
SPRINGFIELDCITYCOUNCIL
OPERATINGPOLICIESANDPROCEDURES

SECTIONI -AUTHORITY

1)  Theseoperatingproceduresandpoliciesareestablishedandadoptedundertheauthority
grantedintheSpringfieldCharter, ChapterIV, Section12. 

SECTIONII -OFFICERSOFTHECOMMONCOUNCIL

1)  AtthefirstregularmeetingoftheCouncilinJanuaryofeachodd-numberedyear, theCouncil
shallelectoneofitsmembersasPresidentoftheCommonCouncil.  ThedutiesofPresidentshall
bethosespecifiedintheCityCharterandanyothersexpresslydirectedherein. 

2)  TheCityManager, CityRecorder, andtheCityAttorneyareherebyentitledtoseatswiththe
CommonCouncil. 

SECTIONIII -REGULARMEETINGSOFTHECOMMONCOUNCIL

1)  Location

1.1)  TheregularmeetingsoftheCommonCouncilshallbeheldintheSpringfieldCity
Hall, CouncilChamber, 225FifthStreet. ChangesoflocationmustbeinaccordancewithCity
CodeSection2.050. 

2)  Time

2.1)  Theregularmeetingsshallbeginat7:00p.m. onthefirstandthirdMondaysofeach
month, exceptwhenthatdayfallsonalegalholidayinwhicheventtheCouncilshallmeetonthe
nextfollowingregularbusinessdayatthesametimeandlocation. IfadvisedbytheCityManager
orwhenapprovedbytheMayororthreemembersoftheCouncil, specialmeetingsmaybe
scheduled.RegularmeetingsmaybecanceledsometimeduringthemonthsofMarch,June, July
andAugustinordertoprovideatimeforspringbreakorsummerrecess, andduringthemonths
ofDecemberandJanuarytoprovideatimeforawinterrecess. 

3)  MayorandCouncilorAttendance

3.1)  Asarepresentativeoftheelectorate, CouncilorsareexpectedtoattendallCouncil
worksessionsandregularmeetings. WhenitisnecessaryforaCouncilortobeabsentfromany
meetingoftheCouncil, CouncilorsareexpectedtonotifytheCityRecorderoftheirplanned
absence.  TheCityCharterprovidesthatthepositionofMayororaCouncilmemberbecomes

SpringfieldCharterSection19(10)).  RegularmeetingsaredefinedintheSpringfieldMunicipal
strdCodeSection2.055asmeetingsheldonthe1and3Mondaysofeachmonth.  However, ifthe

Councilorisdoinghisorherjobinrepresentingtheelectorate, attendanceatbothworksessions
andregularmeetingsisnecessary. 

3.2)  ExcusedabsencesfromCouncilmeetingsinclude: 

3.2.1.Deathinthefamily

3.2.2.Illness

Page1of17



3.2.3.Familyemergency

3.2.4.Scheduledvacation, howeverCouncilorsareencouragedwhenpossible
toschedulevacationsduringscheduledCouncilrecesses. 

3.2.5.Oncitybusiness. 

3.2.6.EmploymentConflict

3.2.6.OtherabsencesasexcusedbytheMayororthreemembersofthe
CouncilwhentheMayorisnotavailable. 

3.3)  ACouncilorwhoisunavailableinpersonmayparticipateinworksessionsand
regularmeetingsremotelyifapprovedbytheMayorandCouncilPresident.  Ifapproved, the
Councilorwouldbeconsideredinattendanceandwouldnotbeabsent.Councilorsareencouraged
togivetheCityRecorder24 whentheyplantoremotelyparticipateinwork
sessionsandregularmeetings. 

4)  PublicMeetings

4.1)  AllmeetingsoftheCouncilortheBoards, Committees, andCommissionsofthe
CityshallbeopentothepublicandinconformancewithChapter192, OregonRevisedStatutes,  
PublicMeetings. 

4.2)  ThemeetinglocationshallbeADAwheelchair-accessible.  Forthehearing- 
impaired, aninterpretercanbe

4.3)   
hearingimpairedisavailable, aswellasanInductionLoopforthebenefitofhearingaidusers.     

5)  CouncilAgenda

5.1)  MatterstobeconsideredbytheCouncilatitsregularmeetingsshallbeplacedonan
agendatobepreparedbytheCityManagerfromthefollowingmaterials: 

5.1.1.   AllitemsconsideredbytheCouncilfromworksessionswhichrequire
officialactionoftheCouncil. 

5.1.2.   AllitemsdirectedbytheMayororamemberoftheCounciltobelisted
ontheagenda.  ItemsrecommendedfordiscussionbytheMayorrequireapprovaloftheCouncil
President.  ItemsrecommendedbytheCouncilPresidentrequireapprovaloftheMayor.  If
agreementisnotreached, Councilconsensusisrequiredinordertoaddtheitemtotheagenda. 

ItemsrecommendedfordiscussionbyaCouncilmemberrequireapprovaloftheMayorand
CouncilPresident. Ifagreementisnotreached, amajorityoftheCouncilisrequiredinorderto
addtheitemtotheagenda. 

5.1.3.   AllitemsdeemedappropriatebytheCityManager. 

5.1.4.   AllitemswhicharerequiredbylawtobepresentedtotheCouncil. 

5.2)TheCouncilmayalsoconsideranyotheritem, proposedbytheMayor, amemberof
theCouncilortheCityManager, notincludeduponthewrittenagenda. 
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5.2.1.   RequestforProclamation:  Organizationsorcitizensrequesting
proclamationsthatproclaimaspecifieddateordatestorecognizetheeffortsofvarious
communitygroupsandindividualsoncertainprojects, shallbefiledwiththeCityRecorder.  
Uponreceipt, theCityRecorderwillnotifytheMayoroftherequest. IftheMayorapprovesthe
req

5.2.2.   ReadingofProclamations:  ItwillbeatthediscretionoftheMayorifa
proclamationwillbereadataCityCouncilmeetingorpresentedtotheorganizationorgroup. It
ispreferredthatarepresentativeoftherequestingorganizationbepresenttoreceivethe
proclamation. 

5.3)  ItemsappearingontheCouncilagendashallbeassignedatimelimitandtheMayor
shallholddiscussiontowithinthetimelimit, unlesstheconsensusoftheCouncilistoextendthe
timelimituntilanissueoritemisdiscussedandresolved.  

