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ST S Alameda County - Oakland Shk LD
Community Action Partnership (AC-OCAP)

Visit us on the web at AC-OCAP.com or contact us by email at AC-
OCAP@oaklandca.gov
Vision Statement: To End Poverty Within the City of Oakland and Throughout Alameda
County
Core Values: Community-Driven | Equitable | Collaborative | Impactful | Results-Driven

Our Promise: Community Action changes people's lives, embodies the spirit of hope,
improves communities, and makes Oakland and Alameda County a better place to live.
We care about the entire community, and we are dedicated to helping people help
themselves and each other.

Executive Committee Meeting
Thursday, October 26, 2023, 5:30 p.m.

Locations to observe and make public comment:
Oakland City Hall - 1 Frank H. Ogawa Plaza, Hearing Room 3

Board member Frost
1266 San Carlos Ave
Concord CA 94518

To Observe Virtually:

Please click the link below to join the webinar:
https://us06web.zoom.us/j/84517616622?pwd=IM18gAavBhORCbQbglL. HmzrEEFzzEtg.
MCBzHoS JOf-CuOQi

Webinar ID: 845 1761 6622
Passcode: 794291

To make public comment on zoom: Raise your hand during public comment, open form,
or call for public speakers.

Committee Membership: Monique Rivera (Board Chair), Sandra Johnson (Vice-Chair),
Andrea Ford (Treasurer), Brigitte Cook (Secretary), Mitchell Margolis, Supervisor Lena
Tam (Cesley Ford-Frost), and Supervisor Nate Miley (Angelica Gums)

Staff: Dwight Williams and Ana Tellez-Witrago

The meeting is held in a wheelchair accessible facility. Contact the Office of the City Clerk, 1 Frank H. Ogawa Plaza,
Room 201, or call (510) 238-3611 (VOICE) or (510) 238-6451(TTY) to arrange for the following services: Sign interpreters or
Phonic Ear hearing devices for hearing impaired; 2) Large print Braille, or cassette tape text for visually impaired. Please
refrain from wearing scented products to this meeting.


http://ac-ocap.com/
https://us06web.zoom.us/j/84517616622?pwd=lM18qAavBh0RCbQbgLHmzrEEFzzEtg.MCBzHoS_J0f-CuOi
https://us06web.zoom.us/j/84517616622?pwd=lM18qAavBh0RCbQbgLHmzrEEFzzEtg.MCBzHoS_J0f-CuOi

DEFINITION OF TERMS:

* Action Item: motion or recommendation requiring official vote and approval of the
Alameda County - Oakland Community Action Partnership Board to be effective.

* Informational Item: shall mean an agenda item consisting only of an informational
report that does not require or permit board action.

AGENDA

1 5:30 p.m. Call to Order/ Roll Call

2 5:35 p.m. Recite Alameda County- Oakland Community Action Partnership
(AC-OCAP) Promise

3 5:40 p.m. Public Comment: (Specific Agenda Item (s): Audience Comment Period)

ACTION ITEMS

4 5:50p.m. Approving the Alameda County Low-Income Community Appointee
of Reverend William B. “Quantum” Norwood Il to the Alameda County-Oakland
Community Action Partnership Board - Attachment A

5 6:00 p.m. Scheduling of Items to the Standing Committees or Administrative

Board

INFORMATIONAL ITEMS

6

9

6:05 p.m. Committee Information

6:10 p.m. Board members and vacancies- Attachment B

6:15 p.m. Travel on City Business — Attachment C

6:20 p.m. AC-OCAP Bylaws - Attachment — Attachment D

The meeting is held in a wheelchair accessible facility. Contact the Office of the City Clerk, 1 Frank H. Ogawa Plaza,
Room 201, or call (510) 238-3611 (VOICE) or (510) 238-6451(TTY) to arrange for the following services: Sign interpreters or
Phonic Ear hearing devices for hearing impaired; 2) Large print Braille, or cassette tape text for visually impaired. Please
refrain from wearing scented products to this meeting.


https://acrobat.adobe.com/link/track?uri=urn:aaid:scds:US:6a0e10d0-4832-331f-bf5a-88bcdad61e8d
https://acrobat.adobe.com/link/track?uri=urn:aaid:scds:US:9279e192-1642-3869-b2b3-2c98b6a5ccec
https://acrobat.adobe.com/link/review?uri=urn:aaid:scds:US:476e2ee6-58a6-3537-a614-4ddae6b6d00a

10 6:25 p.m. Announcements

1 6:30 p.m. Open Forum: (General Audience Comment Period)

12 6:35p.m. ACTION ITEM: Adjournment
a. The Next Executive Committee Meeting of November 23,

2023, is Canceled due to Thanksgiving.

The meeting is held in a wheelchair accessible facility. Contact the Office of the City Clerk, 1 Frank H. Ogawa Plaza,
Room 201, or call (510) 238-3611 (VOICE) or (510) 238-6451(TTY) to arrange for the following services: Sign interpreters or
Phonic Ear hearing devices for hearing impaired; 2) Large print Braille, or cassette tape text for visually impaired. Please
refrain from wearing scented products to this meeting.
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* This document was redacted to remove personal and private information. AC-OCAP staff verified the addresses and
have the original application on file. é”“‘ )
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APPLICATION FOR ADMINISTERING BOARD MEMBERSHIP
Alameda County Low-Income Community

Applicant Name: [}[ an Jmm NO( W Oob r\

Applicant County District REQUIRED): Al 1,1 o 45 Cows ,,/3

address: [ 163 Aveaue.  ciy: San leandra ste GI zip: 94518
Home Phone: Cell Phone: = -' kLAl Email: M%Ors

GEOGRAPHIC AREA TO BE SERVED: Identify the Alameda County low-income geographic area
you would represent.

NORTH COUNTY CENTRAL COUNTY .

(Alameda, Albany, Emeryville, and Piedmont) (San Leandro, Hayward, Ashland, Cherryland, Fairview, San
Lorenzo, Castro Valley)

SOUTH COUNTY EAST COUNTY

(Fremont, Newark, Union City, and Sunol) (Livermore, Dublin, Pleasanton, and unincorporated East
County)

Provide a brief explanation of your interest in serving on the AC-OCAP Administering Board:

| have 32 years in the real estate industry conducting sales, financing,
~ development, domestically and in the Caribbean. | authored a AR
__California Initiative on the eradication of poverty and inequality. The = —=

AC-OCAP board has had tremendous success delivering its action :

— plan to the community it services. | believe my experiences can assist =~ =~
_in executing the local Community Action Plan for alleviating poverty
and working toward institutional change to enhance the ability of
— low-income residents to achieve self-sufficiency in Oakland and Y

throughout Alameda

I certify that T have read the AC-OCAP Administering Board Membership guidelines and I certify that 1 am willing and able to adhere to
the requirements specified therein by AC-OCAP and with the applicable federal and state regulations.

Signature of Applicant:

Name: ’_)’dﬂ]) A7) 7/ ﬂl/&'d ‘/%\ Datc 9 25-2023

Please submnt the completed appllcation and original signed petition to:
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Alameda County Low-Income Community Representation Petition

I, the undersigned, do hereby state that [ am a resident of Alameda County and that my present place of residence is truly
stated opposite my signature, and that 1 do hereby sign this Petition, as set forth below, to enable the contents of this Petition
and Application be submitted to the Alameda Counl\ — Oakland Community Action Partnership Administering Board for

membership consideration.

f/
Signature (required): LLOn;Z’.f%’ ///;@/Jd

Printed name:Qu_ Address:-_Ll'gin_/A]/_cﬂdi_Zip cmiﬁffﬁ

Date:

Alameda County District:

PETITION TO SELECT/ELECT AN ALAMEDA COUNTY LOW-INCOME COMMUNIT Y
REPRESENTATIVE TO THE AC-OCAP ADMINISTERING BOARD FOR A THREE-YEAR TERM

Tmm Mell, y%
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Print Full Name Signature Complete Address District | Date
**must be 18 or older** *¥Required** **must live within district** Resident
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AC-OCAP - Alameda County Administering Board Application
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INITIATIVE MEASURE TO BE SUBMITTED DIRECTLY TO THE VOTERS
2-poin
Boldface
The Attomney General of California has prepared the following title and summary
of the chief purpose and points of the proposed measure:
(Here set forth the title and summary prepared by the Attorney General. This
utle and summary must also be printed across the top of each page of the petition

whereon signatures are to appcar.)

TO THE HONORABLL SECRETARY OF STATE OF CALIFORNIA

Ype: Kom

Boldface not
smaller than
12-point
We, the undersigned, registered, qualified voters of California, residents of

_ County (or City and County), hereby proposc amendments to the C onstitution
of California and the Welfare and Institutions Code, relating to poverty, and petition
the Secretary of State to submit the same to the voters of California for their adoption
or rejection at the next succeeding general election or at any special statewide election
held prior to that general election or otherwise provided by law. The proposed
constitutional and statutory amendments (full title and text of'measure) read as follows:

SECTION 1. This act shall be known and may be cited as the Commission on

the Elimination of Poverty Act.

ﬁ
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SEC. 2. The Prcamble 10 the Constitution of the State of California 1s amended

to read:

We, the People of the State of California, grateful to Almighty God for our
freedom, in order to securc and perpetuatc its blessings,do_cnsure legal, social, and

do ordain and establish this Constitution_for the State of California.
SEC. 3. Chapter 3 (commencing with Section 10700) is added to Part 2 of

Division 9 of the Wellare and Institutions Code, to read:

Cuarter 3. CommissiON ON THE ELIMINATION OF POVERTY

10700. (a) The Commission on the Elimination of Poverty is hereby established
to comprehensively address poverty in California, as provided m this chapter.

(b) For the purposes of this chapter, the following definitions apply:

(1) "Extreme poverty™ means the deprivation of a person’s well-being, adequate
food, safe water, clothing, shelter, secunty, education, and health care, deriving from
inherited conditions, psychological or spiritual impairments, or physical disabilitics,
or judicatory crror or opacity.

(2) “Poverty” means the status of those persons who are described as hiving at
or below the poverty line, meaning the minimum level of income deemed necessary

to achieve an adequate standard of living in California, having insufficient income to
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provide food, shelter, and clothing needed to preserve health. “Poverty™ also means a
person living solely on supplemental income from public social services programs,
mcluding, but not limited to, CalWORKSs and CalFresh, or a person living in substandard
housing or a shelter.

10701. (a) The commission shall develop a poverty elimimation strategic plan
to reduce extreme poverty in California by 50 percent or more by 2018. The commission
shall issue an interim report on its activitics and recommendations to the fiscal and
relevant policy committees of the Legislature and the Governor on or before November
15, 2012. The strategic plan shall be adopted by the commission and sent to the fiscal
and relevant policy commirtees of the Legislature and the Governor not later than May
31, 2013.

(b) In developing the strategic plan, for the purposes of the goal of reducing
extreme poverty in Califormia by at least 50 percent by 2018, the commission shall
address, at a minimum, all of the following:

(1) Access 1o safc, decent, and affordable housing.

(2) Access to adequate food and nutrition.

(3) Access 10 affordable and quality health care.

(4) Equal access to quality education and traming.

(5) Access to dependable and affordable transportation.

(6) Access to quality and afTordable child care.

(7) Opportumitics to engage in meaningful and sustainable work that pays a living
wage.

(8) The availability of adequate income supports.
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(c) The strategic plan shall include specific policy and fiscal reccommendations
and a timeline for the implementation of each recommendation. The commission shall
identify in measurable terms the actual or potential impact of each recommendation.
The commission may review, make comments, and make recommendations on existing
or proposed programs, policies, administrative rules, and statutes that bave an impact
on poverty in California and, in particular, people living in extreme poverty.

(d) Following the adoption of the strategic plan, the commission shall meet
regarding the implementation of the strategic plan. The commission shall issue annual
reports by March 1 each year regarding the implementation and shall hold at least one
public hearing prior to issuing each annual report.

10702. (a) The commission shall be composed of 27 voting members, reflecting
the racial, gender, and geographic diversity of California, and shall also be composed
of 12 nonvoting, ex officio members. The voting members shall be appointed as follows:

(1) Two Members of the Assembly, one appointed by the Speaker of the
Assembly and one appointed by the Assembly Minority Leader.

(2) Two Members of the Senate, onc appointed by the President pro Tempore
of the Senate and one appointed by the Senate Minority Leader.

(3) Two representatives from {he office of the Governor appointed by the
Govemnor.

(4) One represeatative from the office of the Licutenant Governor appointed by
the Licutenant Governor.

(5) (A) Twenty members of the public, with four, including one person from a

region of the state with extreme poverty, appointed by each of the following:
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(1) The Governor.

(i1) The Speaker of the Assembly.

(1ii) The Assembly Minority Leader.

(iv) The President pro Tempore of the Senate.

(v) The Senate Minority Leader.

(B) The public members of the commission appointed under subparagraph (A)
shall consist of the following appointments, to be allocated by lot among the appointing
authorities specified in subparagraph (A):

(1) A representative from a service-based human nights organization.

