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1. [bookmark: _heading=h.gis5ss8jwica]Purpose and Scope

1.1 [bookmark: _heading=h.ec55jfusxc4m]Purpose

This Chairperson Procedure (this “Procedure”) of Community Board 12-Manhattan (“CB12M” or the “Board”) establishes the playbook by which the Chairperson of the Board (the “Chair”) shall carry out their responsibilities. Pursuant to the Board’s By-laws (the “By-laws”), each Chair is elected by the Board for a term of one year, for a maximum of three consecutive terms. Each such term spans from January to December of each calendar year. The purpose of this Procedure is to provide a summary of each responsibility established by the By-laws, the procedural steps for each responsibility, and other relevant details regarding the responsibility.

1.2 [bookmark: _heading=h.ng246mdoesos]Scope

The scope of this Procedure is limited to the role and responsibilities of the Chair. However, the Chair’s role is expansive compared to all other roles assigned to or elected for the appointed members. As such, this Procedure will discuss all the other roles as they relate to the responsibilities of the Chair.

2. [bookmark: _heading=h.1fn7wjk0wmcv]Requirements

This Procedure sets forth the standards by which the Chair shall carry out their duties. For reference, the By-laws require the Chair to:[footnoteRef:0] [0:  See Section 7.2 of the By-laws.] 


· Serve as chief executive officer of the Board, to administer its affairs as Chairperson of the Executive Committee, to perform all necessary functions according to these By-laws and the decisions duly made by the Board, and to enforce these By-laws. 
· Perform all duties as prescribed in the City Charter and any other duties prescribed under the law. 
· Represent the Board and to be its sole spokesperson in all communications with government agencies, the news media, and the public at large, except as the Chairperson shall specifically authorize or as otherwise provided in these By-laws. 
· Countersign all resolutions and financial documents of whatever nature going out from the Board, in a timely fashion, except as otherwise provided in these By-laws and as the Chairperson may specifically authorize, and to forward copies of all communications with government agencies to the office of the Borough President. 
· Preside at regular and special meetings of the Board, and to conduct all meetings according to Robert’s Rules of Order except as otherwise provided in these By-laws. 
· Authenticate all acts, order and proceedings of the Board. 
· Inform the Board members of calendars and notices of meetings received from City agencies required to refer matters to the community Board pursuant to the City Charter. 
· Attend any meetings required by the Mayor or the Borough President pursuant to the City Charter or to designate their representative to attend. 
· Prepare and deliver the Chairperson’s Report at each regular meeting of the Board, including communications to and from the office of the Borough President and other governmental agencies.
· Appoint a recording secretary for meetings of the Board in the absence of the Secretary and the Assistant Secretary.
· Appoint or remove Committee Chairpersons, with the exception of those members who are ineligible due to term limits. See also Section 6.2.3 of these By-laws.
· Appoint or remove all members of all committees of the Board, in consultation with Committee Chairpersons, in accordance with Article 11 of these By-laws, and to be an ex-officio member of all committees of the Board, except the Nominating Committee. The Chairperson shall not appoint themselves to chair a standing committee or task force.
· Appoint liaison officers, with the approval of the Executive Committee, when the Board deems such action appropriate to coordinate with the Board the activities of any other body in Community District 12 at the request of such body.
· Be a member of the District Service Cabinet, or to designate their representative to attend its meetings.
· Represent the Board as a member of the Manhattan Borough Board, and to report its deliberations and actions to the Community Board. 
· Keep the First Vice-Chairperson and Second Vice-Chairperson apprised of all information, order, directives and other matters coming to the attention of the Chairperson. 






3. [bookmark: _heading=h.tschvysfv4eg]Roles and Responsibilities

	Role
	Responsibility

	Community Board 12-Manhattan (the “Board”)
	The Board is responsible for electing the Chair annually in December and overseeing the work of the Chair. The Board may remove the Chair in accordance with the By-laws.

	Executive Committee
	The Executive Committee is responsible for reviewing and approving this Procedure at least annually.