6)  Correspondence, Petitions, Etc. 

6.1)  Correspondence, petitionsorotherwrittenmaterialwhichconcernitemswhichare
ormaybeontheagendamaybesubmittedtotheCityManager'sOfficeatanytime, butwillonly
appearontheagendaifreceivedby12noonoftheWednesdayprecedingtheCouncilmeetingfor
whichitisintended.  TheCityManagermaywithholdanysuchitemfromtheagendasothat
he/shemayhaveanappropriatestudymadeoftheissue, questionorrequestbeingmade. Any
materialsubmittedwithouttheauthor'snameandaddressmaybeputontheCouncilagenda, but
willnotnormallybeacceptedbytheCouncil.  Undernormalsituations, iftheCouncildesires,  

7)  OrderofBusiness

7.1)  TheorderofbusinessoftheCouncilmeetings, unlesstheMayorwiththeconsentof
amajorityoftheCouncilshallotherwisedirect, shallbeasfollows: 

I-CalltoOrder

II-RollCall

III -PledgeofAllegiance

IV -SpringfieldUpbeat
a.  Mayor'sRecognition
b.  Other

V-ConsentCalendar
a.  Claims
b.  Minutes
c.  Resolutions
d.  Ordinances (Secondreadings) 
e.  OtherRoutineMatters

VI -ItemsRemovedFromtheConsentCalendar

VII -PublicHearings
a.  Considerationofordinancesorresolutionsrelatedtopublichearings. 
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VIII -BusinessFromtheAudience (Limitedto20minutestotal.) 

IX -CouncilResponse

X-CorrespondenceandPetitions

XI -Ordinances (Firstreadingsandemergencies) 

XII -Bids

XIII -BusinessFromtheCouncil
a.CommitteeAppointments
b.  CommitteeReports
c.  OtherBusiness

XIV -BusinessFromtheCityManager

XV -BusinessFromtheCityAttorney

XVI -OtherBusiness

XVII -Adjournment

8)  RecessesandAdjournment

8.1)  TheMayormayrecessregularmeetingsoftheCityCouncilforapproximately10
minutesasneeded.   Themeetingwillnormallyadjournby10:00p.m. exceptuponvoteofa
majorityoftheCouncilmemberspresenttoextendthemeetingtoatimecertainoruntilanissue
oritemisdiscussedandresolved.   

9)  AgendaandSupportiveMaterialtothePublic

9.1)  TheCityManagershallprovidecopiesofallpublicrecordstoanyperson
requestingthatmaterial, incompliancewithChapter192, OregonRevisedStatutes, Public
Records.Anominalfeeforthematerialmaybechargedbaseduponthecostofcopyingplusa
reasonableadministrativechargebasedonactualcost. 

9.2)  Paperorelectroniccopiesofthesupportiveagendamaterialwillbeavailabletothe
media, anduponrequest, tomembersofthepublicatthetimedistributedtotheCouncil, except
forthoseitemsexemptfromdisclosureundertheOregonPublicRecordsLaw (ORS192.501).   
Exemptitems, exceptashereinafterstated, willnonetheless, normallybeincludedunlesstheCity
Manageraffirmativelydeterminesthatthepublicinterestwouldsufferbydisclosure, thatthe
interestinfrankinternalcommunicationsintheparticularcaseoutweighsthepublicinterestin
disclosure; orthat, uponconsultationwiththeCityAttorney, thepublicrecordslawaffirmatively
requiresnon-disclosure.  Inaccordancewiththelaw, mattersconcerninglandacquisition, labor
negotiations, andlitigationwillnotbedisclosedinadvanceofthemeetingatwhichtheyare
considered. 

9.3)  IntheeventarequestismadefortheelectronicrecordsofanyCouncilmember, the

uncil.TheCity
ManagerOfficeshallprovidetherequestedelectronicrecordssubjecttoreviewbytheCity

foranyapplicableexemptionsunderOregonPublicRecordsLaw.  TheMayor
andremainingCouncilorsshallalsobenotifiedoftherequest. 
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10)   PresidingOfficer

10.1)  TheMayorshallhavethepowertocallmeetingsoftheCouncilandshallpreside
overthedeliberationsoftheCouncilwhichtheMayorattendsandvoteonlyincaseofatie. 

10.2)  ThePresidentoftheCouncilshallpresideoverthemeetingsoftheCounciland
performthedutiesofMayorwhentheMayorisabsentfromaCouncilmeetingortheMayoris
unabletofunctionasMayor.  ThePresidentoftheCouncilshallnotloseavotewhilepresiding,  
butshallnotgainanadditionalvotebyreasonofpresiding. 

10.3)  IntheabsenceoftheMayorandthePresident, ifaquorumoftheCouncilis
present, theseniormemberoftheCouncilshallpresideoverthemeetingasPresidentPro-Tem.   
IfthereisnooneseniormemberoftheCouncil, Councilshallchoose, byvote, aPresidentPro- 
Temtopresideatthatmeeting. 

10.4)  TheCouncilPresidentortheCouncilPresidentPro-Tem, whileservingas
presidingofficer, maymove, second, anddebatefromthechair, subjectonlytothelimitationsof
debateasareimposedonallmembersandshallnotbedeprivedofanyoftherightsandprivileges
ofaCouncilorbyreasonofactingaspresidingofficer. 

11)  AppealHearings

11.1) AppealsmaybefiledbeforetheCityCouncilontheactionofanyappointedbody
oftheCouncilorstaffasprovidedintheappropriateCodesectiongoverningsuchactions.  Inthe
absenceofanyprocedures, anappealmustbefiledwithin10daysoftheaction. 

11.2) AllappealhearingsbeforetheCityCouncilshallbescheduledassoonaspossible
aftertheCouncilisnotifiedoftheappeal, allowingsufficienttimeforprovidingtherequired
publicnotices. 

12)  EnactmentofOrdinances

12.1)  Theprocedureandrequirementsfortheenactmentofordinancesshallbeas
providedintheCharterandinSection2.105oftheSpringfieldCode.  TheCityManagerortheir
designeewillreadordinancesbytitleonlyunlessotherwiserequestedbyCouncil. 