(i1) Two representatives from antipoverty organizations, one of which focuses
on rural poverty.

(iii) Two individuals who have experienced extreme poverty.

(1v) A representative [rom an organization that advocates for health care access,
affordability, and availability.

(V) A representative from an organization that advocates for persons with mental
illness.

(vi) A representative from an organization that advocates for children and youth.

(vi1) A representative from an organization that advocates for quality and equaliry
in education.

(vii1) A represcatative from an organization that advocates for people who are
homeless.

(1x) A representative from a statewide antihunger organization.

(x) A disabled person.

—
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(xi) A representative from an organization that advocates for persons with
disabilities.

(xii) A representative from an organization that advocates for immigrants.

(xu1) A representative from a statewide fuith-based organization that provides
direct social services in Califomia.

(x1v) A represcntative from an organization that advocates for economic security
for women.

(xv) A representative from an organization thal advocates for older adults.

(xv1) A representative from a labor organization that represents primarily low-
and middle-income wagce carners.

(xv11) A representative from a municipal or counry government.

(xviii) A representative from a township government.

(b) The 12 nonvoting ex officio members of the commission are as follows:

(1) The Secretary of California Health and Human Services, or his or her
designee.

(2) The Secretary of the Department of Corrections and Rehabilitation, or his or
her designce.

(3) The Dircctor of Health Care Services, or his or her designee.

(4) The Director of Finance, or his or her designee.

(5) The Director of Social Services, or his or her designee.

(6) The Superintendent of Public Instruction, or his or her designee.

(7) The Director of the California Department of Aging, or his or her designee
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(8) A member of the California Legislative Black Caucus appointed by that
caucus, or his or her designee.

(9) A member of the California Latino Legislative Caucus appointed by that
caucus, or his or her designee.

(10) The Labor Commissioner, or his or her designee.

(11) A member of the Califormia Workforce Investment Board appointed by that
board, or his or her designee.

(12) A member of a local government human nights commission appointed by
that commussion, or his or her designee.

(13) A representative from the Children and Family Services Division of the
State Department of Social Services appointed by the director of the depariment.

(c) All members appointed pursuant to this section shall be appointed within 90
days after the effective date of this section.

10703. The members of the commission shall not be compensated for their
services. Subject to the availability of funds, public members of the commission may
be reimbursed for their reasonable and necessary travel cxpenses incurred 1n connection
with commission business.

10704. (a) The commission shall hold its first meeting within 30 days after the
date by which at least 50 percent of the members of the commission have been appointed
pursuant to Scction 10702, The commission shall meet as often as necessary to carry

out its duties pursuant to this chapter, bur at least annually.
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(b) One of the representatives from the Office of the Governor and the
representative from a service-based human rights organization shall serve as cochairs
of the commission.

(c) At the first meeting, the commission shall select five voting members of the
COmmIssion 10 serve on a seven-person steering committec with the cochairs of the
commission. The steering committee shall meet at least quarterly.

(d) The commission may establish additional committees that address specific
issucs or populations, and may appoint individuals with relevant expertisc who are not
appointed members of the commission to serve on these commirtees as necded.

(e) The steering committee may hold up to four public hearings to assist in the
development of the strategic plan.

(f) The commission shall also consider written public comments for the purposc
of developing the strategic plan.

(g) Under the leadership of the Oflice of the Governor, the California Health
and Human Services Agency shall provide administrative support 1o the commission,

subjeet to funding provided by appropriation by the Legislature.

0 -
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PARTNERSHIP
Helping People. Chonging Lives.

COMMUNITY SECTOR
City of Oakland/Alameda County

Brigitte Cook (District 1)
BCook@oaklandca.gov

Mitchell Margolis (District 2)
Mitchell.Margolis@rescue.org

David Walker (District 3)
dWalke3@gmail.com

Vacancy (District 4)

Monique Rivera (District 5)
(Chair)

morivera05@yahoo.com

Lawanda Smith (District 6)
smithwanda519@gmail.com

Patricia Schader (District 7)
Sahann1@®gmail.com

Vacancy (Alameda County)

Vacancy (Alameda County)

Alameda County-Oakland
Community Action Partnership
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2023 ADMINISTERING BOARD ROSTER

ELECTED SECTOR

City of Oakland/Alameda County

Sheng Thao

City of Oakland Mayor

1 Frank Ogawa Plaza
Alternate: Dr. Kimberly
Mayfield
KMayfield@oaklandca.gov

Carroll Fife (District 3)
Councilmember

1 Frank Ogawa Plaza, 2" Fl.
(510)238-7003 (Work)
cfife@oaklandca.gov
Alternate: Tonya Love
TLove@oaklandca.gov

Noel Gallo (District 5)

Councilmember

1FrankH.Ogawa Plaza, 2" Fl.

NGallo@oaklandca.gov
(510)238-7005 (Work)

Alternate: Brittany Garza
BGarza@oaklandca.gov

Treva Reid (District 7)

Councilmember

1 Frank Ogawa Plaza, 2" Fl.

(510)238-7007 (Work)

treid@oaklandca.gov
Alternate: Jocelyn Mapp

JMapp@oaklandca.gov

Supervisor Lena Tam

County Supervisor, District 3

1221 Oak Street, #536
Oakland, CA 94612
(510)272-6693 (Work)
BOS.District3@acgov.org
Alternate: Cesley Frost
Cesley.Frost@acgov.org

Supervisor Nate Miley
County Supervisor, District 4
1221 Oak Street, #536
Oakland, CA 94612
(510)272-6694 (Work)
Nate.Miley@acgov.org
Alternate: Angelica Gums
Angelica.gums@gmail.com

PRIVATE SECTOR

Andrea Ford (Treasurer)
Agency Director Alameda
County Social Services
(510)259-3838 (Work)

aaford@acgov.org

Sandra Johnson (Secretary)
United Seniors of Oakland &
Alameda

sjjej@aol.com

Vacancy (Private Sector)

There are eighteen (18) Board Seats — 10 members are needed for a quorum.

Staff: Dwight Williams, Acting Director; Lisa Diangson, Administrative Assistant

P: (610) 238-2362 | Email: AC-OCAP@oaklandca.gov | Website: AC-OCAP.com,
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CITY OF OAKLAND

ADMINISTRATIVE INSTRUCTION

SUBJECT TRAVEL ON CITY BUSINESS NUMBER | 120

REFERENCE | Al4402 (Use of City Vehicles); | EFFECTIVE | April 1, 2015
AT4403 (Personal Vehicles Rented to
the City)

SUPERSEDE | AI 120 dated July 1, 2005

RESCIND Al 122 dated November 5, 1979

I. PURPOSE

This travel policy sets forth the guidelines for authorization, reimbursement and reporting
of travel on City business by City officers and employees. The travel policy is also
consistent with the City Council Resolution 81648, which established a moratorium on
travel and policies for travel approval during the moratorium.

II. POLICY

The City of Oakland requires all officers and employees to observe the following
guidelines regarding travel on City Business:

e Travelers shall be reimbursed for travel on City Business according to the
terms of the travel policy.

e Before committing City funds, incurring costs or commencmg travel
employees must receive prior written authorization for travel. :

o Approving Officials shall exercise due diligence to ensure that all expenses
associated with travel are reasonable and necessary for the conduct of City
business, within budgetary limits and consistent with this travel policy.

o Travel must be cost-effective with due consideration given to factors
including suitability, convenience, the nature of the business, and must
comply with applicable rules and regulations as well as terms of grants.
The City encourages travel necessary to improve employee skills and
professional development, but travel must be prudent, fiscally responsible
and within the department budget.

e Travelers may incur only expenses that a reasonable and prudent person
paying for their own travel would incur. Travel expenses shall be
reimbursed based on the most cost-effective and direct travel route among




Travel on City Business ' Al-120

all modes of transportation available or the lowest cost of transportation
(regardless of mode or route).

o The City shall follow the General Services Administration (GSA) guidelines
to calculate per diem rates in the Continental United States (CONUS) for
appropriate lodging, meal and other incidental travel expenses.

e For sponsored or reimbursable travel, the Traveler must submit proof (e.g. a
copy of the grant award, or a sponsor’s check and a cash receipt showing
that check has been deposited) that funds have been committed and/or
received from the sponsoring agency or organization.  Whenever
practicable, the Traveler should request the sponsor agency or organization
to pay for all costs of the trip directly.

o Travelers must complete travel authorization and expense voucher forms per
established procedure for all travel, including travel paid for or provided by
a sponsoring agency or organization.

o Travel arrangements should be made as far in advance as possible to ensure
access to the most economical and practical accommodations available, to
allow prioritization of employee work schedule and allow for sufficient time
for appropriate review of the travel request.

o Travelers who travel in the performance of their duties and in the service of
the City shall be reimbursed promptly for their actual and necessary
expenses for transportation, parking, tolls, and other reasonable incidental
costs, and shall be reimbursed within limits established by the GSA
guidelines for lodging, meals, and private auto use.

o The Traveler is responsible for any additional costs related to the extension
of stay beyond the conclusion of the approved conference/training. Except
in an unforeseen emergency such as, but not limited to natural disasters,
federal or state government shutting down travel, major airlines delays, or a
legitimate reason outside of the employee’s control, the City shall not pay or
reimburse the Traveler for any additional costs related to extensions of stay.

o Travelers renting vehicles for authorized travel on City Business must
obtain additional, basic rental insurance coverage from the rental company.
Basic insurance must include property and liability insurance coverage;
basic insurance should not include Personal Accident Insurance (PDI) or
personal property insurance. The City shall not authorize rental vehicles or
mileage reimbursement for employees who do not possess a valid driver’s
license.

o The City shall not authorize the transportation of minors or non-City
individuals, with the exception of transporting public officials or other
public employees.

Page 2 of 19
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III. DEFINITION OF TERMS:
City Officer

Any City elected or appointed official, Department Director or Department Head, and the
City Administrator.

Employee

Any person employed by the City of Oakland.

Traveler

A City Officer or Employee who travels on City business.

City Business -

The activities of a City Officer or Employee must clearly demonstrate that there is a valid

City interest to be served or gained through the travel and that there is relevance to City

operations and or promotion or development of City programs. These activities include:
1. Attending conferences, training sessions, educational seminars designed to

improve employee skill levels and provide information on subject-matters

important to City policy and operations.

2. Attending meetings involving activities or decisions important to City interests
and consistent with adopted plans, policies, goals or programs. ‘

3. Serving on professional organization or governmental committees, board and
commissions that directly benefit the City.

4. Representing the City in regional, state and national government levels.

5. Attending events where the City is a formal sponsor or participant or in the
performance of official duties for the City.

6. Recognizing volunteer or employee service to the City.

7. Engaging in other business-related activities with a direct connection to the
implementation of City adopted plans, policies, goals or programs.

CONUS Rates

Per diem rates established by the United States General Services Administration (GSA) for
travel conducted in the Continental United States (CONUS) and internationally (based on

Page 3 of 19
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IV.

_the Federal Fiscal Year of October 1 — September 30), the rates are available at GSA

website: http://www.gsa.gov. The City uses this schedule to determine rates and limits on
meals, incidentals and lodging expenses (Appendix A).

Local Travel

Travel within 75 miles (one-way) from Oakland City Hall, traveler’s worksite or the
traveler’s place of residence, whichever is less. Local travel does not require airfare or
lodging, and the total travel expenses are $500 or less.

In-State Travel

Travel within the State of California that requires airfare and /or overnight stay or when
total travel expenses exceed $500.

Out-of-State Travel
Any travel outside the State of California.
International Travel

Any travel outside the Country.

PROCEDURES AND GUIDELINES

Guiding Principles:

All costs incurred related to the travel must be properly documented and reported on the
travel expense voucher, regardless of the method of payment (e.g. City purchasing card,
City vendor check, or direct payment from sponsor agency).

Original receipts are required for reimbursement of lodging costs, registration fees, car
rentals, airline tickets, public transportation and for all other expenses (note: receipts are
not required for charges for which receipts are not customarily issued, such as public transit
tickets, parking meters etc.). If a different public agency is the reimbursing agency and it
requires the original receipts, the City will accept a copy of the receipt.

Requests for travel authorization, reimbursement and post-travel reporting shall be
processed using forms specified by the Controller’s Bureau, which are available on the
City’s Intranet site. Traveler should clearly disclose, itemize and account for group
expenses included in the travel reimbursement form.

No more than three (3) employees, city-wide may travel out-of-state to the same

destination for the same purpose without prior approval by the City Administrator or
designee. The City Administrator, at his or her sole discretion, may authorize exceptions to
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requirements set forth in this Travel Policy on a case-by-case basis, based on extenuating
circumstances presented by the appropriate Department Director or Department Head.

RESPONSIBILITIES:

Traveler

1. Submits the Travel Authorization Form to department head for approval at least
two months in advance, or as soon as practicable. Travel requests must be
approved prior to the traveler’s departure. Traveler must complete a travel
authorization form, which includes estimates for air travel, meals, lodging,
ground transportation and incidental expenses and a brief explanation of why
travel is warranted.

