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1. [bookmark: _heading=h.utiuwd726b6p]Purpose and Scope

1.1 [bookmark: _heading=h.xgxsve1fci8y]Purpose

This Secretary Procedure (this “Procedure”) of Community Board 12-Manhattan (“CB12M” or the “Board”) establishes the playbook by which the Secretary of the Board (the “Secretary”) shall carry out their responsibilities. Pursuant to the Board’s By-laws (the “By-laws”), each Secretary 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.sizs833kydet]Scope

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

2. [bookmark: _heading=h.u5g9perpqb5q]Requirements

This Procedure sets forth the standards by which the Secretary shall carry out their duties. For reference, the By-laws require the Secretary to:[footnoteRef:0] [0:  See Section 7.5 of the By-laws.] 


· Be the recording officer of the Board, taking written minutes of all regular and special meetings of the Board as prescribed in Section 10.11 of these By-laws. 
· Verify that regular and special meetings of the Board, and such other meetings as the Chairperson may determine, are recorded and that the storage media are labeled and safely stored for future reference as necessary. 
· Open duly called meetings of the Board in the absence of the Chairperson and both Vice-Chairpersons when a quorum of members is present, and to preside at such meetings until a presiding officer is elected by a majority of members as such their first business. 
· Keep attendance records at all Board meetings pursuant to Section 10.10 of these By-laws.
· Compile attendance records of all committees.
· Keep the Assistant Secretary informed of all information, order, directive and other matters coming to the attention of the Secretary.
· Record the votes of members at all general and special meetings and report the results. 

3. [bookmark: _heading=h.isjqb7g4s54x]Roles and Responsibilities

	Role
	Responsibility

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

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

	Secretary
	The Secretary is responsible for carrying out their duties as described in Section 2 and using the steps set forth in this Procedure.

	Assistant Secretary
	The Assistant Secretary is responsible for stepping into the role of Secretary, from time to time, in accordance with the By-laws. In such cases, the Assistant Secretary shall follow this Procedure.

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

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



4. [bookmark: _heading=h.svfk9aqtf5mz]Procedure

As follows, the Secretary shall carry out the following responsibilities in the manner prescribed herein.

4.1 [bookmark: _heading=h.kipabe1ma6nu]Minutes

Be the recording officer of the Board, taking written minutes of all regular and special meetings of the Board as prescribed in Section 10.11 of these By-laws.

(a) Meetings of the Board

The Secretary shall take written minutes of every regular meeting of the Board, which presently occurs on the fourth Tuesday of each month except for July and August. 

(i) Format, Submission, and Deadline

The Secretary shall format such minutes in an objective manner[footnoteRef:1] and consistent the Board’s Style Guide. The Secretary shall submit the draft minutes of each regular meeting by email to the Chair and the Office Staff no later than 20 calendar days following the meeting that the minutes were written for. The Chair may ask the Secretary to complete the minutes by a sooner deadline if the next regular meeting is scheduled before 20 calendar days following the previous regular meeting. [1:  Meaning, minutes should not contain speculation, conjecture, or opinions derived by the Secretary.] 


(ii) Structure

The Secretary shall structure the minutes in alignment with the agenda used for the meeting. In general, each set of minutes should include:

(1) An opening and attendance section;
(2) Call to Order section;
(3) Adoption of the Agenda and Minutes section;
(4) Chair’s Report section;
(5) District Manager’s Report section;
(6) Elected Officials’ Reports section;
(7) Borough President’s Report section;
(8) Public Session section;
(9) Committee Resolutions section;
(10) Committee and Taskforce Reports section;
(11) Old and New Business Section; and
(12) Adjournment.

Sections may vary from time to time based on the agenda drafted and adopted by the Board for each regular meeting.

(iii) Attendance

The attendance section of the minutes shall document the data as collected using the methodology set in Section 4.4(a) below. The Secretary shall rely on the roll call sheet that the Secretary updates throughout the meeting.

(iv) Body of the Minutes

For recording the body of the minutes, the Secretary shall keep the headings near identical to how they appear on that meeting’s agenda for consistency. This means sometimes the order of the minutes won’t track the order of the meeting, per se. For example, if the representative from the Manhattan Borough President’s Office gives their update before other elected officials, but the agenda shows that update coming after the “Elected Officials’ Report” section, the Secretary shall retain the order as it appears on the agenda.