12.2)  AsprovidedinSection2.105, thereadingofanordinanceisconsideredtohave
takenplacebyitbeingplacedontheCouncilagenda.  Ordinanceswithouttheemergencyclause
willappearontheCouncilagendaattwoconsecutiveregularmeetings.  Ordinancescontaining
anemergencyclauseareconsideredtohavereceivedtworeadingsbybeingplacedonthe
Councilagendaatasinglemeeting.  TheCouncilmay, bymotion, removetheemergencyclause

ordedforeveryordinance. 

SECTIONIV -CONDUCTATCOUNCILMEETINGS

1)  TheconductofallmeetingsoftheCouncilorofanycommitteeappointedbyitshallbe
governedbyRoberts' RulesofOrder, Revised, unlessotherwiseprovided. 

2)  TheCouncilwillbeclearandsimpleinitsproceduresandtheconsiderationofmatters
comingbeforeit.  Itshouldavoidinvokingthefinerpointsofparliamentaryruleswhichmay
serveonlytoobscuretheissuesandtocauseaudienceorcitizenmisunderstandingofor
misapprehensionaboutactionstakenatthemeeting. 
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3)  TheCityAttorneyisdesignatedasparliamentarianfortheCouncil.  Questionsof
parliamentaryrulesmaybereferred, throughthepresidingofficer, totheCityAttorneyfor
interpretation.  However, thefinalrulingrestswiththepresidingofficer. 

4)  Exceptasprovidedforinparagraph5below, thePresidentoftheCouncilshouldordinarily
presentallmainmotionsonbusinesstocomebeforetheCouncil.  Thesecondmaycomefrom
anymember. Allmembersmay, however, presentmotionswhenappropriate. 

5)  Motionsonbidsandclaimsshallordinarilyappearontheconsentcalendar.  However, the
ChairoftheFinanceandJudiciaryCommitteeoftheCouncilmayreviewbidsandclaimspriorto
theadoptionofthesematters. 

6)  ItisthepolicyoftheCommonCounciloftheCityofSpringfieldtoensureaninformed
public, awareofthedeliberationsanddecisionsofthisbodyanditssub-bodies, andofthe
informationuponwhichdecisionsweremade.  ItisfurtherthepolicyoftheCityofSpringfield
thatthosedecisionsbearrivedatopenly.  Withtheexceptionofitemsapprovedontheconsent
calendar, theMayorandCouncilmembersshallbewillingtoexplaintherationaleforeachvote
duringtheCouncilmeeting. 

SECTIONV -COUNCILWORKSESSIONS

1)  TheCityCouncilmayhaveworksessionsatwhichtheyshallhavediscussionontopicsof
importancetothem.  TheworksessionsshallnormallybeheldonthesecondandfourthMonday
ofeachmonthbeginningat5:30p.m. andmayalsooccuronthefirstandthirdMondayat6:00
p.m. 

1.1)  TheCouncilshallmeetatthesamelocationastheregularCouncilmeeting, unless
otherwiseprovidedbynotice. 

1.2)  TheagendafortheworksessionshallbepreparedbytheCityManagerfromitems: 

a.  AllitemsdirectedbytheMayororanymemberoftheCounciltobelistedon
theagenda. 

b.  AllitemsdeemedappropriatebytheCityManager. 

1.3)  WorksessionsoftheCityCouncilwillnormallyadjournby10:00p.m. exceptupon
consentofamajorityoftheCouncilmemberspresenttoextendthemeetingtoatimecertainor
untilanissueoritemisdiscussedorresolved. 

1.4)  NoregularworksessionsshallbescheduledonthefifthMondayofanymonthoron
thefourthMondayduringDecember.  IfadvisedbytheCityManagerandCouncilLeadership, 
specialworksessionsmaybescheduled.  Worksessionsmayalsobecanceledsometimeduring
themonthsofMarch,June, JulyandAugustinordertoprovideatimeforspringbreakor
summerrecess, andduringthemonthsofDecemberandJanuarytoprovideatimeforawinter
recess. 

1.5)  Decisionsmadeandactionstakenattheworksessionareinformalandmustbe
ratifiedatasubsequentregularmeeting. 

SECTIONVI -COUNCILEXECUTIVESESSIONS

1)  AllExecutiveSessionsoftheCommonCouncilshallbecalledandconductedinaccordance
withChapter192, OregonRevisedStatutes. 
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2)  NoExecutiveSessionmaybeheldforthepurposeoftakinganyfinalactionormakingany
finaldecision.  Finalactionsandfinaldecisionsmustbedoneinopen, publicmeetingsofthe
Council. 

3)  ExecutivesessionattendanceshallbedeterminedbytheMayor (asthepresidingofficer) or
theCouncil.  TheCityManagermayselectstaffmemberstobepresentwhohaveademonstrable
needforattendance.  Membersofthenewsmediaareexemptedfromtheprovisionsofthis
sectionsubjecttothe nNewsMediaAttendancePolicy. 

SECTIONVII -CONDUCTATCOUNCILMEETINGSANDWORKSESSIONS

1)  ResponsibilityforOrder.  ThepresidingofficeroftheCouncilshallberesponsiblefor
ensuringthatorderanddecorumaremaintainedduringallmeetingsoftheCouncil, andshallbe
responsibleforassigningtotheSergeant-at-Armshisorherdutiesandstation. 

1.1)  TheChiefofPoliceoradesignatedrepresentativeshallbetheSergeant-at-Arms. 

1.2)  Sergeant-at-Armsshallbepresentatallregularandadjournedmeetingsandwork
sessionsoftheCouncil. 

1.3)  TheSergeant-at-Armsshallhavetheresponsibilitytomaintainorderandtoenforce
therulesofconductasdirectedbythepresidingofficer. 

2)  OrderandDecorum

2.1)  AnyofthefollowingshallbesufficientcausefortheSergeant-at-Armsto, atthe
directionofthepresidingofficer, removeanypersonfromtheCouncilChamberorCityHall, for
thedurationofthemeeting: 

2.1.1.  Theuseofunreasonablyloud, disruptiveorprofanelanguage. 

2.1.2.  Themakingofloudordisruptivenoise. 

2.1.3.  Theengaginginviolentordistractingaction. 

2.1.4.  ThewillfuldamageoffurnishingsoroftheinterioroftheCouncil
ChamberorCityHall. 

2.1.5.  Therefusaltoobeyanyoftherulesofconductprovidedwithinthis
Section, includingthelimitationsonoccupancyandseatingcapacity. 

