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I.

INTRODUCTION

This booklet has been developed to provide you with information on the City's form of
government, structure, mission and goals. In order to provide you with an interesting, yet
informative summary, this manual has been designed as a guide to provide background on the
history, structure and operations of the City government as it relates to providing quality public
services to our citizens. If you have any questions, please do not hesitate to contact me.
Matt Stemwedel
City Manager
mstemwedel@coonrapidsmn.gov
763-767-6486

A. Local Government in Minnesota

In Minnesota, the Legislature can, within the limits of the State Constitution, provide for the
"creation, organization, administration, consolidation, division, and dissolution of local government
units and their functions, for the change of boundaries thereof, and for their officers..." (Minnesota
Constitution, Art. XII, Sec. 3). Municipalities are subject to the "absolute sovereignty" of the
Minnesota State Legislature, with the limited exception that under the constitution's "home rule"
provisions, a city may enact a charter outlining its form of organization and governmental powers.
Local charter provisions must conform to the state constitution and to those state statutes which
apply to "home rule" cities. As is the case with the City of Coon Rapids, a Charter establishes the
guidelines under which the City must operate. In a "home rule" charter form of government, charters
may be more restrictive than a "statutory city", but cannot establish criteria that subordinates state
statutes.
Minnesota law divides cities into four classes based on population for the purpose of enacting
legislation which affects them. First class cities are those with populations in excess of 100,000;
second class 20,000 to 100,000; third class 10,000 to 20,000; and fourth class under 10,000. Subject
to Minnesota classifications, Coon Rapids is classified as a city of the second class.

B.

Home Rule Charter Cities

Any city in Minnesota may adopt a home rule charter, which a charter commission prepares for
meeting the city's individual needs and desires. Such a charter is, in a sense, a local constitution.
Local voters approve the charter and can change it. In certain cases, the Council can change the
charter by ordinance, but must meet special provisions or requirements set forth in state law. The
charter may provide for any form of city government as long as it is consistent with state laws
applicable to home rule charter cities. City charters differ widely in the powers and duties they give
to councils and other officials.
All cities receive additional powers under a charter, and must follow the regulations of other
state statutes. For example, statutes other than the city charter give cities the authority to conduct
planning, set up civil service commissions, and do many other things. In the City of Coon Rapids,
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the City Code is arranged so the Charter is outlined in chapter one, with the remaining chapters
containing codified City ordinances. The City Code has been organized to deal with a variety of local
issues, and provides City staff with procedural direction on resolving a myriad of City concerns in a
fair, legally defensible and uniform system of self-governance.

C. Council-Manager Form of Government
The Council-Manager form of government is in use in most home rule cities, and in some
statutory cities under "Optional Plan B" organization. Under this plan, the Council retains
policy-making and legislative authority, and delegate’s administration of local government to an
appointed Manager, who is responsible directly to the Council for the proper administration of all
affairs relating to the City. The Manager appoints administrative department heads, usually without
the necessity of Council approval. The home rule Charter may set up variations of this usual form.
In Minnesota, the predominant system of local government is statutory.
The City of Coon Rapids, under its home rule Charter, has established a Council-Manager
Plan. This provides for the aforementioned responsibilities, plus any additional responsibilities called
for under the City Charter and applicable City Code (ordinances). The City Charter provides for the
City Manager to serve as the Chief Administrative Officer with direct administrative control of all
City organizational affairs, including the proper execution and enforcement of the City Charter, and
any other pertinent county, state, and federal laws. In addition, the City Manager develops,
implements and enforces City ordinances and resolutions adopted by Council. It also provides for the
City Manager to hire, direct and manage staff, as well as terminate employees if need be, to
efficiently conduct City operations.
The City Manager also acts as a liaison to Council by conducting research on policy issues,
providing timely information, and developing recommendations on a wide range of public policy
issues. Specific duties and responsibilities of the City Manager are set out in City Code Chapter
1-600, sections 1-601 and 1-602.
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D. Management Team
Top level management of the City is facilitated by, and through, a team participation process.
This process is designed to foster a high level of trust, openness, and cohesiveness between members
of the team. Members are the City Manager, Assistant City Manager/HR Manager, Finance Director,
City Attorney, Community Development Director, Police Chief, Fire Chief, Public Works Director,
City Clerk and Director of Golf Operations.
The management team attends City Council meetings, participates in Council deliberations as
required, and meets after each Council meeting to discuss issues, review alternatives, gather and
share information and ideas, and conduct group problem-solving. Each member receives input from
the group, while also having the opportunity to express views on various issues of concern.
In addition to the regularly scheduled meetings, the management team meets as necessary to
consider a broad variety of City issues. These include administrative and operational concerns, as
well as issues of regional and state-wide interest.

E.

