
An agenda was not provided to the Clerk’s office prior to 
the mee�ng. The ordinance states that the agenda is only 
required to be shared with the Liaison and Board 
members 48 hours prior to the regularly scheduled 
mee�ng.
§ 3.05.005 ORGANIZATION AND PROCEDURES.

A. At the first regular mee�ng each year following June 30, the Board shall elect a Chair, Vice Chair and a
Secretary. The Secretary need not be a member of the Board. The name and contact informa�on for
each officer shall be immediately forwarded to the Town Clerk. Any subsequent change in officers shall
also be forwarded to the Town Clerk.

B. The Board shall set a date (Ex: 2nd Thursday of each month), �me and place to conduct its regular
mee�ng. The schedule of regular mee�ngs for the Board shall be maintained in the Office of Town Clerk.

C. The Board shall hold a minimum of 4 scheduled mee�ngs per year. Special mee�ngs may be called by
Chair, the Manager, or 2 members of the Board. All mee�ngs of the Board shall be conducted in a public,
accessible place. All mee�ngs shall be open to the public, shall be conducted under the rules of order
established by Council, and shall be in accordance with state laws, in par�cular, the Open Mee�ngs Law.
A writen agenda shall be prepared and distributed to all Board members and the Liaison at least 48
hours prior to all mee�ngs. Copies of the agenda shall be available to the public at all mee�ngs. A
writen record of minutes of each mee�ng shall be kept by the Secretary or, in their absentee, a
designated person and shall include informa�on on atendance, findings, recommenda�ons, and ac�ons
taken by the Board. A dra� copy of the minutes shall be provided to the Town Clerk within 10 business
days of the mee�ng. At the next regular mee�ng of the Board, the dra� minutes shall be presented to
the Board for official acceptance. Within 10 days of adop�on by the Board, a signed copy of the minutes
shall be provided to the Town Clerk for reten�on. In accordance with applicable law, minutes of Board
mee�ngs are public record. Board minutes shall be posted on the Town’s web page in a manner
consistent with the process of pos�ng Town Council minutes.

D. A quorum, comprised of more than half the current membership, shall be present at the mee�ng to
take any official ac�on required or authorized by this subchapter. Only appointed Board members are
eligible to vote. The Chair is eligible to vote on all maters.

E. The Board may adopt by-laws, rules, and other procedures not inconsistent with the town's
ordinances and laws of North Carolina, with approval by the Town Manager.

F. Pursuant to G.S. § 160D-109, members of appointed boards providing advice to the Town Council shall
not vote on recommenda�ons regarding any zoning map or text amendment where the outcome of the
mater being considered is reasonably likely to have a direct, substan�al, and readily iden�fiable financial
impact on the member.

G. Any official recommenda�on, arising out of the Board, shall be submited in wri�ng to the Town
Council through the Board’s liaison or the Town Manager.



Amended 06/16/2022 


