsertingwordssentencesorparagraphsAmotionto
amendmustbepertinenttothemainmotionItispropertomakea
motiontoamendanamendmentMotionsshallbediscussedinthe

reverseorderfromwhichtheywereproposed

bMotiontocontinueAmotiontocontinuehastheeffectofmovingan
itemtoafutureagendaThemotionshallincludethedatetowhichthe
itemisbeingcontinued

c MotiontolayonthetableThismotionisusedtosetasideanitem
currentlyunderdiscussionforamorepressingmatterItisnotusedto
killanitemOncethemorepressingmatterhasbeendisposedofa
motiontotakefromthetableisinorderThismotionshallbemadeatthe

sameCouncilmeetingoratthenextregularCouncilmeeting

dMotiontomovethepreviousquestionThismotionisusedtocutoff
debateandtobringanimmediatevoteonthependingmotionAmotion
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Chapter3TownCouncilRulesofProcedure

tomovethepreviousquestionrequiresamajorityplus1voteofthose
presenttoprevailAvoteisfirsttakenonthemotionifsuccessfuldebate
ishaltedandavoteonthemainmotionismadeIfthevoteonthemotion

tothepreviousquestionfailsdebateonthemainmotionmaycontinue

e MotiontoreconsiderAnyactiontakenbytheCouncilmaybe
reconsideredAmotiontoreconsidermustbemadeatthesamemeeting
atwhichtheactionoccurredThemotionmustbemadebyaCouncil
memberwhovotedontheprevailingsideAvoteisthentakenonthe
motiontoreconsiderThepassageofamotiontoreconsidersuspendsall
actionontheoriginalmotionTheoriginalquestionisplacedbeforethe
Councilatthecurrentmeetingorthenextregularmeetingintheexact
formitwasinwhenpreviouslyadoptedThevoteistakenandtheresults
determinednofurtherreconsiderationcanbegranted

f Anymotionmaybewithdrawnpriortoavoteonthatmotionwiththe
agreementofthepersonsecondingthemotion

HDebateDecorum

1WhenrecognizedbythePresidingOfficercouncilmembersshallconfinetheir
remarkstothequestionthenunderdiscussion

2TheCouncilmaywhennecessarylimitthetimeofdebateonanysubjector
debatablemotion

3Acouncilmembershallspeakonlyonceonthequestionuntilallothermembers
ofCouncilwhowishtospeakhavehadtheopportunitytodoso

4ThePresidingOfficermaycallarecessnottoexceedfifteen15minutesatany
timeduringameetingtodeterminearuleoforderorattherequestofamajority
oftheCouncil

5ThePresidingOfficermaycallarecessforaspecifiedperiodoftimeatanytime
betweenitemsofbusiness
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Chapter3TownCouncilRulesofProcedure

6Eachcouncilmembermemberofthepublicorstaffmembershallberecognized
bythepresidingofficerpriortospeaking

7IfacouncilmemberwishestoleavetheChamberforabriefperiodduringa
meetingthecouncilmembershallreceiveacknowledgementfromthePresiding
Officer

RULE4GENERALRULES

AOrdinances

1AnordinanceisconsideredthemostauthoritativeformofactiontheCouncilmay
takeAnadoptedordinancebecomesanestablishedruleorlawoftheTownand
remainsineffectuntilotherwiserescindedoramendedbytheCouncilCouncil
maydirectstafftodraftanordinanceoranordinancemaybebroughttothe
Councilupontherecommendationofstaff

2ProceduresforpassageofordinancesaresetforthintheTownCharterSections
49413

3 EveryproposedordinanceshallbesubmittedtoandreviewedbytheTown
Attorney

4 Ordinancesshallbenumberedintheorderinwhichtheyareintroduced

BResolutions

Resolutionsareactsofarelativelypermanentnatureandwiillineffectuntil
rescindedoramendedbyCouncil

Resolutionsmaybeusedforformalstatementsofpolicywhicharenotrequiredtobe
adoptedbyordinanceonmattersinvolvinglengthyorcomplexquestionson
administrativeorexecutivematterstoapprovecontractsandforsuchpurposesasthe
Councilmaydetermine

CProclamations

TheMayororinhisorherabsencetheMayorProtemshallhavetheunilateral
authoritytoissueMayorProclamationsSuchproclamationsshallrequiretheconsentor
approvaloftheCouncilMayoralproclamationsshallnothavetheeffectoflaw

DCommunicationstoStaff
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Chapter3TownCouncilRulesofProcedure

1QuestionstoTownstaffshouldbedirectedthroughtheappropriatesenior
TownstaffQuestionsshouldbedirectedtotheTownMangerorDepartment
Heads

