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RULES AND PROCEDURES
ADOPTED: January 25, 2010

A. GENERAL PROVISIONS

1.

These rules and procedures shall be known dgeskRind Procedures of the
Community Sustainability Commission, (hereinaft€OMMISSION”) City
of Benicia." A copy of these rules and amendm#rggeto shall be filed in
the Community Development Department for examimakip the public.

These rules, and any amendments thereto, shafféctive on the date of the
adoption hereof and shall govern the conduct of2&MMISSION.

These rules and procedures may be amended teed@afiction of the
COMMISSION.

B. OFFICERS

1.

The officers of the Commission/Board shall be:

Chair. who shall preside at all meetings of the COMMISIS, call special
meetings, appoint committees, and perform othgpgarduties of a presiding
officer. Except as otherwise authorized by the Q@BISION, the Chair
shall sign all correspondence, reports and otlstruments approved by the
COMMISSION.

Vice Chair who shall perform the duties of the Chair in #fosence or
incapacity of the Chair; and in case of the redigneor other permanent
absence of the Chair, the Vice Chair shall perfeuth duties as are imposed
on the Chair until such time as the COMMISSION khelect a new chair.

Secretary who shall keep a written record of all busingassacted by the
COMMISSION, notify members of meetings, maintaia tfficial records of
the COMMISSION, and perform such other duties aGMMISSION may
direct.

The_Chailand_Vice Chaishall be elected by the COMMISSION from its
membership at their January meeting each year Wiee@OMMISSION is
fully constituted. The Community Development Diagoor his/her designee
shall serve as Secretarythe Commission/Board.

Staff Person The Staff Person of the COMMISSION shall: (ep@ly the
COMMISSION members with such information and makehs
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recommendation as deemed necessary to carry oputpeses of the
COMMISSION and to properly administer its affaiasid (b) be the single
point of contact for the COMMISSION.

Additional Duties  The officers of the COMMISSION shall perform such
other duties and functions as may from time to tmeeequired by the
COMMISSION.

C. MEETINGS

1.

The regular meeting of the COMMISSION shall betloe third Monday of
every other month (bimonthly, 6 times per yeary:@0 pm. In compliance
with the Brown Act and the Open Government Ordimgadl regular
meetings shall be open and public. An agenda fprlae meetings will be
prepared and posted six (6) days prior to a meeting

Special meetings may be called by the Chailya majority of the
COMMISSION members if determined to be necessargicharge of the
COMMISSION'S responsibilities. The Secretary sipalll COMMISSION
members and attempt to arrange a date and timesn@mnt to all
COMMISSION members. Notice of special meetingdldiegiven
consistent with Brown Act and Open Government Cadge requirements.

Meeting Location Regular meetings shall be held in the CommisBioom.
When the Commission Room is unavailable and ingtkameal circumstances,
the COMMISSION may change this meeting locatiombtice on its agenda

Adjournment The COMMISSION shall not begin new public hegritems
after 11:00 p.m. Public hearing items which ren@irthe agenda may be
continued to the next regular meeting of the Corsiaig or to a special
meeting. At the conclusion of the last public hegrtem that ends after 11:00
p.m., the Commission may determine by a simple ritgjeote that all
remaining administrative items on the agenda bedh@athe Commission or
continued to a future meeting and the COMMISSION metend the meeting
to an additional specified amount of time.

D. AGENDA

Opening of Meeting/Pledge of Allegiance/Roll ICal
Reference to Fundamental Rights of Public
Agenda Changes and Discussion

Public Comment
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5.

6.

7.

8.

Consent Calendar/Approval of the Agenda/Appra¥dinutes
Agenda Items
Communications from Staff/ Communications frorm@oissioners

Adjournment

E. MINUTES

1.

General Policy Statement on Minutes of Meetitigs the general policy of
the Community Sustainability Commission to prepdnagt minutes of the
deliberations of the COMMISSION. These minuted witlude:

a. the time the meeting was called to order,
b. the names of the members attending the meeting,
C. a one-sentence summary of, and the roll cal @at each matter

considered at the meeting,

d. the time the body began and ended any closstbses
e. any letters submitted on agenda items,
f. those members of the public who spoke on eadteméthe speakers

identified themselves,
g. and the time the meeting was adjourned.