Responses to Citizen Concerns

Citizen concerns are typically brought to the staff’s attention by directly contacting the staff, by
appearing at "Open Mic", or by communicating with one or more Councilmembers.
Citizen concerns expressed during "Open Mic" are documented, names and addresses are
recorded, and a staff report is generated to address the problem. By the next regular meeting, a copy
of the staff report is communicated to the citizen and Council outlining the City's response.
Facilitation of this process usually begins the day following the Council meeting when the
management team meets to discuss each item in which Council directed a staff report or some other
type of action be taken in response to the citizen’s concern.
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II. ADMINISTRATION OF COUNCIL AFFAIRS
A. Council Meetings
City Councils can exercise their powers, both governmental and proprietary, only in meetings
that comply with the following requirements.
a)
b)
c)

d)

e)

B.

The State's Open Meeting Law, with a few minor exceptions, specifies all meetings must
be open to the public and all votes taken must be recorded in a journal which is available
to the public.
A quorum (or a certain minimum number of members) must be present. A quorum for
the Coon Rapids Council is four members.
Meetings must be publicized and held at the regularly designated time or, in the case of
special meetings, appropriately publicized, with notice given to the local media and
pre-designated individuals. In addition, there is a provision for special or emergency
meetings where the Council may usually transact any form of City business. That
provision sets specific procedures the Council must follow in calling the meeting.
Executive Sessions are non-public meetings called by the Council to discuss
publicly-sensitive issues related to 1) employee labor negotiations, 2) ongoing or
imminent litigation involving the City as a legal party, 3) employee performance reviews
on positions appointed directly by Council, or 4) to review confidential appraisal reports
or to develop or consider offers for the acquisition or sale of real property. In Coon
Rapids, the City Manager is the only position appointed directly by Council. State law
requires the media and other interested parties be notified of Executive Session dates and
times, and a brief synopsis be given concerning the issues discussed.
City Code Chapter 1-300 establishes the Procedure of Council. Council meetings are,
with few exceptions, held two times a month on the first and third Tuesdays of each
calendar month at 7:00 p.m. in the Council Chambers. Meetings are televised live, and
then rebroadcast on Local Government Access Cable channel 16. Specific questions may
be directed to the City Clerk’s Office on additional meeting requirements. Additional
Council Work Session meetings are generally held on the second Tuesday of the month
and occasionally on the fourth Tuesday. These meetings are for the purpose of providing
an opportunity for Council discussions but no formal action may be taken.

Order of Business

The Coon Rapids City Council has, over the years, adopted a formal procedure for conducting
City business. This procedure is defined as the Council's "Order of Business". Under this procedure,
items placed before the Council for discussion or action are listed on an agenda. The agenda provides
for issues of concern to be dealt with in an orderly fashion. The meeting is called to order on the air,
followed by the Pledge of Allegiance; Roll Call; Adoption of the Agenda (allows the Council to add,
modify or delete items on the agenda); Approval of Minutes of Previous Meetings; Consent Agenda;
Public Hearings; Bid Openings and Awards; Old Business; New Business; Open Mic and Other
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Council Business (provides an opportunity for Councilmembers to raise an issue they may wish to
discuss or have staff research).
The City Council has also adopted Rules of Decorum for Our Community and defined the
procedure for Open Mic. The following information is attached to the agendas available to the
public at the Council meeting.
Rules of Decorum for Our Community
Following are some rules of decorum the City of Coon Rapids expects of everyone appearing at
Council meetings, including elected officials, city staff, and citizens. It is hoped by following these
simple rules, everyone’s opinions can be heard and understood in a reasonable manner.
1.
2.
3.
4.
5.
6.
7.

All persons who are recognized to speak by the Mayor should approach the podium and
state their name and address before addressing the Council.
All remarks will be addressed to the Council as a whole.
Show respect for each other’s opinions.
Actively listen to one another.
Keep emotions in check.
Use respectful language.
Personal attacks are prohibited. A speaker engaging in personal attacks will be requested
to leave the podium.
Open Mic

Open Mic is the portion of the meeting where persons have an opportunity to address the City
Council on subjects that are not part of the regular meeting agenda. The public is invited to express
any concerns they may have which are relevant to the affairs, policies or practices of the City of
Coon Rapids. Remarks will be limited to three minutes.
Open Mic is not a time for problem solving or reacting to the comments made, but for hearing the
citizen for informational purposes only. Questions from Council will be for clarification only. A
staff report will be prepared for the next regular Council meeting, with a copy forwarded to the
citizen.

C. Agendas
Agendas for regular Council meetings and work sessions are prepared in the City Manager’s
Office. Typically, agenda items are submitted to the City Manager by the departments by Wednesday
preceding the Council meeting. These items are reviewed for accuracy and completeness in the City
Manager’s Office and prepared for distribution on Friday. The agenda meeting packet is posted on
the City’s website by the end of the day Friday.
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The procedures for a Councilmember to add or remove an item on the agenda are spelled out in
the Definitions and Explanations of City Council Order of Business (Addendum to the annual
Resolution).
To add an item, a Councilmember may (1) call the City Manager prior to Thursday of the week
preceding a Council meeting, and request an item be added to the agenda or (2) during the adoption
of the agenda at the Council meeting, make a motion (with an appropriate "second" of a supporting
Councilmember) to add an item to the agenda. This must then be supported by a two-thirds
affirmative vote of the Councilmembers present at the meeting for the item to be added. While items
may be added prior to adoption of the agenda or initiated under Other Business, many times it is
most effective to contact staff prior to the meeting so that information and data can be gathered and
reviewed before so a better response can be provided.
Any Councilmember who has placed an item on an agenda is given the courtesy to remove that
item any time prior to formal adoption of the agenda. Thereafter an item may be removed with a
two-thirds affirmative vote of all members present.

