Meeting
Requirements

1. Agenda Posting
(Regular Meeting)

MATRIX OF PUBLIC MEETING REQUIREMENTS

City Council

10 days; exceptions
may be requested
from Rules if within

7 days in advance;

Council
Committees

5 days for Rules

Decision-
Making Bodies
(Quasi-Judicial)

7 days** )
amended agendas
allowed if within

Boards,
Committees
Commissions

7 days

Other Advisory
Entities

3 days

Staff Reports

Anytime; Substantive
Changes: Exceptions
may be requested
from Rules, or City
Council if posted
Thursday prior to
meeting

Substantive Changes
prior to 4 days:
Committee may hear
the item or defer it; but
action should be
deferred

presented at the
Evidentiary Hearing

Anytime;
Substantive
Changes prior to 4
days: May hear the
item or defer it; but
action should be
deferred

Brown Act; amended Brown Act
agendas allowed if
within Brown Act
2. Staff Reports 10 days; exceptions 7 days in advance; 7 days 7 days No posting
may be requested 5 days for Rules; requirement
from Rules or City exceptions may be
Council if within requested from the
Brown Act Committee
3. Cost Benefit Info Memo 28 days; 7 days in advance; NA 7 days NA
of Public Subsidy Staff Reports 10 days 5 days for Rules
($1M or More)
4. Supplemental Informational Informational Anytime; When necessary, Informational No posting

requirement

5. Memos from
Member(s) of the Body

More than 1 signature
72 hours

Single signatures
anytime but
encouraged to be 2 72
hours

More than 1 signature
72 hours

Single signatures
anytime but
encouraged to be 2 72
hours

NA

More than 1

signature 72 hours -

Single signatures
anytime but
encouraged to be 2
72 hours

No distribution
deadline

6. Agenda Posting
(Special Meeting,
including Study
Session)

4 days, unless 2/3 of
the members
determine that an
issue must be
resolved in less than 4
days, then no less
than 24 hours

4 days, unless 2/3 of
the members determine
that an issue must be
resolved in less than 4
days, then no less than
24 hours

4 days, unless 2/3
of the members
determine that an
issue must be
resolved in less
than 4 days, then no
less than 24 hours

4 days, unless 2/3 of
the members
determine that an
issue must be
resolved in less
than 4 days, then no
less than 24 hours

24 hours

7. Recording

Video record and
maintain for at least 2
years*

Video record and
maintain for at least 2
years

Video record
Planning
Commission; audio
record all others

Audio record and
maintain for at least
2 years

May audio record
but not required

8. Public Testimony

At Chair’s discretion;
May set reasonable
limits

At Chair’s discretion;
May set reasonable
limits

At Chair's
discretion; May set
reasonable limits

At Chair's
discretion; May set
reasonable limits

At Chair's

discretion; May set
reasonabile limits

9. Minutes

Synopsis posted by
next meeting;
Action Minutes as
soon as possible

Action Minutes posted
5 days before meeting
at which Council will
hear Committee's
report; if not posted in
time, report will be
deferred

Action Minutes;
Post within 10 days
of holding meeting

Action Minutes;
Post within 10 days
of holding meeting

No requirement

*Except if Council Meeting is called to order for the sole purpose of either convening or reporting out on the results of a closed

session.

**Not required to specify “Recommended Action” on agendas or list all documents for each item.
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