2. At the completion of travel, submits to the Department Head the Training
Assessment Form on the benefit and value of the training classes/seminars
attended. (Note: The assessment forms will be compiled and used by the
Department Head in determining if employees are allowed to travel and attend
similar classes in the future).

3. Completes the travel expense voucher within ten (10) days of return from trip.
Traveler provides written justification, prior to reimbursement, when exceeding
the estimated travel costs noted on the Travel Authorization Form. Traveler
must sign the travel expense voucher and cannot delegate this signature
authority. Traveler attaches a copy of the completed Training Assessment Form,
the Travel Authorization Form, the Travel Expense Voucher and supporting
receipts and submits for reimbursement.

Department Director/Department Head

1. Reviews all employee travel requests for the department.

2. Approves local travel requests up to $500.

3. Submits justification in writing of the direct benefit of the travel. Indicates if a
replacement/backfill is necessary or if additional costs will be incurred such as
acting pay, overtime, etc. while employee is on travel status. Ensures funds are
either budgeted or available for approved travel requests.

City Administrator’s Office

1. Reviews and approves in-state and local travel where the total travel expenses
exceed $500 or requires lodging, and all out-of-state travel requests.

2. Authorizes travel over three consecutive days and of three (3) or more travelers.
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3. In the event of a travel moratorium, all travel requests will be submitted to the
City Administrator for consideration and approval.

4, Reviews and approves travel expense reimbursement requests for elected
officials and Department Heads.

5. International travel requires the signature of the City Administrator.

Travel by elected officials, members of boards, commissions and policy/advisory councils
are subject to this policy, unless other applicable legislation preempts application of the
travel policy. For City Council, a resolution approving travel on City business is required
prior to the travel dates. The resolution must accompany the travel expense reimbursement
‘request. '

Local Travel:

Local Travel shall be approved prior to the traveler’s departure.

Travelers shall use public transportation, a City vehicle (see AI 4402-Use of City Vehicles)
or their private vehicle (per Al 4403-Personal Vehicle Rented to the City) for transportation
to local events (up to 75 miles).

Reimbursable expenses for local travel include mileage, public transportation, parking, and
meeting or conference registration fees. These expenses must be supported by itemized
receipts for reimbursement. The City does not provide per diem reimbursement for meals

and incidentals for local travel.

In-State, Qut-of-State, and International Travel:

For In-State, Out-of-State, and International Travel, the Travel Authorization form shall be
used to request approval for travel. A travel expense voucher shall be used to document
travel expense.

In-State and Out-of-State Travel shall be approved by the City Administrator or designee.
International Travel requires the signature of the City Administrator.

Emergency Travel

The Chief of Police, Fire Chief, and Director of Animal Services or their duly authorized
representatives may authorize emergency travel for their respective personnel. In the cases
of emergency travel, this Administrative Instruction should be followed as much as
possible; however, the needs of emergency travel supersede the other requirements defined
in this Administrative Instruction. Emergency travel is for the following cases:

1. For lawful extradition of felons (including associated expenses) wanted
by the City of Oakland where immediate departure by authorized City
personnel is required. '
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2. For investigative travel, where such travel requires immediate departure
by authorized Police Department personnel.

3. Inresponse to mutual aid requests.

Travel Expenses for non-City Personnel:

As a general rule, reimbursement of travel expenses for non-City personnel (except for
members of boards, commissions and policy/advisory councils for City business) is not
provided because only costs incurred by City officers and employees on City business are
reimbursable. However, reimbursement of City officers and employees who have incurred
expenses for non-City personnel may be approved in the following circumstances:

1. Travel related to conferences and meetings between City officers and
consultants, experts, and public officials other than officers of the City of
Oakland, discussing issues related to City business and policies.

2. Must be pre-approved by the City Administrator or designee.

3. Lodging expenses for non-City personnel are not reimbursable except
when special circumstances are noted and approved in advance by the City
Administrator’s Office. Otherwise, such expenses must be part of a
professional services contract in order to be paid.

4. Travel expenses associated with a felon fall under the Emergency Travel
section (Page 6 of this document). Emergency expenses include required
costs, for example itemized meals and lodging for extradited individuals.

Mode of Transportation:

Travelers are required to travel by the most efficient, direct route and economical mode of
transportation.

Common carrier travel must be in “coach” or “economy” class unless otherwise
specifically authorized in advance by the City Administrator’s Office. Generally, any costs
over and above coach or economy class shall be considered personal, non-reimbursable
expenses of the traveler. The City will pay only the costs of the most direct route and least
expensive travel necessary to accomplish the purpose of the City travel.

Travelers are encouraged to use the mode of transportation with the lowest cost. If air
travel would be more economical, but for personal reasons, a traveler elects to travel by
personal vehicle, the traveler will be reimbursed for the least expensive mode of
transportation. The Traveler shall indicate mode of transportation and provide
documentation for the lowest cost of public transportation (e.g. air fare) on the Travel
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Authorization form to be submitted for approval. Use of personal vehicle (private auto)
costs will be calculated using the federal mileage rate (refer to Reimbursement Rates

section).

Mandatory Use of Oakland International Airport

Travel on City business by scheduled air carrier must use the Oakland International Airport
as the point of departure and return unless:

1. Scheduled air carrier service to and from the destination is not available
from the Oakland International Airport.

2. The total cost of round-trip travel from Oakland International Airport
exceeds the cost of round-trip travel from an alternative airport.

3. If for City business reasons, a traveler does not reside in Oakland or
vicinity and is closer to an alternative airport.

-Should a traveler not use Oakland International Airport for one of the exemptions above,
he or she shall attach a written explanation to the Travel Authorization, indicating the
justification for using an alternative airport.

Note: Travelers who choose to use their personal frequent flyer miles for City business
shall not be reimbursed for the value of the flight tickets.

Rental cars may be used as part of a trip using public transportation, if use of a rental car
provides the most economical and practical means of travel. The use of a rental car must
be noted on the Travel Authorization in advance and authorized by the Department
Director or Department Head. Justification for the use of the rental car must accompany
that request. Employee should rent either an economy or compact car when traveling alone
or up to a full size car when traveling in a group. Use of premium rental car options is
prohibited. Traveler must re-fuel rental car if additional charges apply for not refueling
prior to returning the car. Rental car costs will not be reimbursed without prior
authorization, except in case of an emergency. Exceptions may be granted at the sole
discretion of the City Administrator’s Office.

> When renting a car, traveler must purchase property and liability insurance
coverage options to make sure that the City is fully insured. Failure to
purchase the insurance options will result in the City employee being
responsible for any damage incurred to the rental vehicle.

Private auto use may be authorized by the Department Director or Department Head for
City business travel within City limits and out of the City limits. Authorization may only
be extended to individuals whose job classification specifies that a driver’s license is/may
be required and that driving is/may be a requirement for employment. However,
reimbursement shall not be authorized for commuting to and from employee’s residence
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and the employee’s main assigned work site, unless required by an executed Memorandum
of Understanding between the City and a representing labor organization, or in the case of
one-time special circumstances approved by the City Administrator’s Office.

Out-of-city travel by City vehicle or private vehicle may be authorized if the final
destination of the trip does not exceed 75 miles from City offices (except as allowed by Al
4403). Any exception to this policy must receive prior approval from the City
Administrator or designee. If air travel would be more economical, but the employee
prefers to drive his or her own private vehicle, then reimbursement will be based on the air
fare cost.

> Carpooling should be used to the greatest extent possible. When
carpooling, only the traveler whose personal vehicle is being used may
claim mileage reimbursement.

> Per Al 4403 Categories I, II and III: City officials and associates may use
their approved vehicle for City business trips more than 75 miles beyond
the boundary lines of the City of Oakland. Travel reimbursement is based -
upon an-equivalent round-trip economy class airfare cost. If the business
trip is less than 75 miles, Categories I and II employees who receive an
auto allowance as defined by AI 4403 are not eligible for the
reimbursement of transportation when on a travel status. Employees will
not be reimbursed for mileage driven. Category III employees should
follow the process per Al 4403.

Reimbursement Rates:

Maximum rates for reimbursement may not be exceeded unless due to special
circumstances documented by the Department Director or Department Head and approved
by the City Administrator’s Office. The amount of any approved reimbursement above the
maximum shall be at the sole discretion of the City Administrator’s Office.

Original receipts and/or proof of payment are required for reimbursement of lodging costs,
registration fees, car rentals, airline tickets, public transportation (when receipts are
normally available) and for all other expenses as required by law.

Private Auto — Travel by private auto in the performance of official City business shall be
reimbursed in accordance with Al 4403-Personal Vehicles Rented to the City.

» Mileage will be reimbursed only for the portion that exceeds daily
commuting mileage round-trip between home and the workplace. Refer to
the following example:

DESTINATION. > it o ni T IVIILES,
Travel on City Business 100
Daily Commute {home / work) (40)
Mileage Eligible for Réimbursement | 160,
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> The mileage reimbursement rate represents full reimbursement for
expenses incurred by a City officer or employee (e.g. fuel, normal wear
and tear, insurance etc.) for the use of a personal vehicle in the course of
service for the City of Oakland. The current mileage reimbursement rate
can be found on the http://www.irs.gov website. As of January 1, 2015,
the reimbursement rate is 57.5 cents per mile.

Meals — City shall reimburse meal expenses based on the current published Federal GSA
CONUS standard rates at the travel destination, for In-State and Out-of-State Travel
(http://www.gsa.gov). Meal costs exceeding the per diem rates will not be reimbursed even
if they are supported by itemized receipts. Meals that are included in a meeting, conference
and/or registration fee will be deducted from the per diem rates. Event brochures/agendas
are required documentation to accompany the travel authorization. They will be used to
determine what meals are provided complementary, as part of the event and/or registration.

When the traveler can justify a legitimate reason, such as dietary restrictions, to not
participate in the provided meal, the travelér must submit written justification to request
reimbursement for a separately purchased meal, not to exceed the specific meal per diem
rate.

Meal costs will not be provided for local travel and for attending a conference, seminar or
multiple full-day offsite meetings which do not involve overnight lodging.

For the first and last day of travel, a traveler is limited to 75% of the applicable per diem
rate for meals and incidental expenses, unless traveler departs substantially earlier on the
first day of travel or arrives substantially later on the last day of travel than standard
business hours.

Lodging — Lodging must be approved in advance of a trip by completing a Travel

~ Authorization form. Supporting information such as announcements, convention programs,
training course schedules, etc., which explains the content of the program, meeting dates
and costs, must be attached.

» In general, travelers shall request the government rate, if available for
local government, as well as exemption from destination’s Transient
Occupancy Tax or Tourism Tax, if applicable.

> Travelers attending a conference or seminar are encouraged to stay at
conference hotels, which offer a negotiated conference rate. If rooms are
not available at the conference negotiated rate traveler shall stay at an
alternative hotel with the most economical rate, which shall be capped at
150% of the applicable CONUS rate for lodging (http://www.gsa.gov — go
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to “Per Diem” page)). All other lodging expenses shall be capped at 150%

“of the applicable CONUS rate of lodging. Lodging expenses exceeding
this limit will be borne by the traveler and will not be the City’s
responsibility. Exception to this limit must be approved in advance of
travel by the City Administrator or designee as part of the approval“
process.

> Single rates shall prevail except when the room is occupied by more than
one City employee. However, nothing in this policy shall be construed to
require or encourage employees to share hotel accommodations while
traveling on City business. In all travel, employees are expected to secure
overnight accommodations as economically as practical. Generally, any
costs over and above economically practical accommodations shall be
considered personal non-reimbursable expenses of the traveler.

» Lodging arrangements should be made, whenever practical, at hotels
which offer a government discount, or at which the City has established an
account, or other means offering discount savings, e.g. Internet travel
sites. Conference discount rates should be compared and used when
savings would result. The employee is responsible for the costs in excess
of those rates. Lodging should not exceed a reasonable length in
relationship to the event (i.e., no more than one day before / one day after
will be eligible for reimbursement).

> Lodging (the use of hotels) is generally restricted to cities located beyond
75 miles from Oakland City Hall, traveler’s worksite, or the traveler’s
place of residence (whichever is less) except in cases of extreme commute
hardship, cost-covered by event sponsor, other external organization,
training or conference require an employee to spend one or more nights in
an area of the City, which is distant from his/her place of residence, or if
the cost of mileage reimbursement exceeds the cost of a hotel stay.
Exceptions to this limit must be approved in advance by the City
Administrator or designee as part of the approval process.