2.1.6.  Therefusaltoobeyanorderofthepresidingofficeroranorderissuedby
anyCouncilmemberwhichhasbeenapprovedbyamajorityoftheCouncilmemberspresent. 

2.1.7.  Anyconductwhichobstructstheworkortheconductingofbusinessof
theCouncil. 

2.2)  BeforetheSergeant-at-Armsisdirectedtoremoveanypersonfromthemeetinghall
forconductdescribedinsubparagraph2.1, thatpersonshallbegivenawarningbythepresiding
officertoceasethatconduct. 
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2.3)  Ifameetingisdisruptedbymembersoftheaudience, thepresidingofficerora
majorityoftheCouncilmemberspresentmayorderthattheCouncilChamberorCityHallbe
cleared. 

3)  Flags, Signs, Posters

3.1)  Noflags, posters, placards, signsoranimals, unlessauthorizedbythepresiding
officer, maybecarriedorplacedintheCouncilChamber, oranymeetinghallinwhichapublic
hearingisbeingheld. Thisrestrictionshallnotapplytoarmbands, emblems, badgesorother
articleswornonpersonalclothingorindividuals, providedthatsuchdevicesareofsuchasize
andnatureasnottointerferewiththevisionorhearingofotherpersonsatthemeeting, and
providingthatsuchdevicesdonotextendfromthebodyinamannerlikelytocauseinjuryto
another. 

4)  PictureTakingandFilming

4.1)  ThetakingofphotographsintheCouncilChamberorCityHallshallbeallowed
exceptwhendoneinviolationofNo. 7.3or7.4ofthisSection. 

5)  LimitationsonPublicDebate

5.1)  TimefortestimonybymembersoftheaudienceatpublichearingsoranyCouncil
meetingatwhichthepublicisinvitedorallowedtoaddresstheCouncilmaybelimitedforeach
speakerandforeachsubjectbythepresidingofficerorbymajorityvoteoftheCouncil.  Inthe
interestoftime, personsaddressingtheCouncilshalllimittheirremarkstothreeminutesorless.   
ApersonmayrequestadditionaltimetoaddresstheCounciliftherequestismadetotheCity
Manager'sOfficeby12noonoftheWednesdayprecedingtheCouncilmeetingforwhichitis
intended, andapprovedbytheMayor. 

5.2)  Allquestionsanddiscussionsbymembersoftheaudienceshallbedirectedtothe
presidingofficer. 

5.3)  DirecteddiscussionbetweenmembersoftheaudienceandCouncilmembersorcity
employeesshallbepermittedonlyatthediscretionofthepresidingofficer. 

5.4)  PersonsdesiringtospeaktotheCouncilshallcompletea "RequestToSpeak" card
whichisprovidedatregularCouncilmeetingsandshallgiveittotheCityRecorder.  The
presidingofficerwillrecognizethosepersonssubmittingthecardfirstandmaythenrecognize
othersintheaudience. 

5.5)  Allpublictestimonyatregularsessionsandworksessions, exceptatpublic
hearings, shallbeundertheagendaitem, "BusinessfromtheAudience" unlessspecifically
permittedbytheMayor.  

5.6)  AllpersonsaddressingtheCouncilshalldosoafterbeingacknowledgedbythe
PresidingOfficer.  TheyshallclearlystatetheirnameandwardorlocationintheUGB, except
forlandusehearingswhereprovidinganaddressisnecessarytoreceivenoticeofadecisionfor
appealrights. Whenspeakingatpublichearings, personsshallconfinetheircommentstothe
issueunderconsideration. 

5.7)  Forlandusematters, theorderoftestimonyshallbeasprescribedbylaw.  Forall
othermatters, testimonyshallbegivenintheorderRequesttoSpeakcardsarereceived. 

6)  SeatingCapacityandSafetyRequirements
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6.1)  ThesafeoccupancyandseatingcapacityoftheCouncilChamberasdeterminedby
theFireMarshalshallbepostedwithintheCouncilChamber.  Thelimitationsonoccupancyand
seatingcapacitysodeterminedandpostedshallbecompliedwithatalltimes. 

6.2)  Aislesshallbekeptclearatalltimesandpersonsshallnotobstructthedoorways. 

7)  NewsMedia

7.1)  TheprovisionsofthisSectionshallnotbeconstruedtopreventnewsmedia
representativesfromperformingtheirdutiessolongasthemannerofperformanceisnot
unreasonablydisruptiveofthemeeting. 

7.2)  Representativesofnewsmediaorganizationsutilizingelectronicrecording
equipmentshallusetherecordingjacksmadeavailableintheCouncilChamberforthatpurpose.   
ThosepersonsshallnotapproachtheCounciltableforthepurposeofrecordingwithout
permissionofthepresidingofficer. 

7.3)  Personsusingtelevisionorvideotapeequipmentshallsetupsuchequipmentand
removetheequipmentinsuchamannerastocausenodisruptionordistractioninthemeeting.  
TheplacementofvideoequipmentshallbeallowedanywhereintheCouncilChamberwiththe
exceptionoftheCouncilplatform. 

7.4)  PersonsusingstillcamerasmaytakephotographsfromanywhereintheCouncil
Chamber.  OnlyonephotographermaybeontheCouncilplatformatatime; additionally, while
photographingfromtheCouncilplatform, photographerswillbediscouragedfromusing
automaticfilmadvancingdevicesorflashunits. 

SECTIONVIII -MISCELLANEOUSCITYCOUNCILPOLICIESANDPROCEDURES

1)  MembersoftheCityCouncilrequestingalegalopinionfromtheCityAttorneymaydoso
directlyprovidedtheMayorisawareoftheinquiryortotheCityAttorneyatanyofficialmeeting
oftheCouncil. 

2)  TheMayorandCityCouncilmembershallrefrainfromusingstafftimeandincurring
unnecessarycosttotheCity. 

3)  AuthorizationisneededfromtheMayorpriortoaCouncilmembertakingatripand
incurringexpensesonCity-relatedbusiness. 

Toreceiveauthorizationforattendanceatatrainingorconference (withtheexceptionofthe
LeagueofOregonCitiesConference) theCouncilmemberwill
withtheirrequestwithdates, location, costandpurposeofthetraining. TheCityManagerortheir
designee, willpresenttherequesttotheMayorforreviewandapproval.  