The Secretary shall keep the minutes at a high-level in most respects and should avoid making them a transcript of each meeting. Specificity is required for the following and the Secretary shall track each point of information throughout the meeting for efficiency:

(1) The time that the Chair called the meeting to order;
(2) The names of members who initiate and second motions;
(3) The full names of individuals speaking on behalf of electeds or during the public session;
(4) Dates, times, and venues for events announced by electeds or the public;
(5) Questions / comments made by Board members throughout, including the name of the Board member; and
(6) The time and names of Board members who move and second adjournment.

(v) Public Session

For the public session, the Secretary shall frame statements as opinions in the minutes if such statements cannot be easily fact-checked online. In most cases, statements made about issues in the community will contain an individual’s or group’s own opinion. Subjective assertions should be stated as such; the Secretary should use phrases like “stated opinion about…” or “provided perspective on…” or “noted personal experience about…” when describing statements made during the public session.

(vi) File Naming Convention

For submission, the file shall be named “CB12M General Board Minutes – [Month YYYY].docx / .pdf”. Both a Word version and PDF copy should be provided to the Chair and the Office Staff for submission.

(vii) Miscellaneous Considerations

The Secretary should reduce the amount of friendly banter contained in the minutes. Example: When a member jokingly asks another member about how many joints one needs to smoke to qualify for lung cancer screening, the Secretary can filter such conversation from the minutes. The Secretary has discretion here—and if any member believes something is missing, that member can submit an amendment before approving the minutes at the following meeting.

The Secretary is encouraged to confirm aspects of the meeting using the YouTube recording. Sometimes multitasking during the meeting could be distracting so it is not imperative that every detail is captured live and in-person.

For submission, the Secretary may copy additional individuals as needed, such as the Vice-Chairpersons. The Secretary shall copy the Parliamentarian if a question arises about parliamentary procedure.

(b) Meetings of the Executive Committee

In general, the Assistant Secretary shall take the minutes of the Executive Committee. Requirements established for the Assistant Secretary aside from those applied in the absence of the Secretary are covered by the CB12M Assistant Secretary Procedure.

4.2 [bookmark: _heading=h.g5wyq2dqz104]Recordings

Verify that regular and special meetings of the Board, and such other meetings as the Chairperson may determine, are recorded and that the storage media are labeled and safely stored for future reference as necessary. 

(a) Verification of Recordings

Prior to the start of each meeting of the Board, the Secretary shall verify the meeting is being recorded for future reference on YouTube. The Chair and the Office Staff will coordinate the technology, including Zoom and any hardware, before beginning each meeting. Once coordinated, the Secretary shall view and confirm the presence of the streaming icon in the upper-right-hand corner of the Zoom meeting screen. The Secretary may do so either by viewing the icon on the screen used by the Chair or by logging in themselves to the Zoom meeting.

(b) Missing Files

If the Secretary later determines that a meeting is not available on YouTube sometime after the meeting concludes, the Secretary shall email the Office Staff with the Chair and Vice-Chairpersons on copy, requesting that such meeting be uploaded to YouTube as soon as practicable.

4.3 [bookmark: _heading=h.eu7e9s379tbw]Quorum

Open duly called meetings of the Board in the absence of the Chairperson and both Vice-Chairpersons when a quorum of members is present, and to preside at such meetings until a presiding officer is elected by a majority of members as such their first business.

(a) Preside at Meetings

In the rare instance where the Chair and both Vice-Chairpersons are not present at a meeting of the Board, the Secretary shall preside over the meeting in a manner consistent with the By-laws, past practice, and other available resources until a presiding officer is elected.

Once the meeting is opened, the Secretary shall call upon the body of the Board to elect a presiding officer, on a temporary basis, to preside over the remainder of the meeting. Such a call shall occur before any additional business is conducted at the meeting.

(b) Determination of Quorum

A quorum of the Board is necessary for any meeting to be opened. A quorum is one half of the members plus one.[footnoteRef:2] The Secretary shall track the presence of each member from the beginning of the meeting to determine quorum, as described in Section 4.4(a) below. Once a quorum is met, the Secretary shall inform the Chair or other presiding officer of the meeting. It is at that time, when vocalized by the Chair or other presiding officer of the meeting, that the meeting may be called to order. [2:  See Sections 7.2.5, 10.7.2 of the By-laws.] 


4.4 [bookmark: _heading=h.zhy8ijqf03o]Attendance

Keep attendance records at all Board meetings pursuant to Section 10.10 of [the] By-laws.

Compile attendance records of all committees.

(a) Attendance Requirements
Section 5.1 of the By-laws defines “substantial non-attendance” as follows:

(i) Three (3) unexcused absences during any six (6) consecutive months from duly called regular general meetings of the Board;
(ii) Three (3) unexcused absences from duly called meetings of any standing committee of that member’s standing committee appointments during any six (6) consecutive months;
(iii) If the Board member has been on the Board for at least twelve (12) months, any combination of five (5) unexcused absences in twelve (12) months from either or both of the above.