Incidental Expenses - Incidental expenses are defined as fees and tips given to porters,
baggage carriers, hotel staff, and staff on ships and are provided for in the per diem rates
included in the CONUS rates (http://www.gsa.gov — go to “Per Diem” page)

Other Expenses - All other reasonable and necessary expenses (parking, shuttle, bus,
international exchange rates, taxi, etc.) will be reimbursed when a receipt is submitted with
the Travel Expense Voucher reimbursement claim. Airline baggage fees will be
reimbursed for up to two (2) bags at the standard rate for the airline traveled. Additional
baggage, excess weight fees, premium seating is the responsibility of the traveler. Receipts
are required except for those charges where receipts are not customarily issued (example:
Public Transit tickets). When specific cost guidelines are not provided by the City,
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reasonableness of the expense shall be approved by the Department Director or Department
Head before submission for reimbursement, subject to justification.

Non-Allowable and Non-Reimbursable Costs: The following are some of the items that
will not be reimbursed unless there is an emergency or highly unusual circumstances have
occurred. This list is not all-inclusive, as new items may come up in the future that are not
currently identified. In this case, reimbursements will be made only upon approval by the
City Administrator or designee.

Type Examples

Travel/Transportation e  Unjustified car rental and/or upgrade of
mode of transportation.

e Unjustified employee parking or cab fare
to meetings locally.

e Parking/moving violation tickets or other
penalties for infractions of any law,
repair of automobiles and towing
charges.

e Unjustified cancelled travel tickets and
change/cancellation charges.

e Loss of ticket refunds due to employee’s

- failure to cancel in a timely manner.

e Excess baggage charges.

Lodging e Unjustified upgrade of hotel room.
Payment for accommodation with
friends and relatives.

o Unjustified lodging during

training/meetings within 75 miles (see

page 4)

Hotel room mini-bar, movies or games

Internet usage, not work-related.

In excess of negotiated conference rate.

Lodging costs incurred for trip that was

cancelled.

Meals e Unjustified meal expenses in lieu of
conference provided meals.

e Alcoholic beverages.

e Meals in excess of CONUS per diem
rates at the travel destination.

o Networking meals outside of conference.

Other Expenses | « Boarding cost of pets and babysitting of
children during business travel.
e Damaged or stolen personal or City
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properties due to employee’s negligence.

e Excessive personal phone calls from
hotels when traveling.

e Flowers/greeting cards/gifts.

e Personal laundry/dry clean.

e Non-customary tips in excess of $§10
allowed (see page 11).

e Recreational activities such as golf.

e Any increase in cost to the City as a
result of traveler’s actions (missed
flights, etc.) excluding unforeseen
emergencies as described on page 2 of
this document. ‘

Personal Expenses — Personal expenses charged on a City Travel Expense Voucher are
non-allowable expenses. The City of Oakland recognizes that during the course of a
business trip it is sometimes difficult and/or expensive to separate allowable costs from
unallowable costs. For instance, an inadvertent charge for an unallowable expense may
appear on a hotel charge slip. In those instances, employees must submit a personal check,
made out to the “City of Oakland” for the cost of those items and attach the check to the
Travel Expense Voucher reimbursement claim, At no time will an employee of the City of
Oakland be allowed to charge personal expenses and/or items to the City. Failure to submit
any such payment with the Travel Expense Voucher reimbursement claim can result in
discipline and collection proceedings will begin per MOU provision.

Lost Receipts - Receipts are required for reimbursement. When receipts are lost, a
statement from the employee declaring that a good faith effort was made to produce the
receipt in accordance with this Administrative Instruction must be submitted. The
statement must be signed by the employee and approved by the Department Director or
Department Head. In the event of a lost receipt, reimbursement will be considered only
upon receipt of such a statement, after demonstrating that due diligence efforts were made
to obtain or produce a copy of receipt.

Compliance:

It is the responsibility of the employee to understand and follow all policies and procedures
herein in order to receive reimbursement for mileage, travel and expense claims. Any form
completed improperly or procedure not followed may result in the return of a
reimbursement claim without reimbursement. Repeated non-compliance with this
policy, misuse of public funds, and falsifying expense reports are violations of the
travel policy and may result in loss of travel/reimbursement privileges, a demand for
restitution to the City or may lead to disciplinary action, up to and including
suspension and termination. In addition, non-compliance with this policy by Department
Heads may impact their performance appraisals.
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Travel that requires City Administrator’s Office approval should be submitted as soon as
Department Head approval is obtained (See page 5) or at least twenty (20) working days
prior to the travel date to allow time for review and approval. Whenever practicable,
employee should use his or her own funds to pay for travel costs, including hotel, airfare,
and rental car, then request for reimbursement, per established travel policy, upon return
from the trip. '

Requests for advance funds for anticipated travel expenses itemized on the Travel
Authorization form are obtained by indicating this need on that form prior to processing the
request.

> Employees may request advance funds for estimated “out of pocket”
expenses up to seventy five (75%), but no less than $50.00. The “out of
pocket” expenses may include meals, taxi and public transportation,
lodging, parking, and pre-registration costs.

» Employees that have prior outstanding travel expenses and have not
submitted the Travel Expense Voucher are not eligible for an Advance
Payment and will not be allowed to travel. Departments are responsible
for verifying prior to approving any travel requests.

Cancellation of travel requires that any advanced funds be returned to the Treasury
Division within five (5) working days of cancellation. If the advance is not returned within
this period, the employee will jeopardize his/her standing to receive advances in the future.
If the advanced funds are not returned within fifteen (15) days, notification will be sent to
the City Administrator’s Office and collection proceedings per the MOU provisions for the
advance amount will begin. ’

It is the responsibility of the employee to cancel all reservations when travel plans are
altered or canceled. Charges or loss of refunds resulting from failure to cancel reservations
will not be reimbursed except where cancellation is impossible. Costs resulting from
cancellations required by department management will be covered by the department.

Travel Expense Vouchers and Training Assessment Forms are due to the Controller’s
Bureau/Accounts Payable Section within ten (10) days after completion of travel.

This policy shall apply to all expenditures in the performance of official City business
except: '

1. Cost of extradition of prisoners by sworn officers which are subject to
state regulations.

2. Any travel or related expense incurred which are subject to reimbursement
from federal or state grants when such grant specifically provides for
reimbursement under applicable Federal and State regulation and is more
restrictive than the City guidelines.
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3. Any particular travel expense or reimbursement rate for represented City
officers or employees that is specifically addressed in the existing
Memorandum of Understanding or arbitration award.

Required Forms and Approval:

Travel Authorization Form:

Employee must complete and submit this form to the Department Director/Department
Head at least two months prior to the scheduled trip or, as soon as practicable for
department review and proper approval. In case of In-State-Travel and Out-of-State Travel
or travel for longer than three (3) days, this form will be forwarded to the City
Administrator’s Office for final approval.

Travel Expense Voucher Form:

Employee must submit this form to the Department Director/Department Head within ten
(10) days of completion of travel. This form must be signed by the employee (traveler) and
approved by the approving authority.

Travel Assessment Form:
Employee must submit this form to the Department Dlrector/Department Head within ten
(10) days of completion of travel.

Travel Moratorium:

On November 3, 2008, Council Resolution Number 81648 was passed by City Council
establishing a moratorium on travel and setting forth policies for the approval of travel
while the moratorium is in effect.

Travel expenditures required for federal or state mandatory training and grant-funded or
reimbursed travel may be exempt from the travel expenditure moratorium by the City
Administrator on a case-by-case basis. All requests for an exemption from the travel
expenditure moratorium for mandatory training, grant funded or reimbursed travel for City
employees must be submitted to the City Administrator’s Office for approval.

City departments and agencies may submit to the City Administrator’s Office requests to
approve travel expenditures for City employees (other than federal or state mandatory
training, grant funded or reimbursed travel), which must be accompanied by a report
explaining the purpose of the travel and reasons for the request.

Travel to Arizona:

On May 4, 2010, Council Resolution Number 82727 was passed by City Council

calling for a boycott of the State of Arizona and prohibiting City officials and employees to
“travel and attend conferences in Arizona. The travel ban to Arizona will be in effect until

Arizona rescinds SB1070, a law that seeks to implement Arizona’s own scheme of

immigration regulation.
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The required travel authorization forms are available in the City’s Oaknews Intranet and
the CONUS rates available at the GSA website: http://www.gsa.gov. Please direct any
questions regarding this Al to the Controller’s Bureau at (510) 238-3809.

o N A s
(“7&\7\‘ John A. Flores
Interim City Administrator

Attachments:

Travel Authorization Form
Travel Expense Voucher Form
Travel Assessment Form
Council Resolution 81648

- Council Resolution 82727
Council Resolution 82800
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APPENDIX A

Current Meals and Incidentals (M&IE) Breakdown for California (CONUS Rates):

Table 1 lists the current M&IE tiers in the lower 48 continental United States (currently
ranging from $46 to $71). For updated rates for meals and incidental reimbursements go to
www.gsa.gov/perdiem.

If you need to deduct a meal amount, first determine the location where you will be
working while on official travel. The M&IE rate for your location will be one of the six
tiers listed on this table (or the updated table at www.gsa.gov/perdiem). Find the
corresponding amount on the first line of the table (M&IE Total) and then look below for
each specific meal deduction amount.

The table also lists the portion of the M&IE rate that is provided for incidental' expenses
(currently $5 for all tiers), as well as the amount federal employees receive for the first and
last calendar day or travel. The first and last calendar day of travel is calculated at 75%.

Téble 1: Example of Six M&IE Tiers in the Lower 48 Continental United States
October 1, 2014 — September 30, 2015

Breakfast/

Breakfast

Lunch 11.00 12.00 13.00 15.00 16.00 16.00
Dinner 23.00 26.00 29.00 31.00 34.00 36.00
Incidentals 500 5.00 5.00 5.00 '5.00 5.00
First & Last Day 34.50 38.25 42.00 4575 4950 53.256
of Travel

Table 2 lists the current M&IE Expense Rates for select cities or primary destination/County.
Cities not appearing below may be located within a county for which rates are listed. To
determine what county a city is located in, visit the National Association of Counties (NACO)
website at http://www.naco.org.

! Incidental expenses are defined as fees and tips given to porters, baggage carriers, hotel staff, and staff on ships
and are provided for in the per diem rates in the table above
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Table 2: Example of M&IE Expense Rates for Select California Cities or Primary
Destinations/County
October 1, 2014 — September 30, 2015

Cq(l,nty (2,3)

ppis for aII\!ocations withot speciie rates

S Los. Angeles /- Orange ';\]entura / Edwards AFB
less the cnty of Santa Momca i

Stanislaus

Oakland e »
Palm Sprmgs e T Riverside
Pomt Arena / Gualala ' . 3 o : Mend'ocino

n-Mateo / Foster City / s .7 San:Matéo’
Belmont ‘ o ,
a'-Barbara s e T T Santa Barbara Lo
santa Monica © 7ot Clty Iemlts of Santa Monica el
56
Placer : 61

Vlsalia/Lemoorérv LT : TuIare/ngs T ey

Santa Cruz S cantacnuz

' Sanlta‘ Rosa 3

: ;Nevada

_ West' Sacrament > /:Davis - - ey Yolo e e
' Yosemlte Natlonal Park: S .' ' Marlposa S ' & 71
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BYLAWS OF THE CITY OF OAKLAND-ALAMEDA COUNTY
COMMUNITY ACTION AGENCY
ADMINISTERING BOARD

ARTICLE I

PURPOSE OF THE AGENCY

The Community Action Agency (CAA) has the responsibility to plan, develop and execute the

Community Action Agency Program for alleviating poverty and working toward institutional

change to enhance the ability of the poor in the City of Oakland-Alameda County (excluding

Berkeley) to achieve self-sufficiency.

ARTICLE 11

ORGANIZATION OF THE CAA

The CAA is comprised of the Community Action Agency Governing Board ("Governing Board"

also referred to herein as the "Oakland City Council"), the Community Action Agency

Administering Board, and a staff.

A.
B.

The Governing Board is the Oakland City Council.

The Community Action Agency Administering Board shall be comprised of 18
members or such additional number of members as are provided for by these
Bylaws whose selection and terms of office are defined in Article IV.

The Community Action Agency's staff is headed by a staff director who is
appointed by the City Administrator upon review and recommendations from the
Community Action Agency Administering Board. Under administrative control
of the City Administrator, the staff director of the CAA is responsible for making
recommendations to and receiving policy direction from the Governing Board
(the Oakland City Council) regarding fiscal and program policies; for assuring
compliance with conditions under the provisions of the Economic Opportunity

Act Amendment of 1967, Section 211(e); for administration of the Oakland City



Council personnel, fiscal and program policies. The staff director exercises
supervision and coordination of CAA staff and program activities and shall be
considered as the Executive Director of the Community Action Agency. The staff
director is responsible for daily conduct of his/her programs and staff within the
City's overall administrative structure for management of programs and
personnel. The CAA staff is constituted according to the staffing requirements
specified by approved projects and programs within the Community Action
Agency. Personnel policies will be determined by the Governing Board and shall
be governed by the City's personnel regulations, appropriate employee
organization memorandums of understanding and the State Department of

Community Services And Development (CSD) regulations.