3.1)TheMayorandCouncilmembersareencouragedtorequestreimbursementfor
actualexpensesincurredintheirdutiesaselectedofficials. Twomethodsofreimbursementare
availableforexpensesincurredrelatedtocitybusiness.  SeeSection3.2. 

Thefollowingexpenditurecategoriesqualifyforreimbursement: 
a)Outoftowntravelexpensesincludingmileage, mealsandlodging(not

includedinautomaticreimbursementprocess). 
b)Longdistancetelephonecosts(ifnotissuedacitycellphoneorcellphone

reimbursement). 
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c)AdditionalcellularphonecostsrelatedtocallsmaderegardingCityof
Springfieldbusiness(ifnotreceivingacitycellphoneorcellphone
reimbursement). 

d)Postage
e)Localmileageandmealexpense. 

NoneoftheaboveitemsmaybepaidforbytheCityinconnectionwithelectionsor
campaigningforaspecificoffice. 

3.2) ReimbursementProcess. 

a)TheMayorandCouncilmaysubmitreceiptsordocumentationfor
reimbursementrelatedtocitybusiness.Receiptsanddocumentationmustbe
submittedwithin60daysofwhenthecitybusinessexpenseoccurred. 

b)MonthlyAutomaticPayments.  TheMayorandCouncilmayreceive
automaticpaymentsforcellphoneandinternetservices. 

3.3)  Asof2015, stateethicslawallowspublicagenciestopayforthecostofadmission
to, orfoodorbeverageforrelativesofapublicofficialaccompanyingthepublicofficialata
reception, mealormeetingheldbyanorganizationwhenthepublicofficialisthereintheir
officialcapacity. ForelectedofficialsfortheCityofSpringfield, thefollowingprovisionswillbe
allowed: 

a)TheCitywillpayforthespouseorrelativeofanelectedofficialtoattendan
eventwiththeelectedofficialtwotimesperfiscalyear/perelectedofficial
foranamountnottoexceed $100perevent. 

3.4)  TheMayorwillreviewandapproveexpenseclaimssubmittedbyCouncilmembers.   
TheCouncilPresidentshouldreviewandapproveexpendituressubmittedbytheMayor. 

3.5)  TheCitywillissuetheMayorandCityCouncileachaparkingpasstoallowthemto
parkinCityownedpermittedparkinglotswhileactingintheirofficialcapacitiesasMayoror
membersoftheCouncil. 

3.6)  TheCityshouldpurchaseofficesuppliesfortheMayorandCityCouncil.  Such
purchasesshould, whenpractical, occurthroughthenormalcitypurchasingprocedures. 

3.7)CellularTelephoneandInternet.  TheMayorandCouncilmayreceive
reimbursementforcellularand/orinternetservices,forcitybusiness,ortheCitymayprovidea
cellularphonewithservice,forcityuseonly.TheMayorandCouncilalsohavetheoptionof
receivingneither. 

3.7.1InternetServices: TheMayorandCouncilmayreceivereimbursementfor
internetservices.  Reimbursementwillbeattherateof $40.00permonth.  Thisamount
maybere-evaluatedatanytimestafforcouncilleadershipdeemsreviewisnecessary
e.g., rateincreases). 

PolicyGuidelinesareapplicableasnotedin (1) CityofSpringfield
AdministrativeRegulationNo. 04-01.01, AcceptableUseofCityNetworkServicesand
ComputingDevices; and (2) StateArchivesDivisionguidelinesregardingemailand
retention.  Youremailsystemmaybesubjecttoreviewbysomeoneintheeventofa
publicrecordsrequesttodeterminewhatcanbedisclosed. 
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3.7.2CellularTelephone: TheMayorandCouncilcanbeprovidedwithacity
cellphone, forcityuseonly. ThephoneispurchasedbytheCityandthemonthlyplan
feesareprocesseddirectlythroughtheCity, bytheserviceprovider. 

AsecondaryoptionfortheMayorandCouncilistousetheirowncellphone
ratherthanacityissuedtelephone.  Areimbursementamountof $45permonthis
availableforuseofpersonalcellphones.  Theamountmaybere-evaluatedatanytime
stafforthecouncilleadershipdeemsreviewisnecessary (e.g., rateincrease). 

3.7.3MileageReimbursement: Mileagereimbursementwillbebasedonthe
IRSapprovedrate. 

TheMayor/Councilwillbeprovidedwithamonthlytravelreporttemplatewhich
theymayusetodocumenttheirmileage, ortheymaycreatetheirowndocumentlisting
mileagetoandfrommeetingsoreventstheyattendintheircapacityasanelectedofficial. 
OncethemileagereportissubmittedbytheMayor/Councilmember, andapproved (see
subsection3.4forapprovalprocess) thepaymentwillbeprocessedandprovidedeither
throughdirectdepositor . 

4)  MayorandCouncilmembersspeakingtomediaoratevents. 

4.1) TheMayorandCityCouncilmembershall, ifatallpossible, notifytheCity
andtheMayoriftheyareaskedtodoanintervieworinitiateapressconference

relatingtocitybusinessorpolicypriortoitsoccurrence.  TheMayororCouncilmembershall
clarifywhat, ifany, officialcapacitytheyarerepresentingwhenspeakingtothemedia. 

4.2) CityCouncilmembersshallnotifytheCouncilPresidentiftheyplantoattendand
speakatacommunityeventintheirroleasaCouncilmember.Attheoutsetoftheevent, the
Councilmembershallclarifythattheircommentsaretheirownanddonotrepresentthatofthe
fullCouncil. 

5)  ItshallbeincumbentuponmembersoftheCommonCounciltobecomefamiliarwithpublic
recordsandpublicmeetingslaw, Chapter192, OregonRevisedStatutes. 

6)  TheMayorandCounciloftenreceiverequestsforaletterofsupportoroppositionona
particularissue.  Theserequestsshouldbeaddressedasfollows: 

6.1)  IftheMayororaCouncilorisbeingaskedtoprovidetheletterastheMayor,an
individualCouncilororsimplyasacitizen, theymaychoosetoforwardtherequesttotheother
Councilorsfortheirinputbeforesubmittingtheirresponseorprovidingtheletter; however, itis
notrequired. 