2TheTownManagershouldbecopiedonanyrequestorcommunicationto
DepartmentHeadsortheTownAttorneyCouncilmembersshouldnotsetup
meetingswithdepartmentstaffdirectlybutworkthroughDepartmentHeads
whowillattendanymeetingswithcouncilmembersWhenindoubtaboutwhat
staffcontactisappropriatecouncilmembersshouldasktheTownManager

3AllCouncilmembersshouldhavethesameinformationwithwhichtomake
decisions

4CouncilmembersincludingtheMayorshouldnotgetinvolvedinadministrative
functionsAvoidanystaffcontactsthat maybeconstruedastryingtoshapestaff
recommendationsCouncilmembersshallrefrainfromcoercingstaffinmaking
recommendationstotheCouncilasawhole

5 DonotattendstaffmeetingsunlessrequestedbystaffEveniftheCouncil
memberdoesnotsayanythingtheCouncilmemberspresencemayimply
supportshowpartialityintimidatestafforhamperstaffsabilitytodoitsjob
objectivelyAdditionallyinsuchcircumstancesindividualcouncilmembersare
receivinginformationpriortotherestoftheCouncil

6IfacouncilmemberwishestoattendameetingrelatedtoTownbusinessasa
representativeoftheTownnegotiatingsessionstaffcommitteemeetingetc
thecouncilmembershallobtainapprovaloftheCouncilpriortothemeetingwith
theunderstandingthattheCouncilmemberwillreportbacktotheCouncil
regardingthemeetingThereportshallbegivenataregularmeetingofthe
CouncilheldinopensessionCouncilmembersattendingmeetingsofboards
committeesorcommissionsonwhichtheyservedonotneedtoobtainprior
approvaloftheCouncil

7DependuponthestafftorespondtocitizenconcernsandcomplaintsItisthe
roleofcouncilmemberstopassonconcernsandcomplaintsonbehalfoftheir
constituentsItisnothoweverappropriatetopressurestafftosolve aproblemin
aparticularwayRefercitizencomplaintstotheappropriateDepartmentHeador



GReviewofRulesofProcedure

Chapter3TownCouncilRulesofProcedure

TownManagerStaffisresponsibleformakingsurethecouncilmemberknows
howthecomplaintwasresolved

EEmailCommunications

CouncilshallcomplywithemailpoliciesasapprovedbyResolutionNo2Series2009
Theresolutioncontainstheitemslistedbelow

1Emailcommunicationsbetweenthreeormoreelectedofficialsconcerning

publicbusinessandorpendinglegislationaredeclaredtobeapublicmeeting
andareprohibited

2Thefollowingemailcommunicationsfromortoanelectedofficialorofficialsare
permitted

Communicationbetweenfewerthanthreeelectedofficialsinwhichother

electedofficialsarenotcopiedandwhicharenotforwardedtootherelected
officials

CommunicationfromortoastaffpersonortheTownAttorney
Communicationbetweenelectedofficialsconcerningroutineadministrative

mattersegthoseregardingschedulingofmeetingsandinquiringastoofficials
availabilitynoticesofpublicfunctionsormeetingsrequeststostaffforfactual
informationorstatusreports

FFormatofStaffReports

StaffreportstotheCouncilshallincludeasummarysectioncontainingasummaryof
thetopicandbackgroundinformationasappropriateThestaffreportshallalsocontain
astaffrecommendationandifapplicableasuggestedmotionforCouncil
consideration

CouncilshallreviewtheseCouncilRulesofProcedureatleastannuallyandshall
annuallyapproveaResolutionadoptingCouncilRulesofProcedure
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AppendixA

EXECUTIVESESSIONMOTIONFORM

Chapter3TownCouncilRulesofProcedure

Note 23quorumpresentmustvoteyestheexecutivesessionmayonlyoccurata
regularorspecialmeetingofthebody

IMOVETOGOINTOEXECUTIVESESSIONChoseoneofthefollowing

Languageinboldfaceisforinclusioninthemotionasapplicableifthestated
purposeoftheexecutivesessionislegaladvicedonotcombineitwithanyother
purpose

A ForaconferencewiththeTownAttorneyforthepurposeofreceivinglegal
adviceonspecificlegalquestionsunderCRSSection2464024b

Forthepurposeofdeterminingpositionsrelativetomattersthatmaybe
subjectto negotiations developingstrategyfor negotiations andor

instructingnegotiatorsunderCRSSection2464024e

Todiscussthepurchaseacquisitionleasetransferorsaleofrealpersonal
orotherpropertyinterestunderCRSSection2464024a

D FordiscussionofapersonnelmatterunderCRSSection24640220and
notinvolvinganyspecificemployeeswhohaverequesteddiscussionofthe
matterinopensessionanymemberofthisbodyoranyelectedofficialthe
appointmentofanypersontofillanofficeofthisbodyorofanelected
officialorpersonnelpoliciesthatdonorrequirethediscussionofmatters
personaltoparticularemployees