	Chair (or Chairperson)
	The Chair is responsible for carrying out their duties as described in Section 2 and using the steps set forth in this Procedure.

	First Vice-Chairperson (or First Vice Chair)
	The First Vice Chair is responsible for acceding to the role of Chair in the event of a vacancy.

	Office Staff
	The Office Staff, including the District Manager, is responsible for providing the Chair with any information necessary for the Chair to carry out their duties in a timely manner.




4. [bookmark: _heading=h.wshp0vxch5qs]Procedure of By-laws Responsibilities

As follows, the Chair shall carry out the following responsibilities as prescribed by the By-laws in the manner prescribed herein.

4.1 [bookmark: _heading=h.izek4hvw7284]Chief Executive of the Board

Serve as chief executive officer of the Board, to administer its affairs as Chairperson of the Executive Committee, to perform all necessary functions according to these By-laws and the decisions duly made by the Board, and to enforce these By-laws. 

(a) Serve as Chief Executive Officer of the Board

The Chair is the executive leader of the Board, serving to ensure that it fulfills its purpose to the community at all times. Broadly, this responsibility requires the Chair to take consistent action in the community’s benefit, remaining vigilant of changes in the community to ensure the Board remains a positive force, and exercising discretion such that the Board never cedes to deliver to the community at-large.

By serving as the Board’s executive leader, the Chair operates as a check on the Board continuity. The Chair must act beyond their prescribed mandates from the By-laws, including by working closely with the Manhattan Borough President’s Office (“MBPO”) to fill vacancies in a timely manner, organizing the Office Staff to satisfactorily perform their responsibilities, supervise the work of the other Board officers, and convey all concerns with any of these functions at any given time. 

Beyond those responsibilities detailed in the By-laws, the Chair also orchestrates the composition of bodies throughout the Board to ensure the Board’s overall conduct meets expectations. This work includes assigning members to committees, appointing public members, and providing resources such as Office Staff assignments, venues, and technology to the committees for their ongoing work.

The Chair reports to the community. The Chair updates the MBPO, the Borough Board, and other relevant groups on the work of the Board. The Chair interfaces the community as the head of the Board. The Chair has a fiduciary responsibility to the Board and the community district. In performing this role, the Chair must leverage their utility, skills, and circumspection to ensure that Board remains in harmony with the objectives of the community, the expectations of its members, and the purpose established for it by the City Charter.


(b) Administer the Affairs of the Board

The Chair must allocate sufficient time to administrative responsibilities. The Office Staff is hired to manage day-to-day operations of the Board, including intaking complaints, handling intra-agency communications, and processing Board resolutions. 

For the Board to remain an effective conduit between the community and the government, however, the Chair is responsible for ensuring that the Office Staff acts objectively and aligned with the community’s interests. The Chair is responsible for the supervision of the District Manager and ensuring the Office staff is resourced and supported. In fulfilling the duties of supervision, Chair should be acquainted with MBPO HR, DCAS and other city agencies and resources that support the staff problem solving.  In so doing, the Chair must determine appropriate next steps, including recommending to the Board any changes to Office Staff composition or responsibilities. Importantly, the Chair must employ tact as the executive leader. This may mean the Chair makes recommendations on Office responsibilities and may lend support from board members or volunteers to help the Office achieve it’s missions. The Board’s work is iterative and requires evolving decision-making to remain sufficient.

Administratively, the Chair must be present. While the Chair is like all appointed members and is not paid, the Chair must oversee the Board Office such that it is not deviating from the Board’s decision-making. The Board Office does not speak for the Board beyond what the Board approves or allows. The Chair must take control when the Board is asynchronous with the Office Staff and repair such dislocation promptly.

(c)  Perform All Functions Required by the Board

The Board may require additional actions of the Chair either by amendment to the By-laws or by resolution. Importantly, this Procedure sets forth the requirements of the current By-laws. However, should the Board adopt amended By-laws that expounds new responsibilities for the Chair, the Chair shall perform those additional responsibilities. The Board may also decide to require new actions of the Chair through resolution. An example includes the Board adopting a resolution permitting some form of hybrid mechanisms for meetings, whereby the Chair must ensure the requirements of the resolution are met through technology and software.