6.2)  IftherequestisaskingforapositionbytheentireCouncil, andthereissufficient
time,the le
AgendaReviewmeetingforreviewbyCouncilleadershipwhowillprovideaproposedresponse. 

TheproposedresponseletteristobebroughttothenextCouncilmeetingbytheCityManager
withanyobjectionsorcommentsfordiscussion.  Councilwillmakeamotiontoapprove/approve
withchanges/ornotapprovetheresponseletter. 

IftheletterisunanimouslyapprovedbytheCouncilaswrittenorasamended, it
issignedbytheMayoronbehalfoftheCouncil. 
IftheletterisapprovedbythemajorityoftheCouncilaswrittenoramended, but
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IfCouncilchoosesnottosubmitaresponseletter, aCouncilor (preferablythe
onereceivingtheoriginalrequest) willcontacttherequestortoletthemknowthe
Councildoesnotwishtotakeapositiononthematter.  Thiswouldnotpreclude
aCouncilorfromtakingapositionasanindividualCouncilororcitizen. 

6.3)  Ifthereisnotsufficienttimefortheprocessabove, theletterwillbebroughtdirectly
totheCouncilfordiscussionandactiononaresponse. 

6.4)  TheCouncilshallnottakeanypositiononquasi-judiciallandusematterswhichwill
beconsideredbythePlanningCommissionorCityCouncil. 

7) Councilmaychoosetoauthorizethepurchaseofflowersincircumstanceswherea
communitymemberora familyhasdied. 

a)Thecostoftheflowerswillhaveanottoexceedamountof $50andwillbe
sentonbehalfoftheMayorandCouncil. 

b)Inlieuofflowers, adonationcouldbemadeonbehalfoftheMayorand
Council, withanottoexceedamountof $50toanon-profitorganization
witha501 (c)(3)designation. 

SECTIONIX -COUNCILBOARDS, COMMISSIONS, COMMITTEESANDTASKFORCES

1)  EstablishingCityBoards, Commissions, CommitteesandTaskForces. 

1.1)  Springfield'sboards, commissions, committeesandtaskforcesprovidean
invaluableservicetotheCity.  Itisbecauseoftheirdetailedstudy, actionandrecommendations
thatmanysuccessfulcityprogramsexisttoday.  Effectivecitizenparticipationisaninvaluable
toolforlocalgovernment. 

1.2)  Boards, commissions, committeesandtaskforcesoriginatefromdifferentsources.   
SomeareestablishedbyStatestatute, Charterprovision, orordinance.  Othersareestablishedby
directionoftheCityCouncilortheMayor.  ItisCouncildiscretionastowhetherornotany
advisorybodyshouldbesetforthintheCodebyordinance. 

1.3)  Springfield'sboards, commissions, committees, andtaskforcesbringtogether
citizenviewpointswhichmightnototherwisebeheard.  Personsofwide-ranginginterestswho
wanttoparticipateinpublicservicebutnotcompeteforpublicofficemaychoosetobeinvolved
inadvisoryboards, commissions, committeesandtaskforcesinstead.  Thesebodiesalsoserveas
atraininggroundorsteppingstoneforqualifiedpersonswhoareinterestedinseekingelected
publicoffice.  
tohaveaninformedandinvolvedcitizenry.  

1.4)  AsSpringfieldboards, commissions, committeesandtaskforceshavebeenformed
andreformedthroughouttheyears, theadoptionofuniformrulesofprocedurehasbecome
necessarytoassuremaximumproductivity.  ThefollowingpoliciesgoverntheCity'sboards,  
commissions, committeesandtaskforces.  Someoftheseadvisorygroupsmayhavemore
specificguidelinessetforthbyordinance, resolution, by-lawsor, attimes, Statelaw. 

2)  StructuringBoards, Commissions, CommitteesandTaskForces

2.1)  Everyboard, commission, committeeortaskforce, whenitisformed, willhavea
specificstatementofpurposeandfunction, whichwillbere-examinedperiodicallybytheMayor
andCityCounciltodetermineitseffectiveness.  Thisstatementofpurposeismadeavailableto
allcitizensandwillbeincludedonapplicationmaterials. 
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2.2)  Unlessotherwiseprovidedbystatelaw, thesizeofeachboard, commission,  
committeeortaskforceisdeterminedbytheMayorforMayor'scommitteesandtaskforces
includingthosespecifiedbyCharter,andbytheCouncilforCouncilboards, commissionsand
committees. Thesizeisrelatedtoitsdutiesandresponsibilities.  Anotherdeterminationtobe
madepriortoformationisthecostimpactforstaffingaproposedboard, commission, committee
ortaskforce. 

2.3)   AtthefirstregularmeetinginJanuaryfollowingaNovembergeneralelection, the
MayorappointsCityCouncilorliaisonmemberstocertainCityboards, commissions, committees
andtaskforces.  TheCityCouncilorliaisonmemberisresponsibleforcoordinatingwiththe
respectiveliaisondesignatedbytheboard, commission, committee, ortaskforcetoestablisha
regularcommunicationchannelbetweentheCityCouncilandtherespectiveboard, commission,  
committeeortaskforce.  

2.4) AcompletelistofmembersoftheCity'svariousboards, commissions, committees
andtaskforcesisavailableintheCityManager'sOffice.  Itwillbeupdatedandpostedonthe

3)  AppointingBoard, Commission, CommitteeandTaskForceMembers: Definitions,     
NominationandAppointment. 

3.1)  CouncilSubcommittees-ThreeCouncilors:  Councilsubcommitteesappointedby
theMayor.  ConsistsofthreemembersoftheCouncilandmayincludeothercitizen
representation.  Judiciary

Finance
Legislative

3.2)  CouncilBoards, Commissions, Committee:  Boards, commissionsandcommittees
oftheCouncilorasrequiredbyFederalorStatelaw.  NominatedbytheMayororCouncil,  
appointedbytheCouncil. 

3.3)  Mayor'sCommittees/TaskForces:  Committeeortaskforcenominatedand
appointedbytheMayortocarryoutaparticularprojectortask.  TheMayormayrequestCouncil
toacceptasapermanentcommitteeatsuchtimedeemednecessaryordissolvethecommitteeor
taskforce.  Thetermwouldbeforthecompletionoftheparticularprojectortask. 

