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CITY OF BENICIA 
LOCAL TAX OVERSIGHT BOARD 

RULES OF PROCEDURE  
 

A. GENERAL PROVISIONS 
 
1. These Rules of Procedure (Rules) shall be known as “Rules of Procedure of the Local 

Tax Oversight Board” (LTOB). A copy of these Rules and amendments thereto shall 
be filed in the City Clerk’s Office for examination by the public. 

2. These Rules, and any amendments thereto, shall be effective on the date of 
adoption by the Board members and shall govern the conduct of the LTOB. 

3. These Rules of Procedure may be amended hereafter by action of the LTOB. 
4. Benicia Municipal Code section 2.60.80 requires each advisory body to maintain 

rules of procedure that are in accordance with the Brown Act, the Open 
Government Ordinance (BMC Title 4) and the Council’s code of conduct. 

 
B.  MEMBERSHIP 

 
1.  Maintenance of Membership. Persons appointed as LTOB members (Member) shall 

continue to serve except for: 
a. Expiration of their term and appointment of their successor. 
b. Voluntary resignation with written notification to the Mayor and LTOB Chair. 
c. Members who are no longer residents of the City. 

2. Removal and Vacancy. A Member may be removed by a majority vote of the Council. 
A vacancy on the LTOB, whether by reason of removal, expiration of term, vacancy, 
or otherwise, shall be made in accordance with the Council’s Rules of Procedure for 
appointments. A person who has been appointed to fill a vacancy shall serve for the 
remainder of the unexpired term. 

3. Grounds for Vacancy. If a Member is absent without cause from three successive 
regular meetings of the LTOB, the seat becomes automatically vacant. The Chair of 
LTOB shall immediately notify the Council of the vacancy. A Member is not absent 
without cause if his or her absence is:  

a. Due to illness; or  
b. Unavoidable and the Member gives the LTOB Staff Liaison written notice at 

least the before the day of the meeting that he or she will be absent and 
giving the reason for the absence. 

4. Quorum. Four Members shall constitute a quorum for the transaction of business. 
 

C.  AGENDA 
1. Convene Meeting/Roll Call/Reference to the Fundamental Rights of the Public 
2. Announcements/Presentations/Adoption of Agenda.  Presentations shall be no 

longer than 10 minutes.  Exceptions must be approved by the LTOB Staff Liaison 
prior to publishing of the agenda. 
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3. Opportunity for Public Comment – No action or discussion may occur with respect to 
any item not appearing on the posted agenda. Some limited questions, requests and 
responses on matters not appearing on the posted agenda are allowed. This period 
permits limited public comment and questions directed to the Board, and allows for 
comments for and from the Board and staff regarding non-agendized matters.  
Public Comment shall last no more than 3 minutes for each speaker. 

4. Consent Calendar 
5. Action Items 
6. Information Items 
7. Comments from Commissioners/ Staff information /Future agenda items 
8. Adjournment 

 
D. MINUTES 

1. General Policy Statement on Minutes of Meeting. It is the general policy of the LTOB 
to prepare draft minutes of the meeting, including a clear and concise description of 
the final actions taken and a breakdown of the Members voting yes, no, abstain and 
absent. Minutes must be finalized and adopted by the majority of Members in order 
to be regarded as an official record of the LTOB. 

2. Public Comment. Any member of the public during Opportunity for Public Comment- 
may request that corrections or deletions be made in the minutes. These requests 
may be acted upon by the LTOB with appropriate review and deliberation. 

3. Method of Documentation. Written minutes that have been adopted by the LTOB 
shall constitute the official record of the LTOB and shall be maintained indefinitely. 
 