The draft minutes of each meeting shall be avaslédnl inspection and
copying upon request within the shortest possibie after the meeting.
Minutes must be finalized and adopted by the migjafi COMMISSION
members in order to be regarded as an officialrleobthe Community
Sustainability Commission. No later than five mesis days after the meeting
at which the minutes are adopted, the officiallp@éd minutes shall be
available for inspection and copying upon requastshall be posted on the
city’s web site.

Public Comment Any member of the public during Oral Communicat
may request that corrections or deletions be madleet minutes. These
requests may be acted upon by the COMMISSION vpfir@priate review
and deliberation.
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3.

Method of Documentationit is the policy of the COMMISSION to retain
tape recordings documenting COMMISSION deliberatitor two years
following the finalization and adoption of writteninutes. Written minutes
that have been adopted by the COMMISSION shall taoies the official
record of the Commission and shall be maintaindéfinitely.

F. RULES OF ORDER

The following definitions and rules shall govere ffroceedings and order of
business of the Community Sustainability Commission

1.

Prior to public discussion or COMMISSION deliagon, the presiding
officer or other person designated thereby shatdiee the item or business
before the COMMISSION.

Public Discussian

The presiding officer shall recognize speakersroagendized matter when
that item is before the COMMISSION for consideratifT his includes any
comments pertaining to the Announcements/AppointsiBresentations/
Proclamations section of the agenda.) The pregidfificer shall recognize
speakers on Public Hearing items at the Public iHgarThe presiding officer
shall recognize speakers on matters not on thedagemder the Opportunity
for Public Comment portion of the agenda.

Persons addressing the COMMISSION shall do so aintlge speakers’
rostrum and should begin, but are not requirecbteal by stating their name
and address for the record. All remarks shalldgre@ssed to the
COMMISSION as a body and not to any member the@ab staff, or to the
public. No person other than a member of the COBBMON and the person
having the floor shall be permitted to enter iy discussion without the
permission of the presiding officer. Speakers matymake personal attacks
on Commissioners, staff or members of the publiecnake comments which
are slanderous or which may invade an individua¢ssonal privacy.

a. Recognition Any person addressing the COMMISSION shall first
secure the permission of the presiding officer.

b. Not a Debate Public discussion should not be used to elidi¢bate
between COMMISSION members and the public. Speaiteould not be
interrupted unless they are out of order.

C. Time Limits Each speaker shall speak only once on an agema
and limit his/her remarks to five (5) minutes wisgeaking at the time of the
agendized item or when speaking on non-agendiezetsiinder Opportunity
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3.

for Public Comment, except as otherwise specifygabvided for in these
Rules or in the Open Government Ordinance, or ex@gfime is extended by
the presiding officer with the consent of the miyoof the COMMISSION.
Each speaker shall avoid repetition of the remafl®ior speakers and speak
only to the specific agenda item under considemnatio

In accordance with the Open Government Ordinameeptesiding officer
may request spokespersons be designated to repsasdar views.
Spokespersons shall each have fifteen (15) mirtatpsesent their case. Any
spokesperson wishing to make a rebuttal shall Bgfige) minutes to
present.

d. Pending Motion When a motion is pending before the
COMMISSION, no person other than a COMMISSION mendi®ll address
the COMMISSION without first securing the permissiaf the Chair to do so.

e. Public DiscussianPublic Discussion shall precede COMMISSION
deliberation.
f. No discussion shall be permitted, without appitaf the

COMMISSION, after a motion has been adopted whiohnld terminate
further deliberation.

Appeals

a. The procedure for the conduct of all appeataédcCOMMISSION
shall be as set forth in the governing ordinanceesolution.

b. If no procedure is set forth, the staff persball first present his or her
case. The appellant shall then present his ocdme. The staff person may
then offer a rebuttal. The staff person and appélinay then present closing
arguments.