3.4)  IntergovernmentalCommittees:  Boards, commissionsandcommitteesformedasa
jointeffortofmorethanonegovernmentagency.  Manyofthesecommitteesarethrough
cooperativeagreement.  OthersarebyCouncilorstaffchoicetorepresenttheCityofSpringfield.   
NominatedbytheMayororCouncilandappointedbytheCouncil. 

3.5)  OtherAdHocCommittees/TaskForces:  TheCouncilmaynominateandappoint
certainadhoccommitteesortaskforcestocarryoutaparticularprojectortask.  Thetermwould
beforthecompletionoftheparticularprojectortask. 

3.6)  Council-OfficiallyRecognized-NeighborhoodGroups:  SpringfieldCode, Section
2.650, setsforthaproceduretobeusedforformationofneighborhoodgroupstobeofficially
recognizedbytheCityCouncil. 

3.7) Vacanciesofboards, commissions, committeesortaskforceswillbefilledas
needed. Noticeofvacancieswillbepublicizedaswidelyaspracticalthroughoutthecommunity
throughmeanssuchasmediareleases, websitepostings, andlocaladvertising.  Allpersons
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commissions, committeesortaskforcesshallsubmitanapplication, onaformprovided, tothe
CityManagerOfficepriortoformalconsiderationbytheCouncil.TheMayorandCouncilwill
holdformalinterviewsofapplicantsforpositionsontheBudgetCommittee, Planning
Commission, LaneRegionalAirProtectionAgencyandMetropolitanWastewaterManagement
Commission.  Arecommendationfromthesebodiesisnotnecessaryalthoughtheymayhavea
representativepresenttoparticipateintheinterviewprocess.  TheCityCouncilwillholdformal
interviewsforallotherpositions, unlessacandidateisreapplyingtoasecondconsecutivetermon
aparticularboard, commission,committeeortaskforce.  Inthatcase, theMayormaydecideitis

Councilforapproval. 

3.8)  TheMayorandCouncilwillholdformalinterviewsofapplicantsforpositionsonall
cityboards, commissionsandcommittees. 

Theprocessforappointmentsshallbeasfollows:   

a)TheMayorandCouncilwillmeetforinterviewsataworksession.The
councilisprovidedwithanagendaitemsummarypacketthatcontains
standardquestionstoaskcandidates.  Priortointerviews, additional
questionsmaybedevelopedbytheMayorandCouncilatthedirectionofthe
CouncilPresidentorMayor.   

b)Eachcandidatewillbeaskedthesamesetofquestionsduringtheinterview, 
howeverquestionsmayalsobeaskedtofollowuponaninterviewquestion
ortoclarifyinformationintheapplication.   

c)Followingtheinterviews, theCouncilwilldiscussthecandidatesandattempt
toarriveatanappointmentbyconsensus.  Ifmultiplevacanciesexist, the
appointmentswillbemadeoneatatimeandthevacancywiththelongest
outstandingtermshallbeappointedfirst. 

d)Theappointmentwillberatifiedatthefollowingregularmeeting. 

e)Citystaffwillcallthecandidateswiththeoutcomeoftheappointment. 
Follow-uplettersofappointmentandthankyouwillbesentwiththeMayor's
signature. 

3.9)  UnlessappointeesarerepresentativesofotherrequestedSpringfieldpublicagencies,  
orotherwisenotedinbylawsforspecificexpertiseorresidencyrequirements, allpersons
appointedshallberesidentsorpropertyownerswithinSpringfield.  Allappointeesmustalsobe
registeredvoters,withtheexceptionofstudentappointees. 

3.10)  Whenpossible, theCouncilwillnotappointpeoplecurrentlyservingonanother
governingbodytothePlanningCommissionorBudgetCommittee. 

3.11)  WhenappointingpeopletoanyoftheotherCityboards, commissionsor
committees, theCouncilshalltakeintoaccountwhetherthatpersonisbeingreappointedfora
subsequentterm, iscurrentlyservingonanothergoverningbodyorcurrentlyappointedtoanother
cityboard, commissionorcommittee. 

3.12)  Whenpossible, theCouncilwillappointpeopletoserveononeCityboard,  
commissionorcommitteeonly. 
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3.13)  UnlessotherwiseprovidedbylaworCouncilapprovedbylaws, citizenpositions
onboards, commissions, committeesortaskforcesshallbeforfour-year, overlappingtermsof
officewithnoindividualallowedtobeappointedtomorethantwoconsecutivefullterms.  If
someoneisappointedtofillapartialterm, thattermwillnotbeconsideredafulltermasitapplies
tothissectionandtheywillbeeligibletoservetwoadditionalfullterms.Onemayre-applyafter
beingoffaboard, commission, committeeortaskforceforoneyear. 

3.14)  Thereshallbenodesignationorappointmentofalternatevotingmembers.  

3.15)  Newlyappointedmemberswillreceiveabriefingregardingtheirdutiesand
responsibilitiesasmembersofthebodyandareviewofOregonpublicofficialethicslawsbythe
staffliaison.  Theboard, commission, committeeortaskforcechairpersonmayattendaswell. 

4)  DissolvingBoards, Commissions, CommitteesandTaskForces

4.1)  Unlessotherwiseprovidedbylaw, theappointingauthoritymaydissolveanyboard,  
commission, committeeortaskforcethat, intheiropinion, hascompleteditsworkingfunction. 

5)  Board, Commission, CommitteeandTaskForceOperatingPolicies

5.1)  Thesepoliciesshallsupersedecontraryprovisionsofanypreviousresolutionsor
adoptingby-lawsofthevariousboards, commissions, committeesortaskforcesandshallbe
controllingpoliciesforanysubsequentlyadoptedboard, commission, committee, ortaskforce
operationaldocumentsuntilsuchtimeasexpresslyrepealed, modified, oroverruled. 

5.2)  Allmeetingsofboards, commissions, committeesandtaskforcesthatareformedto
makearecommendationtotheCouncilaresubjecttopublicmeetingslawsoftheStateof
Oregon. 

5.3)  Unlessotherwiseprovidedbylaw, thenumberofmeetingsrelatedtobusinessneeds
oftheboard, commission, committeeortaskforcemaybesetbytheindividualbody.  Noticesof
allmeetings, includingdate, time, placeandprincipalsubjectstobediscussedwillbepublished
inaccordancewiththepublicmeetingslawsoftheStateofOregon. 

