
 

V. Sample Rules of Procedure 

Sample rules of procedure from a fictional government body follows. Refer to your city or 
village charter and codes to clarify what discussion, topics, etc. are allowed before your boards 
and commissions. 

City and village councils should adopt rules of procedure designed to expedite business and 
provide fair and open deliberation.  Rules of procedure describe the processes for councils, 
clerks, city administrators and citizens to bring matters before the council. 

The Sample Rules of Procedure that follow contain suggestions for items that may be 
included in your city or village’s rules of procedure.  However, you may have rules that are at 
variance with those suggested.  Your governing document, whether a charter or the General Law 
Village Act, should be the basis for your municipality’s rules of order.  These rules may cover 
preparation of agendas, the order of business, methods for processing communications, 
conducting appeals and hearings, and the length of discussion and conduct in the council 
chambers. 
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2. Meetings  
• Regular Meetings  
• Special Meetings  
• Place of Meeting  
• Time of Meeting  
• Changes in Schedule  
• Public Notice of Meetings 

3. Quorum 

4. Agenda  
• Agenda Items  
• Previous Meeting Minutes  
• Proclamations 

5. Conduct of Meeting  
• Presiding Officer  
• Members of the Public 

6. Appointments 

7. Rules of Order 

8. Record of Meetings  
• Recording Responsibility  
• Recording of Discussion 

9. Voting Duty 

10. Roll Call Votes  

11. Expenses 
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1. Authority 
These rules are adopted by resolution of Green Valley City Council under the authority of the 

city charter (Section 2.4). These rules are superseded by the city charter, city code, and laws of 
the State of Michigan. 

2.  Meetings 
Regular Meetings. The regular meetings of the council will be on the first Wednesday of 

each month, unless that day is a holiday or holiday eve (or Election Day). Before the end of the 
year, the council will approve by resolution the regular meeting schedule for the following 
calendar year, including exceptions to the first Wednesday meeting. 

Special Meetings. Special meetings of the council will be called by the city clerk upon the 
written request of the mayor, city manager, or any two (2) members of the council or by a 
majority vote of the council. Notice of special meetings will be delivered personally or left at the 
councilmember’s usual place of residence by the city clerk or designee at least 18 hours prior to 
the special meeting. The notice will contain the time, place and purpose of the meeting.   

In accordance with the Open Meetings Act, a special meeting notice must be posted at 
city/village hall 18 hours prior to the meeting, and shall contain the date, time and place of 
the special meeting. 

Note that the OMA does not require the purpose of the meeting to be listed on the notice 
of a special meeting.  A provision requiring this is enacted at the discretion of the public 
body. 

Place of Meeting. All regular and special meetings of the council will be held in the council 
chambers in the municipal building. The city clerk may change the meeting to a larger room, if 
needed. A notice of the change will be prominently posted on the door of the regular meeting 
place and will be published in the newspaper if time permits. 

Time of Meeting. All regular council meetings will begin at 7:30 p.m., unless the council, by 
majority vote, sets a different starting time. Special meetings may be scheduled for other times. 
Meetings must be scheduled at a time when the public can attend. 

Changes in Schedule. Changes in the regular meeting schedule may be made with the 
approval of a majority of members in session and will be published if time permits.   

Public Notice of Meetings. The city clerk will post a notice of the regular meeting schedule 
for the next calendar year at the city hall, and publish the notice in the newspaper prior to the 
beginning of each calendar year. The notice will indicate the dates, times and places of the 
scheduled regular meetings. 

3.  Quorum 
Four-fifths of the councilmembers shall constitute a quorum for the transaction of business at 

all meetings. Note: This number will be set by the charter in home rule cities and home rule 
villages, and by the General Law Village Act in general law villages. 

4.  Agenda 
Agenda Items. Agenda items will be given to the city clerk by noon on the Friday preceding 

the regular council meeting. The city clerk will prepare and deliver to the councilmembers the 
agenda with supporting material and explanations as soon as possible after setting the agenda. 
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The agenda may be changed at the regular meeting by a majority vote. A special meeting agenda 
will consist only of the matter(s) stated in the notice of the meeting. The order of business at 
regular meetings will be as follows. 

1. Call to Order 

2. Roll Call 

3. Approval of regular and/or special minutes of the last meeting 

4. Approval of Agenda 

5. Public Comments - Agenda Items 

6. Petitions and Communications 

7. Consent Agenda 

8. Introduction and Adoption of Ordinances and Resolutions; Public Hearings 

9. Reports of Officers, Boards and Committees; Routine Monthly Reports from 
Departments 

10. Unfinished Business  
a.  
b.  

11. New Business  
a.  
b.  

12. Miscellaneous 

13. Public Comments - General 

14. Closed Session (if required, for situations that meet the circumstances specified in the 
Michigan Open Meetings Act). 

15. Return to Open Session 

16. Adjournment 

Previous Meeting Minutes. The minutes of the previous meeting(s) will be distributed to the 
council with the next meeting’s agenda and will not be read at the meeting. 

Proclamations. Proclamations will be included in the agenda under “Petitions and 
Communications” and may be brought before the council by any member. 

5. Conduct of Meeting 
Presiding Officer. The mayor will preside at all meetings of the council. In the absence of the 

mayor, the mayor pro tem will preside. In the absence of both the mayor and mayor pro tem, the 
councilmember who has served the longest will preside. 

Members of the Public. Members of the public will speak only when recognized by the 
chair. Members of the public will be limited to speaking during the “Public Comment - Agenda 
Items” time and during the “Public Comment – General” time. During the “Agenda Items” time, 
each speaker will be limited to three (3) minutes and to items on the agenda; during the 
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“General” time, each speaker will be limited to five (5) minutes and to topics not listed on the 
agenda or acted upon at the meeting. Prior to addressing the council, members of the public are 
requested to identify themselves with their name and address – this time is not included in the 
three (3) or five (5) minute limit. 

6.  Appointments 
No member of the council will serve on any committee, commission or board of the city of 

Green Valley except the Retirement System Board of Trustees, unless membership is required by 
statute or city charter. 

7. Rules of Order 
The current edition of Robert’s Rules of Order Newly Revised is adopted and made part of 

these Rules of Order and Procedure except as modified by the charter and city code or by these 
rules. 

8. Record of Meetings 
Recording Responsibility. The city clerk will be responsible for maintaining the official 

record and minutes of each meeting of the council. The minutes will include all actions of the 
council with respect to motions, including the name of the maker of the motion. If the vote is by 
roll call, the minutes will show who voted “Aye” or “No” or abstained and the reason for the 
abstention along with the permission of the council for abstaining. The city clerk will also 
maintain in city hall a file of each resolution and ordinance passed by the council. 

Recording of Discussion. The clerk will NOT be responsible for maintaining a written record 
or summary of the discussion or comments of the council or members of the public made at 
council meetings, unless directed to do so by the council. 

9. Voting Duty 
Whenever a question is called by the chair, every member present will vote. No member will 

abstain from voting unless that member states his or her conflict of interest. Conflict of interest 
will be the only reason for a request to abstain from voting. The council will by majority vote of 
the remaining members determine, if the member will be allowed to abstain. 

10.  Roll Call Votes 
Roll call votes will be taken on all matters authorizing expenditure of money or when 

requested by a member of the council or when required by law. 

11.  Expenses 
Necessary and reasonable expenses incurred when working for or representing the city at state 

or out-of-town meetings approved by the council will be paid to the mayor and council, provided 
that a detailed expense report with receipts, when available, is submitted at the end of each 
month and approved by the council. Mileage on city business will be reimbursed at the current 
IRS standard business mileage rate.  
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