ARTICLE III

RESPECTIVE POWERS OF THE GOVERNING BOARD AND

ADMINISTERING BOARD

The scope of the authority of the Governing Board and the Administering Board is based on the
provision contained in the 1979 45 CFR 1062.200.

A. Powers of Governing Board

The Governing Board (the Oakland City Council), within the framework of the
Economic Opportunity Act Amendments of 1967 as amended and the Community
Services Administration Act of 1974 as amended, and PL97-35 and other applica-
ble funding sources, will:
1. Have final approving authority for the position of
Staff Director (Executive Director) after review and recommendation of the
Administering Board.
2. Ensure all CAA staff positions are filled in accordance

with established City personnel selection policies.



3. Make final determination of all personnel, fiscal, and program policies.

4. Make final determination of overall program plans and priorities.

5. Enforce compliance with all conditions of SCSD grants.

6. Have final approval authority for all program proposals and budgets.

7. Determine, subject to SCSD regulations and policies, all rules of

procedure for the Governing Board.
8. To the extent permitted by law, have the power to delegate any of the
above authorities to the Administering Board.

Delegation of Governing Powers by The Governing Board

The governing powers of the Governing Board (the Oakland City Council)
outlined in Section "A", shall not be subject to concurrence, veto, or modification
by any other local official or authority, unless pursuant to a delegation of powers

by the Governing Board to the Administering Board.

Duties of Staff Director

The Staff Director, under the administrative supervision of the City
Administrator, shall be responsible to the Governing Board for the proper and
efficient administration of the Governing Board's powers as outlined in "A"
above.

Powers of the Administering Board

The Administering Board, within the framework of the Economic Opportunity

Act Amendments of 1967, and the regulations and policy of SCSD and other

applicable funding sources, will:

1. Receive advance notice of, review, and have the opportunity to make
recommendations to the Governing Board on matters which concern the

exercise of any powers of the Governing Board as defined in Section "A"



of the Article not explicitly delegated by the Oakland City Council to the
Administering Board.

2. Oversee the administration of all SCSD policies and standard guidelines of
all program, administrative, and financial policies and rules adopted by the
Governing Board.

3. Select its own officers, Executive Committee and other committees, and
under the direction of the Staff Director, have the assistance of the CAA
staff in performing its functions.

4. Exercise those powers of the Governing Board as defined in Section "A"
of this article which are specifically delegated to the Administering Board.

5. Provide advice, counsel and recommendations to the Governing Board on
the final selection of the Staff Director in accordance with approved

personnel practices and procedures.

ARTICLE IV
ADMINISTERING BOARD MEMBERSHIP

A.  The Administering Board shall consist of eighteen (18) members unless an

increase in membership occurs pursuant to the Petition process provided for in

these Bylaws.
B. Each member shall have an equal vote in all affairs of the Administering Board.
C. Unless the membership of the Administering Board is increased to more than

eighteen (18) members through the petition process, the composition of the
Administering Board shall be comprised of six (6) public official representatives,
nine (9) representatives of the poor, and three (3) representatives of private groups

and interests.



1. PUBLIC OFFICIALS six (6) seats)

a.

Public Officials, in order to be eligible to serve on the
Administering Board, must be currently holding office and
represent the highest area(s) of poverty or if such elected public
officials designate a representative, they must have general
governmental responsibilities which require them to deal with
poverty-related issues.

The Public Sector shall consist of the Mayor of the City of
Oakland (1), three (3) other Oakland City Council Members se-
lected by the Oakland City Council-, and two (2) Alameda
County Board of Supervisors. One of the Oakland City Council
members and one of the Alameda County Board of Supervisors
shall personally sit on the Administering Board. The Mayor,
three (3) of the Council Members, and one of the Alameda
County Board of Supervisors may be represented by a designated
representative  of their individual choice. Designated
representatives shall not be allowed to appoint or select

alternates.

2. REPRESENTATIVES OF THE POOR Nine (9) seats)

a.

There shall be a maximum of nine (9) seats occupied by
representatives from the designated CAA districts. The seven (7)
Oakland Community Development Block Grant (CDBGQG) districts
identified by the Governing Board as the poorest districts and two
(2) low-income representatives from Alameda County will

comprise the CAA districts to be represented on the Board.



C.

One representative of the poor shall be democratically elected

and/or selected by the membership of the seven (7) poorest

Oakland CDBG districts; two representatives of the poor shall be

democratically selected by residents of Alameda County; and each

representative must be a resident of the district which he/she
represents.
The following rules and procedures shall govern the selection of
members representing the poor.

(1) Neighborhood meetings will be held, and a democratic
election and/or selection made for representation from
those districts on the Administering Board.

(11) The representatives of the poor must be at least 18 years of

age, low-income where feasible, and a resident of the

district which he/she represents.

3. REPRESENTATIVES OF PRIVATE GROUPS AND INTERESTS

(Three (3) Seats)

a.

C.

The CAA Administering Board shall meet to determine the private
organizations which would most strengthen and contribute to the

current overall goals and objectives of the Community Action Agency.

Once organizations have been selected, each organization must select a
person to represent it. That person shall either live or work in
Oakland/Alameda County (excluding Berkeley).

Each of the private group representatives shall serve at the pleasure of

the appointing organization. Private sector seats will be reevaluated as



necessary based upon CAA program priorities, and representation

demands.

CONDITIONS OF BOARD MEMBERSHIP
The following conditions of membership apply to members of the

Community Action Agency Administering Board according to the

categories of membership indicated.

a. Terms of office for representatives of the poor and of private groups

and interests shall be staggered as determined by the Administering

Board. Beginning with the terms of the representatives who take

office following those Board members holding office on September

30, 2001, representatives' terms shall end December 31. After the

initial staggered term, members shall be elected and/or selected or
appointed to three-year terms.

b. The term of membership to the Administering Board for public

officials or their representatives shall be conterminous with the

term of public office from which their board membership derives.

CONDITIONS FOR TERMINATION OF MEMBERSHIP

The following conditions will govern grounds for the termination of

membership on the Administering Board.

Membership on the Administering Board shall terminate on the

occurrence of any of the following:

0 An Administering Board member who is required to be a resident of
the City of Oakland or Alameda County (excluding Berkeley) ceases
to be a resident of the City of Oakland or Alameda County (excluding
Berkeley).



0 A representative of the poor ceases to reside within the district repre-
sented.

0 The Administering Board member is convicted of a felony, or has a
legal judgement of mental incompetence entered against him or her
during his or her term in office.

0 The Administering Board member accumulates three consecutive
unexcused absences from regular meetings or accumulates six
absences from such regular meetings in any six-month period. If a
public official member has three accumulated consecutive unexcused
absences from Board Meetings or six unexcused absences in any six-
month period, the public official member shall be notified by a letter
stating that the Administering Board is requesting the appropriate
Public Official replace said public official member. The
Administering Board shall, in writing, notify the Public Official of the
said public official member's unexcused absences from Administering
Board meetings, and request the Public Official to replace the said
public official member.

In each of the above-mentioned conditions for termination, the member

will be notified in writing of the cause for such termination and will be

given the opportunity to respond prior to being removed from the

Administering Board.

If as a result of redistricting of the CAA districts by the Governing

Board/Alameda County (excluding Berkeley), a district has more than one

sitting representative, then the term of all the representatives of the district

but one shall terminate. In such an event, the representative to remain

shall be chosen from among the sitting representatives by a random draw.



CODE OF ETHICS OF ADMINISTERING BOARD MEMBERS

The presiding officer shall maintain order in the meetings, having the

authority to refuse the floor to any person, and may limit or extend the

time allocated to any speaker. Each member of the Administering Board
has a duty to:

a. Refrain from accepting gifts or favors or promises of future
benefits which might compromise or tend to impair independence
of judgement or action.

b. Provide fair and equal treatment for all persons and matters coming
before the Board. Refrain from abusive conduct, personal charges
or verbal attacks upon the character, motives, ethics or morals of
other members of the Board, staff or public or other personal
comments not germane to the issues before the Board.

c. Learn and study the background and purposes of every item of
business before voting.

d. Faithfully perform all duties of office.

€. Refrain from disclosing any information received confidentially
concerning the business of the Agency, or received during any
closed Executive Session of the Board held pursuant to state law.

f. Decline any employment incompatible with public duty.

g. Listen courteously and attentively to all public discussions at
Board meetings and avoid interrupting other speakers, including
other Board members, except as may be permitted by established
Robert’s Rules of Order.

h. Faithfully attend all meetings of the Board unless unable to do so

because of disability or some other compelling reason.



1. Maintain the highest standard of public conduct by refusing to
condone breaches of public trust or improper attempts to influence
policy, and by being willing to censure any member who willfully

violates the rules of conduct contained in this Code of Ethics.

VACANCIES

A vacancy shall occur when:

o A Board Member is notified by the Administering Board, in writing,
of his/her termination of membership.

o A Board Member notifies the Administering Board, in writing, of
his/her resignation.

a The Governing Board, (the Oakland City Council) removes a Public

Official for cause.

When a vacancy occurs in the private groups and interest membership, the
affected private groups or interest shall be notified, in writing, by the
Chairperson to select a replacement. If the affected private group or
interest should fail to appoint a replacement within thirty (30) days after
receipt of said written notice, or if a private group or interest itself
withdraws from membership, the Chairperson shall notify the CAA Board
to approve a recognized community organization selected in accordance
with the provision of Section 3.a of this Article. When a vacancy occurs
among the membership of the poor representatives, and the remaining
term is more than one year, the affected district shall democratically select

a representative to fill the vacancy.
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8. PETITION PROCESS

a. Any community agency or representative group of the poor which

feels inadequately represented on the Administering Board may

petition for adequate representation.

ii.

il

Any community agency or representative

group of the poor may file a written petition to the

Administering Board for adequate representation. Said

petitions must contain 50 members' signatures of said

representative group.

The community representative group petitioning for

adequate representation shall show that the attendance at its

meeting is over 50 members. The petitioning community
representative group shall demonstrate that it does not
discriminate in its membership because of race, sex, age,
sexual orientation, religion, national origin or disability.

Said petition by the community representative shall be

submitted at any regularly scheduled meeting of the

Administering Board.

When a petition conforms to the submission compliance

requirements, the Administering Board shall:

0 Schedule and conduct a Public Hearing before the
Administering Board within 60 days of receipt of
petition.

0 Determine:

(a) The authenticity of the petition and the
structure and membership of the

community representative group.
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1v.

(b) If the structure and nature of the petitioner
conforms to the spirit and intent of the
Community Action Agency's purposes and
objectives.

(©) If the petitioner, in part, cannot be
adequately represented by the existing
structure of the Administering Board.

(d) If the presence of the petitioner's
representative on the Board would, in fact,
enhance the programs of the Community
Action Agency.

The findings made by the Administering Board after
conducting the scheduled Public Hearing as to the
determination of eligibility for the petitioner for
representation on the Administering Board shall be
reported, in writing, to the Governing Board, and to the
petitioner and shall include a statement of the Community
Action Board's reasons for its determination. The final
determination of the petitioner's eligibility for
representation on the Administering Board shall be made
by the Governing Board (the Oakland City Council). The
Governing Board shall either accept or reject the
Administering Board's determination of petitioner's
eligibility and shall notify the State Department of
Community Services And Development (SCSD).

The Governing Board's determination that the petitioner's

eligibility for representation on the Administering Board is

12



Vi.

justified and required so that petitioner can be adequately
represented in the Community Action Agency's purposes
and objectives, then the community representative group
will select a representative to the Administering Board.

If the petition process results in the placement of an
additional representative of private groups interests on the
Administering Board, the ratio of at least one-third (1/3)
representatives of the poor will be maintained. In no event
will total Administering Board membership exceed twenty-
four (24). If the petition process will cause membership to
exceed twenty-four, the Administering Board will
investigate those private groups and interests represented
and make recommendations to the Governing Board (the
Oakland City Council) as to those private groups and
interests to be represented on the Administering Board to
maintain a total maximum membership of twenty-four (24).
The selection of a person to fill an additional seat on the
Administering Board from private groups and interests will

be in accordance with Section C.3 of these Bylaws.
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ARTICLE V

OFFICERS OF THE ADMINISTERING BOARD

The Officers of the Administering Board shall consist of Chairperson, Vice-Chairperson,
Secretary, and a Treasurer.

The officers shall serve a term of two years. Election of each officer shall be at the regular
monthly meeting of the Administering Board in December bi-ennially to take effect in the
following January. Unless otherwise provided herein by these bylaws, interim elections shall be
called by the Administering Board Chairperson to fill unexpired terms resulting from vacancies
to various officer positions. Unexpired terms of one year or less may be filled by appointment of
the Board Chairperson. Removal of any officer from his/her position may be initiated by any
Administering Board member through introduction of a motion, provided the issue of such
removal was made an item of a called or regular meeting Agenda prior to the meeting. Removal

of said officer requires a two-thirds vote of the total membership.