 
E. RULES OF ORDER 

The following definitions and rules shall govern the proceedings and order of business of 
the LTOB: 
1. Prior to public comment or LTOB deliberation, the presiding officer or other person 

designated thereby shall describe the item or business before the LTOB. 
2. Public Comment 

a. Permission. Any person from the public addressing the LTOB on an agenda 
item shall first secure the permission of the presiding officer. 

b. Not a Debate. Public comment should not be used to elicit a debate between 
Members and the public. Speakers should not be interrupted unless they are 
out of order. 

c. Public Comment and Time Limits. Public comment may precede LTOB 
deliberations.  Members of the public shall be limited to three (3) minutes for 
public comment, however, the presiding officer can allow more time if 
necessary.. 

d. Pending Motion. When a motion is pending before the LTOB, no person 
other than a Member shall address the LTOB . 
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e. No discussion shall be permitted without approval of the LTOB after a motion 
which would terminate further deliberation has been adopted. 

f. LTOB will adopt a meeting schedule for the next calendar year at the last 
regular meeting of the calendar year. 

3. Board Deliberation.  
a. Presiding Officer May Deliberate. The presiding officer may deliberate from 

the Chair, subject only to such limitations of deliberation as are by these 
rules imposed on all Members, and shall not be deprived of any of the rights 
and privileges as a Member by reason of his or her acting as the presiding 
officer. 

b. Conflict of Interest. In situations where there is a conflict of interest, 
Members are required to abstain from voting on the item and participating in 
the decision-making process. The following procedures should be followed. 

i. Declare the conflict of interest. 
ii. State the basis of the conflict of interest. 

iii. Do not discuss or vote on the matter. 
iv. Step down from the podium and leave the room until the item is 

completed. 
c. Getting the Floor – Improper References to be Avoided. Every Member 

desiring to speak shall address the Chair, and upon recognition by the 
presiding officer, shall confine himself or herself to the questions under 
deliberation, avoiding all personalities and indecorous language. 

d. Interruptions. A Member, once recognized, shall not be interrupted when 
speaking unless it is to call said Member to order, or as herein otherwise 
provided. If a Member, while speaking, be called to order, said Member shall 
cease speaking until the question of order is determined, and if in order, said 
Member shall be permitted to proceed. 

e. Remarks of Board Member – When Entered in Minutes. Any Member may 
request, through the presiding officer, the privilege of having a written 
abstract of said Member’s statement on any subject under consideration by 
the LTOB entered in the minutes. If the LTOB consents thereto, such 
statement shall be entered in the minutes. 

f. Motion to Reconsider. A motion to reconsider any action taken by the LTOB 
may be made only on the date such action was taken. It may be made either 
immediately during the same session; or at a recessed or adjourned session 
thereof. Such motion must be made by any member of the prevailing sides, 
and may be made at any time and have precedence over all other motions or 
while a Member has the floor; it shall be debatable. 

g. Motion to Table. A motion to lay on the table to a debate certain shall 
preclude all amendments or deliberation of the subject under consideration. 
If the motion shall prevail, the consideration of the subject may be resumed 
only upon a motion of a Member voting with the majority. 

h. Motion to Call for Question or Continue to a Date Specific. A motion to call 
for question or continue the matter to a specific date shall preclude all 
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amendments to or deliberation of the subject under consideration and is not 
debatable. 

i. Statement of Position. When a motion to call for question or table is 
adopted, each Member may briefly state his/her position on the matter 
before roll call or call for the next item of business. 

j. Privilege of Closing Deliberation. The Member moving the adoption of a 
motion or resolution shall have the privilege of closing the deliberations or 
making the final statement. 

k. Division of Questions. If the question contains two (2) or more divisible 
propositions, the presiding officer may, and upon request of a Member shall, 
divide the same. 

l. Second Required. All motions except for nominations and a point of order 
shall require a second. 

m. Voting.   If a motion fails to receive the required number of votes to pass or 
fail, the request of any Member would cause the item to be carried over to 
the next meeting. 

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

o. Miscellaneous. All other matters not covered by these rules shall be decided 
by a majority of the LTOB. Roberts Rules of Order may be used as a guide. 

F. ATTENDANCE 
1. It shall be the responsibility of each Member to notify the Staff Liaison, who shall 

thereupon notify the Chair, of an inability to attend a scheduled meeting. 
2. The Board meets the 3rdnd Thursday of February, May, August, and November at 

10:00AM in the Council Chambers at City Hall. 
G. PREEMPTION 

1. The applicable City of Benicia’s policies, resolutions and ordinances and state and 
federal laws shall prevail where a conflict exists between any of them and these 
Rules of Procedure. 

 