(b) Attendance Methodology

Generally, if both of the following are met, then the individual is counted as absent:

(i) Did not attend the public session; and
(ii) Did not vote during roll call.

If a member either (1) attended the public session but left early and did not vote; or (2) arrived late to the meeting but attended the roll call and voted; then the Secretary shall count the member as present.

A member is automatically recorded as absent if they attend on Zoom instead of in-person and they don’t have either (1) an exemption on file with the office or (2) haven’t provided notice via email to the Office Staff containing a reason for attending on Zoom. Members are able to amend their attendance record by emailing the Secretary, Office Staff, and the Chair with their justification for joining remotely. Committee chairperson must be copied where their committee is affected by the attendance of a member.

A member only counts towards quorum if they (1) attend in person or (2) have an exemption on file with the office and attend on Zoom.

(c) Ongoing Maintenance of Attendance

In general, the Office Staff shall track and keep record of the attendance for all committee meetings using the methodology provided in Section 4.4(a) above. At least quarterly, the Secretary shall request this record from the Office Staff and determine the need to inform any member of potential noncompliance and jeopardy of removal.

(d) Notice of Attendance Issues

In accordance with Section 5.4 et seq. of the By-laws, the Secretary shall inform the Executive Committee of members in jeopardy of removal for sufficient cause, at minimum, every six months. The Secretary shall coordinate with the Chair to notify members in jeopardy of removal. Such notification may take the form of a letter transmitted by mail and electronically to the member.

4.5 [bookmark: _heading=h.mkr07ma9gua0]Coordination with the Assistant Secretary

Keep the Assistant Secretary informed of all information, order, directive and other matters coming to the attention of the Secretary.

(a) Notification of Matters

The Secretary shall apprise the Assistant Secretary of any and all matters that come to the Secretary’s attention promptly, but in no event later than 72 hours following receipt.

(b) Transition of Responsibilities

To the extent the Assistant Secretary is required to step into the role of Secretary pursuant to the By-laws, the elected Secretary shall make all reasonable efforts to adequately prepare the Assistant Secretary for those responsibilities.

In the event the Secretary resigns or is removed from their position, the Secretary shall make all reasonable efforts to adequately prepare the Assistant Secretary for the role of Secretary.

4.6 [bookmark: _heading=h.p22i66wkctb]Recording Votes

Record the votes of members at all general and special meetings and report the results. 

(a) Roll Call

When the Chair moves to the roll call portion of the agenda, the Secretary shall appear before the Board and name each member that is present and voting by alphabetical order of last name. To ensure a comprehensive record of each member’s vote, the Secretary will repeat the vote into the microphone for those in-person so individuals on Zoom and YouTube can hear the vote, and it is recorded adequately.

Generally, conflicts of interest only need to be stated aloud. In other words, while any member not voting due to a conflict must vocalize the basis of the conflict, the basis of the conflict need not be documented in the roll call tally sheet.

For confirmation, the Secretary shall always request aloud if they missed a member before closing the roll call. Once the Secretary closes the roll call, a member may no longer vote regardless of the reason for their not voting.

(b) Documenting the Roll Call

The Secretary shall track attendance throughout each general meeting to determine (1) whether we have quorum (as described in Section 4.3(b) above) and (2) who is present to vote. 

As a best practice, the Secretary should track attendance both on the live spreadsheet visible to the Chair (an example is attached as Exhibit 1 for reference, which contains formulas to calculate numbers for simplicity) and via a paper sheet that the Office Staff prints each month. 

For the spreadsheet version, the Secretary should use the File > Make a Copy feature to duplicate the spreadsheet for each month’s meeting.

When the roll call concludes, the Secretary shall move the votes on the spreadsheet and enter the tally into the row below each member’s name. Once the spreadsheet is fully populated, the Secretary shall share the spreadsheet by email to the Office Staff and other elected officers. The Secretary shall also download a PDF version of the spreadsheet and attach it to the body of an email directly to the Office Staff. 

The Secretary shall submit the roll call spreadsheet to the Office Staff and other elected officers promptly, but in no event later than 24 hours following the conclusion of the meeting.


5. [bookmark: _heading=h.cyyjphvxosmh]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 Secretary. Any non-material revisions must be communicated to the Executive Committee upon annual review of this Procedure.  