(d) Enforce the By-laws

The Board retains the power to amend or restate its By-laws at any time. As the executive leader, the Chair is responsible for ensuring the Board, the Office Staff, and all other relevant parties adhere to the By-laws. The Chair may do so by impressing upon the responsibility of adherence to all relevant parties; the Chair also carries out this responsibility by supervising and remaining engaged with other Board officers whose primary responsibility is adherence to certain aspects of the By-laws (e.g., the Secretary is responsible for ensuring Board members do not violate their attendance mandate from the By-laws).

4.2 [bookmark: _heading=h.f2r8d7ou22jg]Performing Charter Duties

Perform all duties as prescribed in the City Charter and any other duties prescribed under the law.

(a) City Charter

The City Charter establishes the government of the City of New York, and through it, requires the formation of the community boards. Chapter 70 of the City Charter sets forth minimum requirements for each community board. 

(i) Title

The City Charter requires the Chair only to use the title Chair or Chairperson. As follows, the Chair may not refer to themselves as any other title.

(ii) District Service Cabinet

The City Charter requires the Chair to be an active member of the District Service Cabinet. As follows, the Chair shall attend all meetings and events of the District Service Cabinet in their capacity as Chair and represent the Board in that regard. Of note, the City Charter permits the Chair to send a representative on their behalf to the District Service Cabinet.

(b) Other Law

From time to time, applicable state or local law may require the Chair to take additional action. The express nature of these additional requirements or actions will vary. For example, the New York State Open Meetings Law requires community boards to comport with standards regarding the public availability of meetings and records, the hybrid option of meetings, and quorum requirements. Accordingly, the Chair shall carry out actions, directly or indirectly, to ensure that the Board is compliant with this law.

The Chair shall coordinate with the Legal Department of the MBPO when new laws are enacted that impact the Board’s work. When in doubt about appropriately carrying out specific legal requirements, the Chair shall seek the counsel of the Legal Department of the MBPO. 

4.3 [bookmark: _heading=h.3zypgfcx5zxi]Spokesperson

Represent the Board and to be its sole spokesperson in all communications with government agencies, the news media, and the public at large, except as the Chairperson shall specifically authorize or as otherwise provided in these By-laws. 

(a) Government Agencies

In communicating with government agencies, the Chair shall represent themselves as the sole spokesperson of the Board. The Chair may speak on behalf of the Board, so long as the Board has authorized the Chair to do so if there is an act of consequence connected to the communication. The Chair may delegate the responsibility of speaking on their behalf, and thereby the Board’s behalf, to the Office Staff, a Committee Chairperson, or any other appointed Board member. However, the Chair retains the right to rescind such authorization at any time. 

Ongoing authorization includes the Licensing Committee’s chairperson representing the interests of the Board before the State Liquor Authority. This grant is authorized through the Chair’s appointment of the Committee Chairperson role (see Section 4.11 on the Chair’s appointment of Committee Chairpersons). As described in the Guide for Committee Chairs and Vice-Chairs, such individuals shall remain in close coordination with agency spokespersons, but in no event should claim to represent the interests of the entire Board without input and authorization of the Chair.
	
Thus, no person, appointed member or Office Staff member, may represent themselves as speaking on behalf of the Board without an express authorization from the Board or holding the position of the Chair when speaking to a government agency.

(b) News Media

The Chair may comment on Board actions to the media. The Chair must exercise caution and diplomacy when speaking to the press on behalf of the Board. At no time may the Chair’s comments deviate from the actions and will of the Board. Specifically, the Chair should only comment as far as the Board’s resolutions and acts describe. The Chair may not insert their personal opinions when speaking on behalf of the Board to the news media.

The Chair may also represent the Board when advertising the work of the Board for engagement. Should the Board be asked by the news for a spotlight of the Board, the Chair shall either themselves represent the Board in such spotlight, interview, or other promotion, or expressly assign another appointed Board member in their place.