Fordiscussionofamatterrequiredtobekeptconfidentialbythefollowing
federalorstatelawruleorregulation under

CRSSection2464024d
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Chapter3TownCouncilRulesofProcedure

For discussion of specialized details of security arrangements or

investigationsunderCRSSection2464024d

Forconsiderationofdocumentsprotectedbythemandatorynondisclosure
provisionsoftheOpenRecordsActunderCRSSection2464024g

H Otherspecify



ANNOUNCEMENTTOBEMADEBYPRESIDINGOFFICERATTHEBEGINNINGOF

THEEXECUTIVESESSIONMAKESURETHETAPERECORDERISTURNEDONDO
NOTTURNITOFFDURINGTHEEXECUTIVESESSIONUNLESSSOADVISEDBYTHE
TOWNATTORNEY

Its givedate andthetimeis FortherecordIamthepresiding
officer givename AsrequiredbytheOpenMeetingsLawthisexecutive
sessionisbeingelectronicallyrecorded

Alsopresentatthistimeexecutivesessionarethefollowingpersons

Verballylistallpeoplepresent

ANNOUNCEMENTNO1

Thisisanexecutivesessionforthefollowingpurpose

Chapter3TownCouncilRulesofProcedure

Repeatthelanguageofthemotionincludingthestatutorycitationasnotedon
motionsheetpriortothispage

Icautioneachparticipanttoconfinealldiscussiontothestatedpurposeofthe
executivesessionandthatnoformalactionmayoccurintheexecutivesession

Ifatanypointintheexecutivesessionanyparticipantbelievesthatthediscussion
isgoingoutsidetheproperscopeoftheexecutivesessionpleaseinterruptthe
discussionandmakeanobjection
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ANNOUNCEMENTNO2

Chapter3TownCouncilRulesofProcedure

ANNOUNCEMENTTOBEMADEATTHEBEGINNINGOFANEXECUTIVESESSION

FORLEGALADVICEORFORTHEDISCUSSIONOFLEGALADVICEDURINGAN
EXECUTIVESESSIONWHOSESTATEDPURPOSEISASUBJECTOTHERTHANLEGAL
ADVICE

ByTownAttorney

ByPresidingOfficer

MakesureAnnouncementNo1hasbeenmadefirst

AsTownAttorneyitismyopinionthatthediscussionofthematterannouncedin
themotiontogointoexecutivesessionconstitutesaprivilegedattorneyclient
communicationIamthereforerecommendingthatnofurtherrecordbekeptof
thisexecutivesession

ByPresidingOfficer

TheTownAttorneyhasrecommendedthatnofurtherrecordbekeptofthis
executivesessionThetimeisnow andIamturningoffthetaperecorderat
thistime

Turnofftaperecorderatthistime

Iftheattorneyclientcommunicationhasfinishedbuttheexecutivesession
continuesTURNTHETAPERECORDERBACKON

Thetimeisnow andIhaveturnedthetaperecorderbackonbecausethe
privilegedattorneyclientcommunicationisfinished

ATTHEENDOFTHEEXECUTIVESESSIONMAKESUREANNOUNCEMENTNO3IS
MADEBEFORETURNINGOFFTHETAPERECORDER

Page17



ANNOUNCEMENTNO3

Chapter3TownCouncilRulesofProcedure

ANNOUNCEMENTTOBEMADEBYTHEPRESIDINGOFFICERBEFORECONCLUDING

THEEXECUTIVESESSIONWHILETHETAPERECORDERISSTILLON

Iherebyattestthatthisrecordingreflectstheactualcontentsofthediscussionat
theexecutivesessionandhadbeenmadeinlieuofanywrittenminutestosatisfy
therecordingrequirementsoftheOpenMeetingLaw

I willgivethetapetotheTownClerktoretainfora90dayperiod

Thetimeisnow and weconcludetheexecutivesessionandreturnto

theopenmeeting

Turnoffthetapeandreturntotheopenmeeting
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ANNOUNCEMENTNO4

STATEMENTTOBEMADEBYTHEPRESIDINGOFFICERUPONRETURNINGTOTHE

OPENMEETING

Thetimeisnow andtheexecutivesessionhasbeenconcludedThe

participantsintheexecutivesessionwere

Seeingnonethenextagendaitemis

Chapter3TownCouncilRulesofProcedure

Fortherecordifanypersonwhoparticipatedintheexecutivesessionbelieves
thatanysubstantialdiscussionofanymattersnotincludedinthemotiontogo
intotheexecutivesessionoccurredduringtheexecutivesessionorthatany
improperactionoccurredduringtheexecutivesessioninviolationoftheOpen
MeetingsLawIwouldaskthatyoustateyourconcernsfortherecord
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