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1. [bookmark: _heading=h.zciu9awbo7eb]Purpose and Scope

1.1 [bookmark: _heading=h.yus78fhwl133]Purpose

This Second Vice-Chairperson Procedure (this “Procedure”) of Community Board 12-Manhattan (“CB12M” or the “Board”) establishes the playbook by which the Second Vice-Chairperson of the Board (the “Second Vice Chair”) shall carry out their responsibilities. Pursuant to the Board’s By-laws (the “By-laws”), each Second Vice 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.yl715viqaoyo]Scope

The scope of this Procedure is limited to the role and responsibilities of the Second Vice Chair. At times, the Procedure may discuss other roles as they relate to the responsibilities of the Second Vice Chair. Importantly, the Second Vice Chair shall step into the role of First Vice-Chairperson of the Board (the “First Vice Chair”) if that role were to become vacant.

2. [bookmark: _heading=h.443mud2pxq4f]Requirements

This Procedure sets forth the standards by which the Second Vice Chair shall carry out their duties. For reference, the By-laws require the Second Vice Chair to:[footnoteRef:0] [0:  See Section 7.4 of the By-laws.] 


· Assist the Chairperson or First Vice Chair when necessary and required. 
· Preside at duly called meetings of the Board in the absence of the Chairperson and First Vice Chair, or whenever the First Vice Chair vacates the chair as presiding officer, and to assume only the duties pertaining to a presiding officer for that meeting. 
· Assume the office of First Vice Chair for the unexpired term of that office when the First Vice Chair is unable to serve the full term or has been removed. 

Importantly, in the event the Second Vice Chair is unwilling to succeed to the vacated office of First Vice Chair, the Second Vice Chair shall resign their office. The vacated office of Second Vice Chair shall be filled by a special election pursuant to Section 8.8 of the By-laws if the unexpired term exceeds three (3) months.

3. [bookmark: _heading=h.jp0807iky57m]Roles and Responsibilities

	Role
	Responsibility

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

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

	Second Vice-Chairperson (or Second Vice Chair)
	The Second Vice 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 communicating with the Second Vice Chair, including by informing the Second Vice Chair of all information, orders, directives, or other matters coming to the attention of the First Vice Chair.

	Chair (or Chairperson)
	The Chair is responsible for providing guidance to the Second Vice Chair as needed for the Second Vice Chair to be successful.

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



4. [bookmark: _heading=h.b3ujmpid35hw]Procedure

As follows, the Second Vice Chair shall carry out the following responsibilities in the manner prescribed herein.

4.1 [bookmark: _heading=h.tpro2wpmcuy]Assisting the Chair and First Vice Chair

Assist the Chairperson or First Vice Chair when necessary and required.

(a) Chair

The Second Vice Chair shall communicate with the Chair at least once per month to determine whether the Chair has specific tasks that can be delegated to and carried out by the Second Vice Chair. The Chair may assign the Second Vice Chair with any task that is not expressly required to be performed by the Chair pursuant to the By-laws or otherwise more appropriate for the First Vice Chair to perform.


(b) First Vice Chair

The Second Vice Chair shall communicate with the First Vice Chair at least once every two weeks to determine whether the First Vice Chair has specific tasks that can be delegated to and carried out by the Second Vice Chair. The First Vice Chair may assign the Second Vice Chair with any task that is not expressly required to be performed by the First Vice Chair pursuant to the By-laws, unless the First Vice Chair delegates such task with full acknowledgement that the responsibility remains with the First Vice Chair.

4.2 [bookmark: _heading=h.4rs1sesik3iv]Preside in Absence of Chair and First Vice Chair

Preside at duly called meetings of the Board in the absence of the Chairperson and First Vice Chair, or whenever the First Vice Chair vacates the chair as presiding officer, and to assume only the duties pertaining to a presiding officer for that meeting.

(a) Executive Committee

The Second Vice Chair shall preside at any regular meeting of the Executive Committee where both the Chair and First Vice Chair are absent. Each such meeting presently occurs on the third Monday of each month except for July and August. 