(c) Public At-Large

The Chair may represent the Board to the public at-large. This capacity occurs at public events, such as street fairs, speaking engagements, and other conventions, or during events held by the Board, such as “Meet the Board” events, meetings of the Board, or similar settings. When speaking events, interviews, or other conversations require the Chair to offer a personal viewpoint, the Chair shall state explicitly a statement of distinction (i.e., state for the record that the viewpoint of the Chair is not the viewpoint of the Board).

4.4 [bookmark: _heading=h.lajdv1h9ksnu]Countersign

Countersign all resolutions and financial documents of whatever nature going out from the Board, in a timely fashion, except as otherwise provided in these By-laws and as the Chairperson may specifically authorize, and to forward copies of all communications with government agencies to the office of the Borough President.

(a) Execution

Promptly, but no later than seven (7) business days of any Board action (unless the specific action requires execution sooner due to time sensitivity), the Chair shall sign all related correspondence or documents indicated the will of the Board. These include resolutions, financial documents, checks, letters, memoranda, or any related documents resulting from a Board vote in the affirmative pursuant to the By-laws. 

The Chair may not delegate this authority, unless the Chair is incapacitated or cannot meet this standard, in which case, the Chair may expressly and temporarily authorize the Vice-Chairperson to step into the role as temporary Chair pursuant to the By-laws to countersign such documents.

The Chair shall ensure the Office Staff transmits executed documents promptly, but in no event later than two (2) business days (or sooner as time sensitivity requires) to the appropriate representative of the agency or group, and require the Office Staff to follow up on matters regarding such transmitted documents from time to time, especially where such agency or group (i) does not acknowledge receipt or (ii) fails to provide updates related to the requested action or resolution of the Board.

(b)  Transmission

The Chair shall themselves (or otherwise direct the Office Staff to) forward a copy of any countersigned documents to the MBPO within two (2) business days following the execution and transmission to the agency or group.

4.5 [bookmark: _heading=h.3w18mcjqic2u]Preside at Meetings

Preside at regular and special meetings of the Board, and to conduct all meetings according to Robert’s Rules of Order except as otherwise provided in these By-laws. 

(a) Executive Committee

The Chair shall preside at any regular meeting of the Executive Committee. Each such meeting presently occurs on the third Monday of each month except for July and August. 

(i) Agenda

The Chair shall establish the agenda for each meeting of the Executive Committee. The agenda shall contain all relevant discussion items for the Executive Committee, including recurring items like the District Manager’s Report and the Treasurer’s Report, as well as items requiring the vote and approval of the Executive Committee. 

Of note, should a committee responsible for a time sensitive item fail to resolve due to a lack of quorum or some other reason, the Executive Committee shall step in and act as the committee-level voting body.

In accordance with the standards set forth in Section 10.3 of the By-laws, the Chair shall finalize the agenda for notice to the Executive Committee at least three (3) business days prior to the meeting. The Chair shall take best efforts to provide resolutions for decision by the Executive Committee in such time as well.

(ii) Meeting

The Chair shall preside over the meeting a manner consistent with the Board’s general practices, including by invoking the By-laws and Robert’s Rules of Order when appropriate. No such meeting shall extend beyond two-and-a-half hours unless necessary to carry out the duties of the Executive Committee for that month (i.e., time sensitive matters requiring the input and authorization of the Executive Committee).

(b) General Board (regular or special)

The Chair shall preside at any regular or special meeting of the General Board. Each such meeting presently occurs on the fourth Tuesday of each month except for July and August. 

(i) Agenda

The Chair shall establish the agenda for each regular and special meeting of the General Board. The agenda shall include all the items required by Article 10 of the By-laws, as well as any items deemed appropriate for inclusion by the Chair or by the Board, as adopted. The agenda, as presented or as amended, must be adopted by motion at the meeting.