A. CHAIRPERSON

The chairperson shall preside over all meetings of the Administering Board, and

provide the initiative and leadership necessary to the proper functioning of the
meetings with assistance of the Staff Director. The Chairperson shall serve as the
Administering Board's principal channel of communication with the Oakland City
Council, Alameda County Board of Supervisors, and the Staff Director, and the
principal channel of communication with the Administering Board's wishes to the
Staff Director in its role of providing overall policy and program direction to the
Community Action Agency Program. The Staff Director shall consult with the
Chairperson of the Administering Board on plans, projects, progress and problems

of the program, and communicate the need for Administering Board actions to the

14



Administering Board. The Chairperson shall keep the Administering Board
apprised of the City Administrator’s role as the organizational element through
which administration of the CAA's paid staff and its several projects and
programs are affected by the Administering Board. The Chairperson of the

Administering Board shall also serve as Chairperson of the Executive Committee.

VICE-CHAIRPERSON
The Vice-Chairperson, in the absence or inability of the Chairperson to act, shall

exercise all the powers and perform all the duties of the Chairperson. In the event
the Office of Chairperson is vacated in mid-term, the Vice-Chairperson shall

succeed to the Office of Chairperson.

SECRETARY
The Secretary, in the absence or inability of the Chairperson and the First Vice-

Chairperson to act, shall exercise all of the powers and perform all of the duties of
the Chairperson. The Secretary is responsible to ensure that minutes of each
official meeting of the Administering Board are recorded, and that any errors in
the minutes are presented to the Administering Board for correction. The
Secretary is also the official custodian of documents and records of the
Administering Board, including minutes, committee reports, and correspondence
to the Administering Board. The Secretary is empowered to obtain services and
assistance through the Staff Director in the recording of the minutes and in

maintaining custodial files of the Administering Board's documents and records.

TREASURER
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The Treasurer shall serve as the Chairperson of the Finance Committee of the
Board. The Treasurer of the Administering Board shall have access to financial
records of the CAA, but otherwise shall exercise no custodial or investment
control over the assets and finances of the CAA, since those responsibilities rest

with the Governing Board (City Council).

ARTICLE VI

COMMITTEES OF THE ADMINISTERING BOARD

A.

The Administering Board shall have six standing committees, the Executive, the
Personnel and Training, Program Planning, Fund Development, Advocacy and the
Finance committee. Each committee shall serve as a working extension of the
Administering Board in its consideration of issues, opportunities and plans in the
area of the committee's particular attention. As such, the committee shall receive
assignments from and report its findings and recommendations to the
Administering Board. In special instances the Executive Committee may be
empowered by the Administering Board to act for the full Board in deliberating
an issue and reaching a decision or taking an action.

The composition of each committee shall fairly, but need not exactly, reflect the
composition of the full Administering Board, except as specified in Paragraph B.1
of this Article below. The committee members will be selected by the
Community Action Agency Board Chairperson. A committee quorum shall
consist of 50% of the total committee membership, including vacancies.

The composition and responsibilities of each committee are as follows:

1. THE EXECUTIVE COMMITTEE

16



The Executive Committee shall have at least three (3) members and
include as one of its members the Administering Board Chairperson.

The composition of this committee shall be at least one representative
from the public officials, one representative of the poor and one
representative of private groups and interest. Membership shall fairly
reflect the proportion that each of these three groups represents on the
Administering Board. The Administering Board Chairperson shall serve

as Chairperson of the Executive Committee.

a. The Executive Committee may act for the Administering Board on
matters which cannot await the next scheduled meeting of the
Board, as determined by the Executive Committee, and notify the

Board, at its next meeting, of that action.

PERSONNEL AND TRAINING COMMITTEE
The Committee Chairperson shall be selected by the Chairperson of the

Administering Board and the committee membership shall fairly, but need

not exactly, reflect the composition of the Administering Board.

a. The Personnel and Training committee reviews the requirements
for staff in conjunction with the CAA budgeting process and will

address similar issues as necessary.

PROGRAM PLANNING COMMITTEE

The Committee Chairperson shall be selected by the Chairperson of the
Administering Board and the committee membership shall fairly, but need

not exactly, reflect the composition of the Administering Board.

17



a. The Program Planning committee is responsible for working to
implement the agencies strategic plan, and identify/develop

programs and services that support the agency’s mission.

FUND DEVELOPMENT COMMITTEE

The Committee Chairperson shall be selected by the Chairperson of the
Administering Board and the committee membership shall fairly, but need

not exactly, reflect the composition of the Administering Board.
a. The Fund Development committee is responsible for leveraging
and maximizing existing funds and identifying new funding

opportunities/activities.

ADVOCACY COMMITTEE

The Committee Chairperson shall be selected by the Chairperson of the
Administering Board and the committee membership shall fairly, but need

not exactly, reflect the composition of the Administering Board.

a. The Advocacy committee is responsible for providing advocacy,
support, and education to increase awareness and to assist in the
development of strategies to impact issues that affect the low-

income population.

FINANCE COMMITTEE
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The Administering Board Treasurer shall serve as Committee Chairperson
of the Finance Committee. The Committee exercises the following
responsibilities:

a. The Finance Committee reviews and analyzes the CAA's financial
policies and procedures and information reporting systems, with a
view toward maximizing their effectiveness as tools in
management decisions.

b. The Committee shall review, in detail each quarter, programs
which deviate significantly from the budget, reporting to the
Administering Board the cause of the variance and expenditure
rate, the corrective action necessary, the person responsible for
said corrective action, and the date at which corrective action is

expected to bring the deviation into alignment.

c. The Finance Committee shall review audits in detail, identify
financial management weaknesses, and make recommendations to
the Administering Board to resolve any cost questions in internal

and external audits.

OTHER COMMITTEES

In addition to the Executive, the Personnel and Training; Program Planning, Fund
Development, Advocacy, and Finance committees, the Administering Board
operates with other ad-hoc committees as the need arises to provide special
services, analyses review, investigation or research for the Administering Board.
Such committees and each committee Chairperson shall be appointed by the

Administering Board Chairperson. The purpose of the committees appointed
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under this paragraph shall be stated in the direction creating such committee(s) so

as to permit the committee Chairperson to report accomplishments of the com-

mittee to the Administering Board, and such committees shall cease to function

upon completion of the specific assignment for which the committee was

activated. No committee shall disband without having submitted a final written

report to the Administering Board, including its final recommendations.

Dissolution of the committee shall be by declaration of the Administering Board

Chairperson unless the Administering Board approves a motion to continue the

committee in existence.

ARTICLE VII

MEETINGS OF THE ADMINISTERING BOARD

The meetings of the Administering Board shall be as follows:

A. Regular Meetings

1.

Regular meetings of the Administering Board shall be held on the second
Monday of each month (unless changed by Board action) at a place and
time determined during the preceding Board meeting. If a regular meeting
would otherwise fall on a holiday, it shall instead be held on the next
scheduled regular meeting day unless otherwise noticed seven (7) days in
advance.

Written notice of the regular meeting of the Administering Board with
previous minutes and the meeting agenda of the forthcoming meeting
shall be sent to each Administering Board member at least seven (7) days
prior to the meeting and shall be posted. Special meetings may be called
upon notice which is received upon at least two business days prior to the

meeting. Special meetings held other than in the regular meeting place
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require 15 days notice. Meetings may be canceled only upon receipt of
two (2) business days' notice.

3. Written notice of regular meetings shall also be sent to any person,
organization, corporation or entity requesting said notice of the Secretary
and upon notification by said person's organization, corporation or entity
of the address where said notice is to be mailed.

In the event the business calendared on the agenda of any regular meeting is not

completed at the said regular meeting, the said regular meeting may be continued

to a subsequent date by approved motion of the Administering Board, and this
meeting shall be considered to be a continuation of the regular meeting so long as

a majority of the members of the original meeting are in attendance.

TIME, PLACE, AND NOTICE OF PUBLIC MEETINGS

All public meetings shall be held at a time and place convenient to the public.
Public notice of each meeting shall state the time and place at which the meeting
shall be held and the agenda for the meeting, and shall be given not less seven (7)
days before the day of the meeting. Notice of a meeting shall be given by:
a. Forwarding a formal notice of the meeting to each person who has
submitted a written request for copies of such notice;
b. forwarding a formal notice of the meeting to every member of the
principal representative board of the agency; and
c. posting in the City Clerk's Office and an external bulletin board
accessible twenty-four hours a day at least seventy-two (72) hours

prior to the meeting.
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Special Meetings

1.

Special meetings of the Administering Board may be called upon motion
and approval by a majority of the members of the Administering Board or
by the Executive Committee or by the Chairperson.

Written notice of special meetings of the Administering Board shall be
delivered to each Board member's address at least two business days prior
to said meeting, together with the agenda containing the items to be
considered at said special meeting.

Written notice of regular meetings shall also be sent to any person,
organization, corporation or entity requesting said notice of the Secretary
and upon notification by said person, organization, corporation or entity of
the address where said notice is to be mailed.

Only the agenda item or items will be discussed at the special meetings.

Notification of Meeting

The Secretary, utilizing the services of the CAA staff as requested through the

Staff Director, notifies each Administering Board member of each regular

meeting and each special meeting.

Rules Governing Meetings of the Administering Board

1.

No action of the Administering Board shall become effective without
receiving the affirmative vote of a majority of the quorum present. A
quorum consists of a majority of the total membership of the
Administering Board including vacancies. = Member's attendance is
recorded by the Secretary or staff at each meeting. The presiding officer
convenes the meeting at the appointed time or upon arrival of the quorum,

whichever occurs later. No meeting is held if the quorum is not in
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5.

attendance within forty-five (45) minutes of the scheduled starting time, in
which case the presiding officer so advises the members present, who are
then free to depart. The presiding office shall, upon losing a quorum after
having convened a meeting, dismiss the meeting after having established
that a quorum of members is no longer on the premises.
Every meeting of the Administering Board is public except those which,
under personnel policies and rules of the CAA, must be held in executive
session and must comply with the provisions of the Ralph M. Brown Act.
Approval of such a motion for executive session requires an affirmative
vote of two-thirds (2/3) of the members present and a report of any action
taken in closed session must be read in the next regular open meeting.
A closed session meeting may be held for the purpose of discussing the
selection of an Executive Director in accordance Oakland Municipal Code
Section 2.20.110.
The Secretary of the Administering Board ensures the recording of the
minutes of each Administering Board meeting. For reasons of practicality,
the Board may require the Staff Director to furnish a Recording Secretary to
take the minutes during the board meetings and to transcribe the minutes for
the Board Secretary.
Roberts' Rules of Order - Newly Revised serves as the rules for the
conduct of the Administering Board meetings, and for parliamentary
procedure at each meeting, except:
a. Where Robert's Rules may be suspended by a simple majority vote
of the Administering Board Members present, then where Robert's
Rules offer alternatives in procedures and conduct, and the
alternative which is to apply is adopted by approved motion at the

time the issue exists. Such alternative procedure shall be followed.
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Such a motion may be approved by a simple majority of those
Board Members present.

b. Proxy voting by any Administering Board Member shall be
prohibited at meetings of the Administering Board and its
Committees.

ARTICLE VIII

MEETINGS OF THE ADMINISTERING BOARD COMMITTEES

Each committee of the Administering Board shall conduct its meetings and discharge its duties in
accordance with rules which the Committee sets for itself on the occasion of its first meeting
following appointment of its slate of members. The first meeting of a committee shall be called
by its Chairperson during a regular meeting of the Administering Board, or by personally
contacting each member of the Committee with announcement of the meeting if such a meeting
is required before the next regular meeting of the Administering Community Action Agency
Board.

No decisions or recommendations shall be developed by any Committee except in a session
attended by at least a majority of the number of voting members of the Committee. All
Committees shall keep minutes and present them to the Administering Board.

The Executive Committee shall keep minutes of each meeting, and the minutes of each meeting
shall be presented at the next regular meeting of the Administering Board, accompanied by
motion of the Executive Committee Chairperson for the Board's ratification of decisions and
actions taken by the Executive Committee acting for the Administering Board. The quorum
requirement for the Executive Committee shall be one-half (1/2) of the total committee members

plus one (1) of the total number of voting members of the Executive Committee.

ARTICLE IX

AMENDMENT OF BYLAWS

A. AMENDMENT OF BYLAWS BY THE ADMINISTERING BOARD
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These Bylaws may be amended, or new Bylaws adopted, at any regular

meeting of the Administering Board provided that notice of the proposed

action shall have been sent to each member of the Administering Board at

least fifteen (15) days before said meeting. A two-thirds (2/3) vote of the

total Administering Board membership shall be required to amend and/or

adopt new Bylaws.

The Administering Board may amend, without consent of the Governing

Board, only those elements of these Bylaws which do not give itself

powers that are reserved for the Governing Board (the Oakland City

Council). Amendments may include:

a. Definition of the offices of the Administering Board,

b. Definition of the method, frequency and timing by which each
Administering Board Officer is elected to his or her office;

c. Definition of the standing committees of the Administering Board
and the method of selecting the Chairperson and members of each;

d. Definition of the prerogative of the Administering Board to
establish ad hoc or temporary committees of the Board; and

€. Definition of the rules for the conduct of official meetings of the
Administering Board or any of its committees during the presence
of a quorum for such meetings.