5.4)  Forthoseboards, commissions, committeesortaskforceshavingbylaws, allby- 
lawsandamendmentswillbeapprovedbytheMayorand/orCouncil. 

5.5)  Thechairpersonorstaffliaison (ifassigned) willberesponsiblefortheagendaofall
meetingsofboards, commissions, committeesandtaskforces.  Theywillalsoassurethatminutes
arekeptofallmeetingsinaccordancewiththepublicmeetingslawsoftheStateofOregon. 

5.6)  Allappointeesserveatthepleasureoftheappointingauthority.  Apositionshallbe
vacatedbytheCouncilwhentheappointeehastwoormoreconsecutiveunexcusedabsences
fromtheboard, commissionorcommitteemeetingsinanytwelveconsecutivemonthperiod.The
Chair,inconsultationwithCityStaff, mayalsorecommendtocouncilleadershipamemberbe
removedfromthecommitteeifamemberisfoundnottomeetthecommitteeadoptedCodeof
ConductorGuidelines. 

5.7)  Aquorumforconductingbusinessisasimplemajorityofthemembershipofthe
board, commission,committeeortaskforce. 

5.8)  Allmembersofadvisorybodiesshouldbeawareoftheneedtoavoidanyinstance
ofconflictofinterest.  Noindividualshoulduseanofficialpositiontogainapersonaladvantage.   
Additionally, certainpublicofficialsarerequiredtofile "StatementsofEconomicInterest" with
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theOregonGovernmentEthicsCommissionbyApril15annually (ORSChapter244).  In
Springfield, thiscurrentlyappliestothefollowing:   

MayorandCityCouncil
PlanningCommission
SpringfieldCommunityDevelopmentBoard

Others: 
SpringfieldUtilityBoard
MunicipalJudges
CityManager

FurtherinformationaboutfilingrequirementsmaybeobtainedthroughtheCityRecorder. 

5.9)  UnlessspecificallydirectedbytheCityCounciltostatetheCity'sofficialposition
onfederal, stateorcountylegislativematters, nolobbyingbeforeotherelectedbodiesor
subcommitteesthereofwillbeundertakenbymembersofboards, commissions, committeesor
taskforces. Anindividualmemberisfreetovoiceapositiononanissueaslongasitismade
clearthathe/sheisnotspeakingasarepresentativeoftheCityofSpringfieldorasamemberof
his/herboard, commission, committeeortaskforce. Violationofthisprovisionmaybecausefor
removalfromtheboard, commission, committeeortaskforce. 

6)  CommunicatingwiththeMayorandCouncil

6.1)  Eachyear, eachboard, commission, committeeortaskforceshalldesignateone
membertoserveasliaisonwiththeCityCouncil.  Theboardmemberliaisonshallcoordinate
withtheCityCouncilorliaisontoestablishregularcommunicationregardingupcomingCity
CouncilmeetingagendaitemsandofCouncildecisionsthatareofinteresttotheseadvisory
bodies.   

6.2)  Boardmemberliaisons, particularly, andmembersofadvisorybodies, ingeneral,  
areencouragedtoattendCityCouncilmeetingstokeepabreastofCouncilactions.  Board
memberliaisonsareresponsibleforattendingCouncilmeetingswheninputfromtherespective
board, commission, committeeortaskforceisrequested.  Suchmeetingattendancewillbe
coordinatedbytheCityCouncilorliaison. 

6.3)  TheMayorandCityCouncilwilltransmitreferralsforinformationoraction
throughtheCityCouncilliaisonmemberresponsibleforthatparticularboard, commission,  
committeeortaskforce.  Boards, commissions, committeesandtaskforcestransmitfindings,  
reports, etc., totheMayorandCityCouncilthroughtheirboardmemberliaison.  Such
transmittalsofinformationshallbecoordinatedbetweentheCityCouncilorliaisonandtheboard
memberliaison. 

6.4)  TheboardmemberliaisonfortheArtsCommission, HistoricCommission, Library
Board, andSpringfieldPoliceAdvisoryCommitteeshallberesponsibleforschedulingajoint
meetingoftherespectiveboardandtheCityCouncileverytwoyears. 

6.5)  Boards, commissions, committeesandtaskforcesthatdonothaveCityCouncilor
liaisonmemberswilltransmitfindings, reports, etc. totheMayorandCityCouncilthroughthe
CityManager'sOfficeasneeded.  Theseadvisoryboards, commissions, committeesandtask
forceswillbeinformedofCityCouncilactionsthatareofinteresttothemthroughtheCity
Manager'sOffice. 
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6.6)  WhiletheCitystaff'sroleisoneofassistingtheboards, commissions, committees
ortaskforces, Citystaffmembersarenotemployeesofthatbody.  Citystaffmembersare
directlyresponsibletotheirdepartmentdirectorandtheCityManager.   

6.7)  Boards, commissions, committeesandtaskforceswillchannelanybudgetrequestto
theCityCouncilthroughtheCityManagerconsistentwiththeyearlybudgetpreparation
calendar.  Boards, commissionsandcommitteeswillreceivecopiesoftheCityofSpringfield's
approvedoperatingbudgeteachyearuponrequest. 

6.8)  Boards, commissions, committeesandtaskforcesshallprovidetheirmeeting
minutestotheMayorandCityCouncil. 

SECTIONX -AMENDMENTSANDADDITIONSTOOPERATINGPROCEDURESAND
POLICIES

1)  Unlessotherwisesupersededbylaw, anypartoftheseoperatingproceduresandpoliciesmay
betemporarilysuspendedbyatwo-thirdsvoteofthosemembersoftheCouncilpresentand
voting. 

2)  Theseoperatingproceduresandpoliciesmaybepermanentlyamendedatanymeetingat
whichpriornoticeoftheproposedchangewasprovidedtoeachmemberoftheCouncil.  Atwo- 
thirdsvoteofthosemembersoftheCouncilpresentandvotingisneededtoeffectanamendment
oranadditiontotheseoperatingproceduresandpolicies. 

AdoptedbytheCommonCouncilonOctober19, 2020. 

CouncilPresidentfunctioningasMayorin
accordanceofSection17oftheSpringfield
Charter

ATTEST: 

CityRecorder
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