In accordance with the requirements set forth in Section 10.3 of the By-laws, the Chair shall finalize the agenda for notice to the Board at least three (3) business days prior to the meeting. The Chair shall coordinate with the Office Staff to use best efforts to provide resolutions to the Board in such time as well.

(ii) Meeting

The Chair shall preside over the meeting a manner consistent with the Board’s general practices, including by invoking the By-laws and Robert’s Rules of Order when appropriate. No such meeting shall extend beyond three hours unless necessary to carry out the duties of the Board for that month (i.e., time sensitive matters requiring the input and authorization of the Board).

4.6 [bookmark: _heading=h.28hbi5gx72tl]Authentication

Authenticate all acts, order and proceedings of the Board.

Upon a bona fide request, the Chair shall authenticate acts of the Board. This includes responding to requests by agencies or elected officials for confirmation of a Board action. This may further require the Chair to authenticate records in response to a request made pursuant to the Freedom of Information Law.

4.7 [bookmark: _heading=h.1h2fwjrd8big]Conduit

Inform the Board members of calendars and notices of meetings received from City agencies required to refer matters to the community Board pursuant to the City Charter.

The Chair serves as a conduit between the Board and the City agencies. As such, the Chair shall themselves or otherwise direct the Office Staff to ensure Board members receive relevant information to make an informed decision (1) at their committee meetings and (2) in the General Board meetings. As part of this responsibility, the Chair shall take necessary procedural steps to provide Board members with all calendars and notices relating to meetings hosted by or conducted in partnership with relevant City agencies.

4.8 [bookmark: _heading=h.ilk9tj7mc91k]Required Attendance

Attend any meetings required by the Mayor or the Borough President pursuant to the City Charter or to designate their representative to attend.

Should the Mayor or the Manhattan Borough President require the Chair to attend a meeting, the Chair shall themselves attend the meeting or designate another appointed Board member to attend in their stead. If the Chair cannot attend the meeting or otherwise believes another appointed Board member is best suited to attend, the Chair shall designate the alternate by providing sufficient notice and communication to all involved parties.

If a meeting is specific to a topic that an appointed Board member is better suited to attend, based on the member’s expertise, background, experience, or role on the Board (e.g., a meeting about ULURP attended by the Chair of the Land Use Committee), the Chair may appoint that appointed Board member to attend the meeting. For meetings that are general in nature, the Chair should take best efforts to designate either the First Vice-Chairperson or the Second Vice-Chairperson to attend on their behalf.

4.9 [bookmark: _heading=h.flju32sf1a5d]Report

Prepare and deliver the Chairperson’s Report at each regular meeting of the Board, including communications to and from the office of the Borough President and other governmental agencies.

At each regular meeting of the Board, the Chair shall utilize the appropriate time as indicated on the agenda to report to the Board specific updates relating to the work of the Chair. Such updates should include communications to and from MBPO and other government agencies, to the extent these other bodies are not present and providing such updates themselves. The Chair should also discuss specific achievements made by themselves, the other elected officers, and the Office Staff, as appropriate.

4.10 [bookmark: _heading=h.faj8yhhwogvm]Temporary Appointment

Appoint a recording secretary for meetings of the Board in the absence of the Secretary and the Assistant Secretary.

If, for any meeting attended by the Chair, the Secretary and the Assistant Secretary are not present, the Chair shall appoint another Board member to serve temporarily as the recorder of the meeting. This temporary appointment assigns the Board member with similar responsibilities as the Secretary or Assistant Secretary if they were present.

4.11 [bookmark: _heading=h.6znz2qstrhqk]Committee Chairperson Appointments

Appoint or remove Committee Chairpersons, with the exception of those members who are ineligible due to term limits.

(a) Annual Appointments

Each year, the Chair shall review the assignments for each committee and determine who shall serve as each committee’s chairperson. The Chair shall appoint a member to serve as a committee chairperson only a review of Section 6.2.3 of the By-laws (which establishes term limits for committee chairpersons) and following a discussion with the individual. The Chair should consider any candidate’s experience on the Board, time on the committee, and expertise and background when determining an appointment. The Chair may consult other members of the Board, including the other elected officers, when selecting appointments.