The Administering Board may recommend Bylaws amendment to the

Governing Board, which amendments are not provided for in Paragraph

"B" above. Said recommendations are stated in a letter or memorandum

from the Administering Board Chairperson.

a. The Governing Board, by recorded vote, rejects a motion before
the Oakland City Council to accept the recommended amendment;

or
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b. The Governing Board (the Oakland City Council), by recorded
vote, may move to table or otherwise postpone its vote on a motion

to accept or reject the recommended amendments.

AMENDMENT OF BYLAWS BY THE GOVERNING BOARD

The Governing Board (the Oakland City Council), upon its favorable consider-
ation of a motion before it to amend these Bylaws made by its own initiative, shall
submit the proposed amendment for consideration and recommendation to the
Administering Board before voting final approval of the amendment. The
Governing Board (the Oakland City Council) shall communicate the proposed
amendment to the Administering Board in time for the Administering Board
members to be notified, at least fifteen (15) days in advance of the next regular
meeting of the Governing Board that the meeting's agenda includes consideration
of a proposed amendment of the Bylaws by the Governing Board (the Oakland
City Council). A two-thirds (2/3) vote of the total Administering Board
membership shall be required to recommend approval or—rejection to the
Governing Board (the Oakland City Council) of the proposed amendment of the
Bylaws.

The Chairperson of the Administering Board shall communicate the results of
such a vote to the Governing Board (the Oakland City Council). The absence of
such a communication to the Governing Board (the Oakland City Council) within
two (2) working days after the second regular meeting of the Administering Board
following receipt of the proposal for amendment of the Bylaws by the
Administering Board Chairperson shall be considered by the Governing Board as
approval by the Administering Board of the proposed change to the Bylaws.

In the event that the Administering Board rejects the Governing Board's (the

Oakland City Council's) proposed amendment of the Bylaws, then, and in that
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event, the Governing Board (the Oakland City Council), within thirty (30) days,
shall reconsider its recommended amendment to the Bylaws and set a date, time
and place for the meeting to reconsider its recommended amendment to the
Bylaws and give written notification of said meeting to the Administering Board.
The Governing Board’s (the Oakland City Council) approval and adoption or
rejection by a majority vote of the proposed amendment of the Bylaws at said

meeting will be final.

ARTICLE X
Conflict of Interest
1. Prohibition Against Acceptance of Gifts and Gratuities.
a. Employees of the CAA, delegate agencies, members of employees'

immediate family, and members of the CAA Governing Board and

Administering Board, are prohibited from accepting gifts, money

and gratuities and purchasing and renting goods, space and service

from:

(1) Persons receiving benefits or services under any program
financially assisted by the State of California Department
of Community Services And Development, or

(11) Any person or agency performing services under contract,
or

(ii1))  Persons who are otherwise in a position to benefit from the
actions of any employee or Board member.

b. Members of employees' immediate family shall include any of the
following persons: father, mother, husband, wife, son, daughter,
brother, sister, father-in-law, mother-in-law, son-in-law, daughter-

in-law, brother-in-law and sister-in-law.
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2. Any Administering Board member that possibly might personally profit
from a decision made by the Administering Board must make a full disclo-
sure of it and get the facts into the minutes of the Board meeting. Such
decisions must be supported by a majority of the board members who have

no personal interest in the matter.

The CAA and its delegate agencies shall comply with all provisions noted in order to

prevent conflicts of interests in connection with the purchase and rental of goods, space,

and services for use in programs assisted under the State of California Community

Services and Development (CSD).

B.

Compensation
Administering Board members are not allowed to be paid compensation except

for allowances to those members whose income is below the poverty guidelines.
Administering Board members may also be reimbursed for their expenses to
attend official meetings up to four (4) meetings per month based on Federal
regulations regarding allowances and reimbursements for Policy making bodies.

All major decisions about allowances and reimbursements shall be made by the

full Administering Board.

Requirements for Inspection and Examination
Books and records of the CAA shall be made available to the public pursuant to

the provisions and restrictions of Federal Regulations. A copy of the amended

Bylaws shall be maintained on file with the City Clerk's office.
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	WELCOME TO OAKLAND CITY GOVERNMENT!
	Congratulations on your appointment to one of Oakland’s boards, commissions, or committees. All of these entities are referred to generally in this handbook as “boards.”  Oakland relies on its many boards to provide critical guidance in City decisions and to serve as important forums for public participation.  With this privilege comes your responsibility to comply with governmental integrity laws and to uphold the public’s trust.  This Handbook for Members of Boards and Commissions is intended to help you understand this new responsibility and to help guide you in your role as a board member for the City of Oakland.  
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	CHECKLIST OF ORIENTATION ACTIVITIES
	Below is a list of activities for you to accomplish during your first 30 days as a Commissioner:
	Step
	Action
	Completed
	1
	Take the Oath of Office – City Clerk’s Office
	1 Frank Ogawa Plaza (City Hall), 2nd Floor
	2
	File Form 700 – Statement of Economic Interests with the Office of the City Clerk:
	https://www.fppc.ca.gov/Form700.html
	To file your Form 700 electronically (recommended), contact Krystal Sams in the City Clerk’s office at ksams@oaklandca.gov. 
	Note: Form 700 must be filed within 30 days of you being sworn in.
	3
	Watch the Public Ethics Commission’s Introduction to the Oakland Government Ethics Act Video
	4
	Register and complete the Public Ethics Commission’s On-Demand Government Ethics Training for Form 700 Filers
	5
	Register and complete the Public Ethics Commission’s On-Demand Open Meetings Sunshine Training 
	6
	Review your Commission/Board’s applicable laws, by-laws, policies, and procedures with your board/commission staff
	7
	Ask questions about your Commission’s procedures and process if you are unclear about the process or information provided to you
	8
	Ask the Public Ethics Commission for advice or assistance upon need
	Website: www.oaklandca.gov/pec 
	Email: ethicscommission@oaklandca.gov 
	Phone: (510) 238-3593
	Location: 1 Frank Ogawa Plaza (City Hall), Room 104
	OAKLAND GOVERNMENT ETHICS ACT
	In 2014, the Oakland City Council passed the Government Ethics Act (GEA) which provides a comprehensive framework of ethics laws for public servants in Oakland. Provisions in the GEA include conflicts of interests, misuse of City position/resources, gift restrictions, and more. The GEA mirrors the State of California’s Political Reform Act (PRA) and codifies state ethics laws at the local level. Let’s take a look at some of these provisions as they pertain to your work as a board member in Oakland.
	Conflicts of Interests and Personal Gain

	The laws pertaining to conflicts of interest are too broad and complex to permit a detailed discussion in this Handbook.  However, it is important for people participating in City government to have a basic understanding of conflict laws so they know how to spot a potential conflict situation, should one arise.   
	Most financial conflict of interest laws are contained in the California Political Reform Act of 1974 (“PRA”).  Basically, the PRA states that a financial conflict of interest may exist when a person influences a decision that will materially affect an economic interest connected to you or your immediate family. Let's take a look at these highlighted terms:
	A person “influences” a government decision when he or she makes or participates in making it; or when he or she attempts to use his or her official position to affect the outcome of the decision.  It is often not enough just to refrain from voting on a matter that may involve a conflict of interest – the law requires that you completely refrain from all participation or attempts to influence the outcome! 
	The law identifies six basic kinds of “economic interests:”  
	 business entities in which you, your spouse or your dependent children have an investment;
	 real property in which you, your spouse or your dependent children have an investment; 
	 sources of income paid to you or your spouse 12 months before the governmental decision was made;
	 business entities in which you hold a position of management, employment or executive responsibility; 
	 persons who have given or promised you gifts totaling $250 or more within 12 months before the time you make a governmental decision; and
	 the personal finances of you and your immediate family.
	Filing Statements of Economic Interest (Form 700)

	The PRA requires every city in California to adopt a conflict of interest code.  The underlying principle behind this code is to ensure that decisions are made by public officials openly, honestly, and free from the motivation of personal gain.  Most members of Oakland's boards and commissions have been identified as decision-makers subject to its conflict of interest code.  A list of these boards and commissions can be found in Appendix C. 
	If you are a member of one of the public bodies listed on Appendix C, you are required to file periodic “Statements of Economic Interests,” (otherwise known as a “Form 700”).  A Form 700 must be completed and filed with the Office of the City Clerk at the following times: 
	 Within 30 days after assuming office.
	 Annually on April 1 of each year.  
	 Within 30 days of leaving office.
	You may file electronically through the City Clerk’s office (Elections web-page).  Alternatively, you may file a hard copy with the City Clerk, located on the first floor of City Hall.  Instructions and the period covered by each type of statement are included with the forms used for filing.  
	Form 700’s are kept available for public inspection by the Oakland City Clerk.  State law permits a penalty of $10 per day for late filings, and failure to file the form is subject to a maximum fine of $5,000 per violation.  Also, remember that you must complete and return your forms even if you have "no reportable interests" to disclose.
	Gift Restrictions

	One of the most common issues which people encounter is whether it is permissible to accept gifts while serving on a board or commission.  The basic rule is that if you are a member of a board or commission whose members are required to file a Form 700, you may not accept gifts from any single source totaling more than $250 in a calendar year.  
	The Oakland Government Ethics Act also imposes a $50 annual gift limit from restricted sources who are individuals that (1) are doing business with or seeking to do business with the department your board oversees or (2) in the prior 12 months attempted to influence you in any legislative or administrative action.
	Any gift that you receive of $50 or more must be disclosed on your Form 700.
	There are exceptions to the above gift rules, such as gifts from family members, personalized plaques and trophies valued at less than $250, informational material provided to assist you in your official duties, and free admission or discounts to informational conferences or seminars. Contact the Public Ethics Commission for a list of gift exceptions.
	Confidential Information 

	During the term of your service, you will gain access and receive a considerable amount of information from staff to assist you in the decisions you will be tasked to make. Some of that information may prove to be very valuable to those seeking to do business with the City or seeking to influence a decision before your board. A public servant cannot disclose any confidential information acquired during the course of their official capacity for the purpose of private gain or interests.
	For example, your committee just received an advance copy of a Request for Proposals (RFP) from department staff for the provision of consulting services. The RFP will not be available to the public until next month. Your husband’s business partner is a consultant. You are prohibited from telling your husband’s business partner about the RFP until it is made public.
	Misuse of City Resources/Position

	As a board member, you play an important role in City government and have a certain measure of power.  It is important that you understand how you will use it to ensure that your actions are done in the interest of building and preserving public trust. The Government Ethics Act includes provisions that prohibit board members from using their position for private gain. 
	One provision forbids you to have a financial interest in any contract made by you or a board or commission on which you serve as a member.  This means that your board or commission cannot make or recommend a grant or a contract to a company or organization in which you or an immediate family member has an interest or serves as an officer or director.  
	Another provision forbids public servants from engaging in employment or activities that are incompatible with their public duties. 
	Revolving Door Rules

	Upon leaving public service, including a volunteer board/commission seat, a public servant may not, for one year after termination of his or her service, communicate with any officer or employee of the board/commission on which you served if the communication is on behalf of any other person and with the intent to influence a government decision.
	Fair Process

	It is important that public servants refrain from any action that can be perceived as giving privilege or special access to certain individuals. In particular, you may not receive anything of value from someone in exchange for an intended vote or official action. That is a bribe!
	SUNSHINE ORDINANCE
	All of Oakland's boards and commissions are required to conduct their meetings in public.  Most of the work and all of the decisions you will be making will take place at these public meetings.  It is therefore important that you understand how "open meeting" laws work, and how to prepare for meetings so you may participate effectively.
	There are two laws that help ensure that public meetings are properly announced and conducted.  The Ralph M. Brown Act is a state law that applies to all public bodies in the State of California.  The Oakland Sunshine Ordinance is a local law that supplements the Brown Act and provides even greater public access to the workings of Oakland government.  
	What Constitutes a Public Meeting 

	Under the Oakland Sunshine Ordinance, a "meeting" is defined as “any congregation of a majority of the members of a local body at the same time and location. . . to hear, discuss, deliberate, or take action on any item that is within the subject matter jurisdiction of the local body."
	This means that a meeting can occur at any time when a majority of members come together, even informally during a conversation following a formal meeting!
	Keep in mind:
	 A majority of the members of a local body are not permitted to use a series of communications of any kind, directly or through intermediaries, to discuss, deliberate, or take action on any item of business that is within the subject matter jurisdiction of the local body.
	 A meal gathering conducted before, during or after a public meeting is considered a part of the public meeting and must be properly noticed and made open to the public.
	 A "meeting" can occur if a staff or member of a public body calls, faxes or e-mails other members to develop a consensus regarding an item of business, even if the members never communicate to each other directly.  
	The Sunshine Ordinance does not include in its definition of a "meeting" individual conversations between members of a public body and a constituent; attending community meetings or conferences; or attending purely social, recreational, or ceremonial occasions (just so long as you do not discuss business items within the jurisdiction of your board or commission).
	Meeting Agenda