(i) Agenda

The Second Vice Chair may learn that they must carry forth this duty on short notice. If the Second Vice Chair discovers that they must preside at an Executive Committee meeting with less than forty-eight (48) hours’ prior notice, the Second Vice Chair may utilize any draft or finalized agenda for the meeting created by the Chair, or otherwise develop an agenda ad hoc to guide the meeting. If the Second Vice Chair discovers that they must provide at an Executive Committee meeting with forty-eight (48) hours’ prior notice or more, the Second Vice Chair shall take all reasonable efforts to coordinate with the Chair and First Vice Chair to develop and agenda for the meeting.

(ii) Meeting

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

(i) Agenda

The Second Vice Chair may learn that they must carry forth this duty on short notice. If the Second Vice Chair discovers that they must preside at a General Board meeting with less than five (5) calendar days’ prior notice, the Second Vice Chair may utilize any draft or finalized agenda for the meeting created by the Chair, or otherwise develop an agenda ad hoc to guide the meeting. If the Second Vice Chair discovers that they must provide at a General Board meeting with five (5) calendar days’ prior notice or more, the Second Vice Chair shall take all reasonable efforts to coordinate with the Chair and First Vice Chair to develop and agenda for the meeting. In either case, the agenda must be adopted by motion at the meeting.

(ii) Meeting

The Second Vice 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).

4.3 [bookmark: _heading=h.220k4snpf7c4]Assume Duties (Permanent)

Assume the office of First Vice Chair for the unexpired term of that office when the First Vice Chair is unable to serve the full term or has been removed.

In the event the Second Vice Chair is unwilling to succeed to the vacated office of First Vice Chair, the Second Vice Chair shall resign their office. The vacated office of Second Vice Chair shall be filled by a special election pursuant to Section 8.8 of the By-laws if the unexpired term of office exceeds three (3) months.

(a) Process

Once the First Vice Chair has notified the Chair of their resignation (or has otherwise been removed), the Chair shall inform the Second Vice Chair within forty-eight (48) hours following. The Second Vice Chair shall state to the Chair whether they are accepting the position of First Vice Chair within five (5) business days following.

(b) Resignation

If the Second Vice Chair decides not to accept the position, the Second Vice Chair shall tender to the Chair their resignation from the position of Second Vice Chair.

(c) Special Election

If there remains an unexpired term that exceeds three (3) months for the Second Vice Chair, the Chair shall organize a special election at the next regular meeting of the Board to fill the vacancy. The Chair shall adhere to Section 8.8 of the By-laws in so doing.
 
5. [bookmark: _heading=h.unny0eca59fo]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 Second Vice Chair. Any non-material revisions must be communicated to the Executive Committee upon annual review of this Procedure.  

6. [bookmark: _heading=h.kv3l6x1r5wte]Communication

The Chair will communicate any changes to this Procedure to the Second Vice Chair, First 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.zigdou9fsafr]Exceptions

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

8. [bookmark: _heading=h.76rt2mw7vo23]Record Retention

The Second Vice 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 Second Vice Chair shall retain all such records in their native format and in a manner consistent with other Board practices. Upon request, the Second Vice Chair shall produce any records to the Chair 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.9bjc1j7qr08t]Related Governance Documents

· The By-laws
· The Charter of the City of New York
· The MBPO Code of Conduct
· The CB12M First Vice-Chairperson Procedure
· The CB12M Chairperson Procedure
· All related procedures for each elected officer

10. [bookmark: _heading=h.9es5cor57wcu]Revision and Approval History 

	Version
	Approval Date
	Revision Description
	Authority
	Owner

	1.0
	05/19/2025
	Initial draft
	Executive Committee
	Chair








image1.png
Ebenezer Smith,
District Manager

Katherine Diaz,
Chairperson

530 West 166 Street #6A cb12m@cb.nyc.gov | (212) 568-8500

NY, NY 10032 https://cbmanhattan.cityofnewyork.us/cb12/