The Chair shall, in coordination with the committee chairperson, appoint committee vice-chairs. Committee chairpersons are responsible for nominating vice-chairs for their committees. The Chair is strongly encouraged to confer with each committee chairperson when selecting their committee’s vice-chair or deciding to remove their committee’s vice-chair from the position of vice-chair.

(b) Removal and Vacancies

With or without cause, the Chair may remove a committee chairperson. The Chair is encouraged to use appropriate discretion and diplomacy when making decisions to remove a committee chairperson, which includes consulting appropriate individuals relating to the decision, if any.

Upon a vacancy of any committee chairperson for any reason (whether due to removal by the chair, resignation, or otherwise), the Chair shall appoint a new committee chairperson within seven (7) business days. The committee vice-chair shall serve as the acting committee chairperson until the Chair has appointed a new committee chairperson. At no time shall the Chair be a committee chairperson.

4.12 [bookmark: _heading=h.il1wuj3hee5g]Committee Member Appointments

Appoint or remove all members of all committees of the Board, in consultation with Committee Chairpersons, in accordance with Article 11 of these By-laws, and to be an ex-officio member of all committees of the Board, except the Nominating Committee. The Chairperson shall not appoint themselves to chair a standing committee or task force.

(a) Appointed Member Assignments

Each Board member who holds an appointment from the MBPO shall serve on at least two (2) standing committees. The Chair shall select each Board member’s committee assignments based on (1) input from the member, including their interests, expertise, and requests; (2) needs for each committee, and (3) consultation with the other elected officers, committee chairpersons, and the Office Staff. The Chair shall consider requests to change committee assignments from time to time. The Chair shall review and change committee assignments as needed, but no less than once annually.

In accordance with Section 11.9.4 of the By-laws, committee assignments are for one year, from September 1 to August 31 each year of a Board member’s appointment.

(b) Public Member Assignments

The Chair shall review and consider applications made by individuals who do not hold appointments from the MBPO to serve as public members of a committee. In accordance with Section 11.9.3 of the By-laws, the Chair shall develop an application process by which individuals may apply. The Chair shall decide on each completed application within 60 calendar days of receipt. The Chair shall provide a written explanation detailing the reasons for denying an application, which may include reasons related to the applicant or the needs of the particular committee.

(c) Ex Officio Member

As the executive leader of the Board, the Chair shall serve as a nominal member of each committee. As such, should the Chair attend a meeting of a committee and the committee is voting on a member, the Chair’s vote shall count in the record as a vote of the committee as a whole and not separate from the committee’s roll call. The Chair’s attendance at a committee meeting may not affect quorum.

4.13 [bookmark: _heading=h.x5lye62f5wg6]Liaison Officers

Appoint liaison officers, with the approval of the Executive Committee, when the Board deems such action appropriate to coordinate with the Board the activities of any other body in Community District 12 at the request of such body.

The Chair may appoint individuals to serve as liaison officers, which would carry out the responsibility of representing the Board at various functions throughout Community District 12. The scope and term of each liaison officer may vary; as follows, the Chair shall draft an appointment letter that clearly outlines these details to the appointee. 
For each appointment, the Executive Committee must approve the appointment at the meeting immediately following the date of the appointment letter. The Executive Committee shall have an opportunity to review the letter. The Chair explain the purpose of any such appointment at the requisite Executive Committee meeting. Each appointee may attend the Executive Committee meeting where their appointment is discussed, but may not have an opportunity to speak unless directed a question by an Executive Committee member.

Any renewal of an appointment at the term’s expiration requires a new appointment and approval.

4.14 [bookmark: _heading=h.7g1vv1jx11ss]District Service Cabinet

Be a member of the District Service Cabinet, or to designate their representative to attend its meetings.