	Agenda Requirements
	Meeting agendas serve as the official “guide” for every public meeting.  They must specify the date, time, and location of the meeting and give a brief general description of each item of business to be transacted or discussed.  Usually, City staff works with the Chairperson and members of a public body to determine what items will be placed on future meeting agendas.  
	If an item is not on the agenda for a regular meeting, there may be no action or discussion about it at the meeting. 
	In rare, emergency situations, two-thirds of the members present at the meeting (or if less than two-thirds of the members are present, then all of the members) could determine that there is a need to take immediate action which came to the attention of the local body after the agenda was posted. To meet the requirements of this exception, the action must be: 
	1. required to avoid a substantial adverse impact if the meeting were continued;
	2. related to federal or state legislation; or,
	3. related to a purely ceremonial or commendatory action.
	If an item is not on the agenda for a special meeting, there may be no action or discussion on the item, period.   
	Check with the assigned staff member of your board for more information about agenda noticing requirements.
	Conduct of a Public Meeting

	The Brown Act and Sunshine Ordinance do not expressly provide how a public meeting must be conducted.  There are many issues that can arise before or during a public meeting that you are likely to encounter.  The following is a brief summary of those issues: 
	 Agenda Packages – An agenda or “meeting” package is usually assembled by City staff and sent to all board and commission members before the meeting.  It typically contains the agenda, reports, and any other material which provides background information or recommendations concerning the subject matter of any item on the agenda.  The agenda package may also include any other material that is forwarded to the local body before the posting of the meeting agenda.  
	Perhaps the most important thing to know about agenda packages is to read them before the meeting.  Board and commission members are encouraged to contact City staff prior to the meeting if you have questions or need clarification about any item.  
	Quorum – Unless otherwise provided in the city ordinance or resolution creating the public body, a majority of the members typically constitutes the quorum.  A quorum is necessary before a local body can take any formal action; a majority of a quorum is required to take action on behalf of the local body.  
	 No Barriers to Attendance – No local body shall conduct a meeting, conference, or other function in any facility that is inaccessible to persons with physical disabilities or where members of the public must pay or purchase something to gain entrance.  
	 Meetings Must Be Tape Recorded – All local bodies in Oakland must tape record their regular and special meetings.  All tape or video recordings are public records that must be available for inspection during regular business hours.  Any person may tape record, photograph, or videotape any meeting as long as such recording does not disrupt the proceedings.
	 Right to Public Comment at a Meeting – Every meeting at which action is proposed to be taken must provide an opportunity for members of the public to directly address the public body before action is taken on each item. In addition, every meeting agenda must provide an opportunity for members of the public to directly comment on anything within the body's subject matter jurisdiction.  This is usually accomplished by providing an “Open Forum” as a standing item on every regular and special meeting agenda. 
	While the local body may adopt reasonable rules regulating the order and decorum of public testimony, the local body may not prohibit criticism of its policies, procedures, programs, or services, or of its acts or omissions.  This generally applies to criticisms offered by a member of the local body as well.  Any time constraints that are imposed on public testimony must be adopted at the outset and uniformly applied.  
	 Cancellation or Continuation of an Agenda Item – An item on the agenda may be cancelled or continued by a vote of the local body at the meeting, or by issuing formal notice of the cancellation or continuance if known far enough in advance of the meeting.  Any continued item must specify the time and place of the meeting at which the item will be heard, and should be placed on the next meeting agenda.
	 Conditions on the Right to Attend or to Speak at a Public Meeting – A public body may request that members of the public wishing to speak provide their names on a speaker's card to facilitate staff responses or for inclusion in the minutes of the meeting.  However, the public cannot be required to give names or sign a register as a condition to attend a public meeting.  
	ROLES AND RESPONSIBILITIES
	While this handbook is intended to provide a basic overview of the operating guidelines and legal requirements that are common to all City boards and commissions, it is by no means an exhaustive guide to your participation in City government.  Most of your actions will be guided by your own good judgment and common sense.  The following is intended to serve as general guidelines when dealing with others who participate in City government.
	Expression of Personal Opinion

	Individual members of boards and commissions should not present their personal views or recommendations as representing the board or commission unless their respective board or commission has voted to approve such a position or action.  Members expressing views not approved by much of a board or commission should clearly state that their opinions are being expressed "personally" or as a “private citizen”.
	Role of the City Council and Mayor's Office

	Most of Oakland's boards and commissions were established to provide information and advice to the City Council or the Office of the Mayor.  As the elected representatives of the people of Oakland, the City Council and Mayor have the ultimate responsibility for making decisions that affect the City.  It is important to remember that not all of the recommendations from advisory bodies may be accepted by the City Council and Mayor in carrying out their respective duties.  Often final decisions must take into account a broader range of issues than the sometimes limited jurisdiction of an advisory body.  While disagreements can and do arise, it is important that the established laws and policies of the City be followed.  
	Role of City Staff

	City staff serves in a support capacity to Oakland's boards and commissions.  Staff is usually responsible for ensuring that meeting notices are properly and timely distributed, and provides Oakland's public bodies with the professional expertise for which they were hired.  While highly dedicated to the boards and commissions they serve, City staff is ultimately responsible to the administrative departments of the City.  Staff cannot and should not be directed to perform tasks that conflict with their established duties and work priorities.  In no event, may staff be directed to perform work for the personal advantage of board or commission members.
	Frequently City staff provides recommendations to public bodies on a variety of issues.  These recommendations are often based on the technical requirements of the law or established City policy.  While a board or commission is not always expected to adopt staff's recommendations, they should always be carefully considered before taking formal action.  
	Collaborating with the Public

	The earlier discussion in the section entitled "Public Meetings" highlighted specific requirements for keeping public meetings open and available to members of the public.  But there is more to serving as a board or commission member than mere compliance with the law.  Good public service demands that people be treated fairly, honestly and with the utmost of courtesy.  It is crucial for you to keep an open mind in all your deliberations, and to consider all opinions expressed at a public meeting before making a decision.  This not only encourages greater public participation, but rewards you with information and opinions you may not have previously considered.  
	Just as people have a right to expect the highest standards of decorum from their representatives, no one is expected to suffer from undue abuse or physical or verbal threats.  California law permits the removal of any person who willfully engages in disorderly conduct and disrupts the peace and good order of a public meeting. Check with your Commission’s assigned City Attorney as situations arise.  
	Attendance, Resignation, and Removal

	Oakland's boards and commissions simply cannot function without your attendance and active participation.  If you are required to miss a meeting, please inform City staff and the chairperson with as much advance notice as possible.  Some boards and commissions have specific requirements about missing more than a certain number of meetings without excuse or good reason.  In some cases, failure to regularly attend meetings could result in your removal from the board or commission.  
	Occasionally people are required to resign their seats on a public body before the end of their appointed term.  If this should occur, you should submit a letter stating your intention to resign and an effective date of your resignation to the Office of the City Clerk, the board and commission on which you serve, and a copy to City staff. 
	The Oakland City Charter provides that members of City boards and commissions may be “removed for cause” after a hearing and upon the affirmative vote of at least six City Councilmembers.  While there is no definition of what specific conduct would lead to such an action, board and commission members should realize that certain conduct, such as a constant failure to attend meetings without a legitimate excuse, could result in removal from office.  
	CITY GOVERNMENT STRUCTURE
	Structural Overview

	The City of Oakland has a Mayor/Council form of government. The Mayor is elected at-large for a four-year term, and can be re-elected only once. The Mayor is not a member of the City Council; however, he or she has a right to vote as one if the Council members are evenly divided on certain issues. The City Council is the legislative body of the City and is comprised of eight Council members. One Council member is elected “at large,” while the other seven Council members represent specific districts. All Council members are elected to serve four-year terms.  Every two years, the City Council elects one member to serve as President of the Council, with another member selected annually to serve as Vice Mayor.
	The City Administrator is appointed by the Mayor and is subject to confirmation by the City Council. The City Administrator is the Chief Administrative Officer of the City and is responsible for day-to-day administrative and fiscal operations of the City.
	Mayor
	The Mayor is Oakland’s chief elected officer.  He or she is specifically responsible    for presenting a balanced budget to the City Council, recommending legislation and measures for consideration by the City Council, appointing the City Administrator (subject to City Council confirmation), and generally promoting programs for the social, physical, economic and cultural development of the City.  
	City Council
	The City Council is the legislative body of the City, vested with the regulatory and corporate powers of the municipal corporation. The City Council establishes local policy and, together with the Mayor, is ultimately responsible to the people for the actions of the City. The City Council establishes priorities and direction for the City through the legislative process, adopts and monitors the annual operating and capital improvement budgets, makes appointments to various advisory committees and commissions, and serves as the Redevelopment Agency Board of Directors.
	City Administrator
	City Attorney
	City Auditor
	City Clerk
	Blank page.
	APPENDIX A: Robert’s Rules of Order
	Some public boards and commissions conduct their meetings according to a specific set of bylaws.  Often those bylaws, or the board or commission's own rules of conduct or procedure, state that meetings shall be conducted under the Robert's Rules of Order.  This appendix is intended to give you a summary of some of the most important Rules. 
	The most common application of the Rules is in making and voting on motions.  A motion is simply a proposal that is recognized by the presiding officer.  It can be changed (amended) or withdrawn before it is finally voted upon.  The following are the usual steps followed in making and voting on a motion.
	1. A member is recognized and states his or her motion;
	2. Another member seconds the motion; 
	3. The members debate the motion;
	4. The chair or presiding officer calls for a vote; and, 
	5. The chair or presiding officer announces the result of the vote and/or that the motion has carried or failed.
	After a motion has been made but before it is voted upon, any member may move to amend a pending motion.  The important thing to remember is that a pending motion may only be amended by adding or deleting words or phrases; you cannot use the amendment procedure to substitute a new or different motion in its place.  Once an amendment is proposed or seconded, a vote is taken on whether to accept the amendment before voting on the underlying motion.  
	Many boards and commissions have bylaws or informal agreements that determine how voting occurs.  Several of the most common ways are:
	1. By Voice – The Chairperson asks those in favor to say, “aye” and those opposed to say “no.”  Any member may move for an exact count. 
	2. By Roll Call or Ballot – Each member responds “yes” or “no” as the vote is taken.  These methods are used when a record of each person's vote is desired or required. 
	3. By Unanimous Consent – When a motion is not likely to be opposed, the Chairperson says, “If there is no objection ...” The membership shows agreement by its silence, however if any member objects, then the item must be put to a vote. 
	The Chairperson may properly seek unanimous consent ("If there is no objection...") on relatively non-controversial matters as an alternative to the formal motion process.  Typically this process is used to adopt minutes, adjourn, extend a speaker's time, and other similar matters.  It can be very effective in helping to move quickly through parts of an agenda.
	Anyone who has attended public meetings for very long will eventually encounter various motions or actions that are technically not appropriate under the Roberts Rules of Order.  Here are some of the most common:
	1. “I so move.” This motion sometimes comes after a long discussion or speech. The problem is that the discussion or speech may not precisely set forth what the board or commission is being asked to consider.  It is always better to make a clear and accurate motion.  
	2. “Call The Question.” Most people intend this motion as a request (and sometimes as a demand) to automatically end debate and put the item to an immediate vote.  The problem is that it takes a two-thirds vote to terminate a discussion.  Furthermore, state and local laws require members of the public to have an opportunity to address a public body before voting occurs.  The better course of action is to permit everyone to discuss a motion or item before the vote is taken.  (If there are too many speakers, consider limiting the time each speaker may have before the discussion begins.)
	3. “I Move To Table.” A “motion to table” or “lay on the table” is permitted only to temporarily interrupt an agenda to consider another matter (usually an emergency) out of turn. It is not the appropriate motion to use to kill or defeat a motion that is under consideration.  
	4. “Point Of Personal Privilege!” This exclamation is sometimes used to interrupt a speaker whenever another member's name is mentioned in a context the other member doesn't like or agree with.  Actually, a motion for privilege can pertain to the rights of the board or commission as a whole as well as an individual (for example: “Point of privilege, Madam Chair: Can we turn down the heat in this room?”), but it should only be used sparingly when a speaker’s remarks refer to another member.  Absent a grievous attack on your character, simply seek recognition from the Chairperson and wait your turn to speak or respond.  
	APPENDIX B: Useful Telephone Numbers
	Mayor's Office       238-3141
	City Council       238-3266
	City Administrator      238-3301 
	City Clerk       238-3612
	City Attorney        238-3601
	City Auditor       238-3378
	Office of Information Technology    238-2274
	Police Department (Non-Emergency)    777-3333
	Financial Services Agency     238-2220
	Fire Services Agency      238-3856
	Department of Human Resources    238-3112
	Human Services      238-3121
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