6. [bookmark: _heading=h.18nzovqffkw5]Communication

The Chair will communicate any changes to this Procedure to the Secretary, Assistant Secretary, 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.k1jir8ji4fiq]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.tkczevcds7fe]Record Retention

The Secretary 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 Secretary shall retain all such records in their native format and in a manner consistent with other Board practices. Upon request, the Secretary shall produce any records to the Chair or the Office Staff promptly, but in no event later than 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:3] The Office Staff shall retail all such records in their native format and in a manner consistent with City practice. [3:  See NYC Supplemental Records Retention and Disposition Schedule here.] 


9. [bookmark: _heading=h.2px0ldtnnb8e]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.x0sc5rto65au]Revision and Approval History 

	Version
	Approval Date
	Revision Description
	Authority
	Owner

	1.0
	05/19/2025
	Initial draft
	Executive Committee
	Chair





EXHIBIT 1

[image: A spreadsheet with numbers and text

AI-generated content may be incorrect.]
[image: A spreadsheet with numbers and a green screen

AI-generated content may be incorrect.]





image2.png
otes ResoA | Resos | Resoc | Reso1 | Reso2 | Reso3 | Resos | Resos | Resos | Reso7 | Resos | mesoo | Reso10 | meso 11 | Reso12 | Reso 13 | meso 14 | Reso 15 | meso.
44| Car Unoghy x x v v v v v v [ v v I~ v v v v | v v v v |~ v v
45 [ Antony Vs x x P2 I 2 2 B2 2 2 B 2 2 B 2 B2 B2 2 2 B 2 B2
16 [ s Whitaker x x Y v v [y vy v Ty v v Ty v v Ty T v Ty v v v [
47 | oysal Woodey Iy y [ 2 2 2 2 2 I v v 2 2 2 2 2 2 2 2 2
Votes Casted 39:0:0 | 36-0:0 | 39-00 | 38-01 | 30-0:0 | 36-0-0 | 39-0:0 | 38-1:0 | 39-0-0 | 38-0:0 | 39-0:0 | 39-00 | 39-0:0 | 39-0-0 | 38-1-0 | 38-1:0 | 39-0:0 | 37-10 | 361
ey Yos=Y| 3 [ 38 | 39 | 3 | 38 | 38 | 3 | 38 | 39 | 3 | 39 | 39 | 3 | 39 | 3 | 3 [ 3 | 3 | 3s
[ 0 o [ o [ o [ o] oo Iy 0 o [ o [ o [ o o T Iy 0 1 1
Abstention=A| o R ) 1 o [ o[ o o o o [ o | o o]0 o | o 0o | o 0o | o
Conflct of Interest=C| o 1 o [ o 1 1 o o o 1 o o oo o [ o o 1 o
IRL Quorum | 34
28 [Absent g 7
[ Absent at e of ol all”
L [Loe 2 2
Present 37 )
e [Excused Absence 2 2

Somaone ma e i st vt

rran ot 10 2 ey hous

e rsan bt Voo o

oo s aned . e

o sl o ke s o i
ey e 0





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/





image3.png
Rezo 13 | Reso 14 | Reso 15 | Reso 16 | Reso 17

Rez010 | Reso 11 | Reso 12

Resos

Resoc | Reso1

RasoA | ResoB

ERRE 5 i H ol [
HERE & e ERE
85 E E E g |4
3| g 8 €| & £| 8 3|
|8 g i I Lk
ool ] || | ] ||| [ . gl FEERNNN
ol ] ] | ] | ] | | | | . . o of o] o

ool Atrou
[Evin Adames

[ dumima Acober
[Moro A

[Rchars Alman

[Jay Boez

| Mary Andorson

7

& _|Jocob Banas

| Rohdah Bamos.
10 [Weyno Borjamin
11 Jomes Bt

12 [Dan Boita

13 [Hoctor Bonita

14 [James Bosey
15 | Boazar Buono

16 |Duy Cochane
17_[Dary Come!
16 [Nobles Craword.
19 [Robin Crar

20 | Katorn Diaz
22 [Domingo Estowz
23 [Bwin Fomandoz

24 |Luana Foroia.

25 [ Sonia Figuoroa-Pagan
26 [uom Francis

21| Noomi Diaz

27 [Burbwra Frazir

33 [ Loopeido Jmenez
34| Ysof Kalnsky

28 | donathan Frometa
35 |OsiKaminer

29 [Taasha Grant

30 | Hotd Guzman

31 [Jody Hison
32| Mariam James.

36 | Ao Mool
37 [Ty Moo

38 [Isro Modina

39 | Carmen Pavino
40 |Indna Pota

1 [ Eizaboh (Uz) Riter

42| Brce Robertson

43 | Stove Simon





