
I’m A CBJ Board 
Member…Now What?!?

A “Nuts and Bolts” Board Training
with Assemblymember Wade Bryson,

Law & Clerk Staff



This information applies to all 
municipal governmental bodies

• Elected  - Assemblies, Councils, School Boards

• Appointed – Planning Commission, Advisory Boards, 
Enterprise or Empowered Boards

• Subcommittees of all of the above

• Appeal Boards  - “Quasi-Judicial”



Types of CBJ Boards
& Scope of Duties

• Assembly Standing Committees: COW, AFC, HRC, LHED & PWFC 
• Duties outlined in the Assembly Rules of Procedure for above committees

• Advisory Board ie: Board, Committee, Commission
• Advise/make recommendations to the Assembly
• Do not have the authority to establish policies or direct employees
• Generally created by resolution, follow Advisory Board Rules of Procedure

• Ad Hoc Committees & Task Forces
• Created by mayoral declaration or Assembly Resolution 
• Follow Advisory Board Rules of Procedure

• Appeal Boards: STBA, BOE, BRB, BCAB
• Quasi-judicial to hear appeals on specific subjects
• Created by CBJ Code, follow state statute, rules specific to its subject matter

• Empowered/Enterprise & Hybrid Boards: Docks/Harbors, Eaglecrest, 
Airport, Hospital, Aquatics (hybrid)

• Created by CBJ Charter & follows its own specific governing bylaws



Types of Meetings

 Regular

 Special

 Emergency

 Executive Session

 Work session



Meetings are OPEN to the public

 Open Meetings Act

Alaska Statute [AS 44.62.310-312]

All government  meetings are open to the public.

The public must be told about the meeting:

What, When, Where, and preferably Why

The public has a reasonable opportunity to be heard at regular and special 
meetings.

[AS 29.20.020(a)]



Actions taken in violation of the 
Open Meetings Act are voidable.

 This means – you might have to do it all over –again!

 Online Document Share Programs – So Tempting, Don’t Go There!



NO QUORUM?   NO MEETING!

• AS 29.20.160 (c)  A majority of the total membership of a 
governing body authorized by law constitutes a quorum.

• In the absence of a quorum, any number of members may recess 
or adjourn the meeting to a later date.

• Even if your board/committee has vacancies you need a simple 
majority of the total membership.

# of Members # for Quorum 

9 5

7 4

5 3

3 2



Parliamentarian

 Clerk/Staff Liaison/Chair as Parliamentarian

 A parliamentarian typically serves as an adviser on the proper 
conduct of a meeting

 Roberts Rules of Order is the gold standard to follow

 Reach out to Law or Clerk’s with procedural questions that have you 
stumped 

 When in the role of Parliamentarian - Don’t be afraid to speak up 
when needed

 Keep yourself refreshed on:

 Assembly Rules of Procedure

 Advisory Board Rules of Procedure

 Bylaws (if applicable to your board)



Meeting Rooms & Virtual
Long Ago & Far Away…We used to Meet in Person!

• In Person
• Follow COVID protocols – seats socially distanced apart, cleaning 

supplies to wipe surfaces, hand sanitizer/extra masks
• Make sure your tech equipment is working – do you have sound, 

did you remember to hit record, are those members of the board 
or public attending virtually able to hear/see/participate?

• Did you remember to wipe everything down, turn off tech 
equipment, lights, lock doors and make sure the building is 
secure prior to leaving for the evening?

• Virtual (Zoom or other virtual meeting platforms)
• Login a few minutes prior to start of meeting and get settled in
• Is your camera and sound working?  Can you see/hear the other 

members and can they see/hear you?  Is your internet stable?
• What does your background look like?  Are you in a space that 

won’t cause distractions for you or others?
• If you are hosting the meeting – did you remember to hit 

‘Record’?! Is your internet stable?



Notice

 Routine – Usual and Customary

 Clerk’s Office runs Your Muni Ads every Friday in the 
Juneau Empire for the upcoming week of meetings

 Daily Meetings post on Social Media 

 Added to the online CBJ Calendar

 Scanner – Channel 7 on GCI

 Email distribution

 Other/If Needed (postcards, special notices)

 Reasonable

 Need AT LEAST 24 hours notice to hold a meeting!

 Public Service Announcement (PSA) 

 Read your own rules!

 What requirements (if any) has your board/committee 
put into place?





Agendas
 Agendas are a framework for conducting the 

business of the group

 Create an Agenda Template that works for your 
group

 Who prepares?
 Clerk/Manager/Mayor
 Staff Liaison
 Board Chair/Secretary



Agenda & Packet Preparation

 When Do We Get our Agenda Together?

 Immediately after the last meeting
 Use a “tickler” reminder/system
 Set deadlines to help avoid last minute “red folder” 

items
 Agenda/Packet should be posted within 24 hours of 

meeting date/time, distributed to all board 
members & the Clerk’s Office and posted to your 
boards webpage, if you have one.



Packets
Collate
Duplicate
Distribute









In the Age of COVID-19
Electronic Agenda Packet

aka: the ‘new’ normal

 Public Needs to Have Access to Agenda Items/Packets

 Provide Paperless Option for Board/Committee Members

 Reduced Cost & Waste – Time and Supplies

 Can be integrated into Electronic Records Management Program

 Avoid Posting Microsoft Office Suite Programs: Word/Excel/PP, its best to 
convert your packet to PDF format prior to posting





Minutes

Alaska Statute 29.20.160(e) – Journal

 Document the business of the group and the history of the community

 Follow the agenda

 Record votes (Roberts Rules/AS29.20.160(d) and local rules and 
preferences)



History
Minutes are a historical record of the 
decisions and actions of a group, and 
may also capture the thought process 
that led to decisions.  Most 
government retention schedules 
require that minutes be kept 
permanently, so ensure minutes are 
accurate and appropriate for the ages.

Current Events
Minutes are also immediately useful. 
They help a group keep track of its 
actions, communicate requests for more 
information, provide future agenda 
items, transmit “to-do” lists and convey 
information for reference. 



Minute writers:  
 Be Prepared!

 Be Bold!

 Be Responsive!



Minutes should:

 Be Accurate and 
Complete

 Focus on specific key 
points and decisions

 Focus on the agenda

 Focus on the group



And minutes should:
.

 Be Professional & Objective

 Be Readable

 Create a Consistent & Logical Flow

 Be Archivable

 Be Approved



Questions?
Remember…We’re all in this together!