Community Sustainability Commission Deliberation

a. Presiding Officer May Deliberatél'he presiding officer may
deliberate from the chair, subject only to suchtitions of deliberation as are
by these rules imposed on all members, and shebendeprived of any of the
rights and privileges as a member of the COMMISSIg)iNeason of his or
her acting as the presiding officer.

b. Conflict of Interest In situations where there is a conflict of ietstr
under the Political Reform Act, the Open Governn@rdinance or other
conflict laws, members of the COMMISSION are reqdito abstain from
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voting on the item and participating in the deaisimaking process. The
following procedures should be followed:
I Declare the conflict of interest.
i. State the basis of the conflict of interest.
ii. Do not discuss or vote on the matter.
\2 Step down from the podium and leave the romtil the item
is completed or unless the Political Reform Acvwats the member to
remain in the room.

C. Getting the Floor - Improper References to beided Every
member desiring to speak shall address the Chadrypon recognition by the
presiding officer, shall confine himself or herslfthe questions under
deliberation, avoiding all personalities and indecs language.

d. Interruptions A member, once recognized, shall not be inteedip
when speaking unless it be to call said memberderpor as herein otherwise
provided. If a member, while speaking, be caltedrder, said member shall
cease speaking until the question of order be ohited, and if in order, said
member shall be permitted to proceed.

e. Remarks of Commission/Board Member - When Edterdlinutes
Any COMMISSION member may request, through theidreg officer, the
privilege of having a written abstract of said memb statement on any
subject under consideration by the COMMISSION eden the minutes. If
the COMMISSION consents thereto, such statemeititish@ntered in the
minutes.

f. Motion to Reconsider A motion to reconsider any action taken by the
COMMISSION may be made only on the date such aatias taken. It may
be made either immediately during the same sessraat; a recessed or
adjourned session thereof. Such motion must beerbhgdne of the

prevailing side, and may be made at any time and peecedence over all
other motions or while a member has the floorhélsbe debatable.

g. Motion to Table A motion to lay on the table shall preclude all
amendments or deliberation of the subject undesidenation. If the motion
shall prevail, the consideration of the subject rhayesumed only upon a
motion of a member voting with the majority.

h. Motion to Call for Question or Continue to a ®&pecific A motion

to call for the question or continue the mattea &pecific date shall preclude
all amendments to or deliberation of the subjedenrconsideration and is not
debatable.
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I. Statement of PositionWhen a motion to call for question or table is
adopted, each member of the COMMISSION may bristifye his/her
position on the matter before roll call or call tbe next item of business.

J- Privilege of Closing DeliberationThe member moving the adoption
of a motion or resolution shall have the priviledeslosing the deliberations
or making the final statement.

K. Division of Question If the question contains two (2) or more
divisible propositions, the presiding officer mayd upon request of a
member shall, divide the same.

l. Second RequiredAll motions, except for nominations and a paht
order, shall require a second.

m. Voting A vote of three (3) members at a properly catfegkting shall
be necessary for any action of the COMMISSION. Kdlimembers of the
COMMISSION shall constitute a quorum. If a motiaiis to receive the
required number of votes to pass or fail, the rejoeany COMMISSION
member would cause the item to be carried ovdrgmext meeting.

n. Forms of Action The COMMISSION may act by motion or
resolution. All motions shall be recorded in theates verbatim. All
resolutions shall be in writing and the title shmdl recorded verbatim in the
minutes as well as the vote thereon.

0. Miscellaneous All other matters not covered by these ruledl siea
decided by a majority of the COMMISSION. Robertdd® of Order may be
used as a guide.

G. ATTENDANCE

It shall be the responsibility of each Communitystinability Commission member
to notify the Secretary, who shall thereupon ndtify Chair, of an inability to attend
a scheduled COMMISSION meeting. Other applicaltienatance rules for
Commissioners are governed by the Benicia Munidiuzde.

H. PREEMPTION

The applicable City of Benicia’s policies, resotuts and ordinances and state and
federal laws shall prevail where a conflict exis¢étween any of them and these Rules
and Procedures.