As the executive leader of the Board, the Chair shall represent the Board as a member of the District Service Cabinet. The Chair shall respond to all inquiries made by City agencies directed to the Board, specifically. While the District Manager chairs the District Service Cabinet, the District Manager does not represent the Board beyond the scope granted to that role.

The Chair may designate another appointed Board member to serve on the District Service Cabinet. The Chair should consider designating another elected officer in the Chair’s place before selecting another appointed member.

4.15 [bookmark: _heading=h.xzfo4fgqcxa3]Borough Board

Represent the Board as a member of the Manhattan Borough Board, and to report its deliberations and actions to the Community Board.

The Chair shall serve on the Borough Board for Manhattan, along with the other chairpersons of each of Manhattan’s 11 other community boards. The Chair may not delegate this responsibility.

As part of the Chairperson’s Report as described in Section 4.9 above, the Chair shall summarize any important actions taken by the Borough Board and any implications related to such actions.

4.16 [bookmark: _heading=h.l8ufp5a0m4w2]Vice-Chairpersons Communications

Keep the First Vice-Chairperson and Second Vice-Chairperson apprised of all information, order, directives and other matters coming to the attention of the Chairperson.

(a) Notification of Matters

The Chair shall apprise the First Vice-Chairperson and the Second Vice-Chairperson, respectively, of any matters that have a material impact on the Board’s operations, including all information, orders, directives, and other matters, that come to the Chair’s attention promptly, but in no event later than 72 hours following receipt.

(b) Transition of Responsibilities

To the extent the First Vice Chair (or in their absence, the Second Vice Chair) is required to step into the role of Chair pursuant to the By-laws, the elected Chair shall make all reasonable efforts to prepare adequately the First Vice Chair (or the Second Vice Chair) for those responsibilities.

In the event the Chair resigns or is removed from their position, the Chair shall make all reasonable efforts to prepare adequately the First Vice Chair (or the Second Vice Chair) for the role of Chair.

5. [bookmark: _heading=h.kyywe48cumxs]Accountability and Monitoring

This Procedure shall be reviewed and approved by the Executive Committee at least annually. Interim reviews may be triggered by a material change to the By-laws affecting the work of the Chair. Any non-material revisions must be communicated to the Executive Committee upon annual review of this Procedure.  

6. [bookmark: _heading=h.oy0zmw1q1qnx]Communication

The Chair will communicate any changes to this Procedure to the First Vice Chair , the Second Vice Chair, and any other impacted parties by email before its effective date. This Procedure should be accessible to all impacted parties at all reasonable times.

7. [bookmark: _heading=h.2y5mjkblb1wd]Exceptions

Requests for exceptions to this Procedure are submitted in writing and with a rationale, addressed to the Executive Committee, for review. The Executive Committee shall consult the Parliamentarian, the Legal Department of the Manhattan Borough President’s Office, and any other relevant parties before granting an escalation. The Executive Committee shall report significant exceptions, meaning long-lasting deviations from this Procedure for a particular impacted party or group, to the Board promptly, but no event later than the general meeting of the Board following the commencement of the significant exception.

8. [bookmark: _heading=h.siu6ji9i63hr]Record Retention

The Chair shall retain all records produced from the execution of their responsibilities or otherwise required by this Procedure for a period of at least one (1) year following the date of each record’s creation. The Chair shall retain all such records in their native format and in a manner consistent with other Board practices. Upon request, the Chair shall produce any records to the Executive Committee or the Office Staff promptly, but in no event later than seventy-two (72) hours following when the request was made.

Pursuant to rules published by the City of New York (“City”), the Office Staff shall retain all records for a period of six (6) years following the date of each record’s creation.[footnoteRef:1] The Office Staff shall retail all such records in their native format and in a manner consistent with City practice. [1:  See NYC Supplemental Records Retention and Disposition Schedule here.] 


9. [bookmark: _heading=h.1rxhzbcovtvw]Related Governance Documents

· The By-laws
· The Charter of the City of New York
· The MBPO Code of Conduct
· All related procedures for each elected officer

10. [bookmark: _heading=h.7dierno37abp]Revision and Approval History 
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