D. Work Sessions
At Council’s discretion, work sessions may be scheduled to allow additional presentation,
extensive review and in-depth discussion of an issue. No formal action or final vote is taken at a
work session. If the item requires formal Council action, the issue will be scheduled at a subsequent
regular Council meeting. Work sessions are posted and open to the public, unless the topic is
litigation, labor negotiations, City Manager review, or confidential appraisal reports or acquisition or
sale of real property.

E.

Delegation of Authority

The Council may not delegate its administrative or legislative authority to others where
exercise of discretion is involved. This means the Council cannot give committees and/or
individuals power to make decisions on the Council’s behalf. In Coon Rapids, the Council has sole
authority for setting policy and enacting legislation. Typically, policy matters are researched by City
staff with formal, non-binding recommendations provided to Council.
Under the City Charter, Chapter 1-200, section 1-209 establishes organizational limitations on
the type and amount of participation the Council may have in the administrative affairs of the City.
If Councilmembers have questions or concerns regarding any administrative matter, the Charter
prescribes Councilmembers “shall deal with and control the administrative service solely through the
office of City Manager, and neither the Council nor any member thereof shall give orders to any of
the subordinates of the City Manager, either publicly or privately”.
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F.

City Commissions

The Council appoints members to all committees, boards and commissions which serve in an
advisory role to the Council, with the exception of the Board of Adjustment and Appeals, and the
Planning Commission whose decisions are final unless appealed directly to the Council. (Refer to the
Planning and Zoning section for further explanation.) These commissions/committees/boards are:
Arts Commission, Economic Development Commission, Board of Appeals and Equalization,
Historical Commission, Parks and Recreation Commission, Safety Commission, and Sustainability
Commission. The Charter Commission and Police and Fire Civil Service Commission are statutory
commissions.
The terms of Commission members typically overlap with some terms ending on December
31st of each year. Except for the Board of Adjustment and Appeals and Planning Commission,
advisory commissions will make a recommendation for appointment to the City Council.
Appointments are made as terms expire or as vacancies occur.

G. Duties at First Meeting of Council
Council performs several specific duties at the first meeting of the new year.
a)
b)

c)
d)
e)
f)

Any Councilmember elected to office in the preceding general election is given the Oath
of Office by the City Clerk or a presiding judge of the District Court.
The Mayor is the presiding officer of the Council with the right of one vote. The Mayor
performs all duties conferred and imposed by the City Code or Charter, by ordinance, and
by state laws. The Mayor is usually referred to as Your Honor in Council meetings by
those present. City Code 2-403 designates the Councilmember at Large representative
shall serve as Mayor Pro-Tem during the Mayor’s absence.
The Council must designate the official newspaper of the municipality where the City will
publish required public notices.
The Council must designate an official depository for the cash funds of the City.
In the absence of a provision for it elsewhere, the Council should decide upon a time and
place for its regular meetings.
Unless previous bylaws are in effect, the Council should establish an outline of the order
of business at Council meetings, rules governing the deliberations of the Council, and
provisions for the use of Council committees, special meetings, methods of Council
voting, and so forth.
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H. Conferences and Associations
Councilmembers are encouraged to attend state and national conferences and seminars that
provide information on a wide range of local government issues. The City is an active member of a
number of local, state and national groups such as the National League of Cities, North Metro
Mayors Association, League of Minnesota Cities, and Metro Cities, along with a variety of other
intergovernmental advisory groups. Memberships in these groups serve to keep the Councilmembers
apprised of new legislative mandates, programs and initiatives; provide educational and training
opportunities; and allow local representatives the opportunity to meet with other city officials to
share common experiences and solutions.
Travel arrangements may be handled directly by the attending Councilmember or by contacting
the City Manager’s Office for travel assistance.
Councilmembers authorized to travel for work-related purposes may be reimbursed for the
actual cost of travel, meals (per diem), and other related, reasonable, and necessary expenses. All
travel authorizations and approvals shall be consistent with budget authorization. Any travel that
exceeds budgetary authorization shall require the approval of the City Manager.
Reimbursement for mileage, meals, lodging, and other incidental travel expenses must be
itemized on the City’s “Travel Expense Voucher” claim form, accompanied by receipts, as required,
and signed by the Councilmember, and submitted to the Finance Department for approval within 60
days of its occurrence.
Officials who travel during the day for work-related purposes may be reimbursed for meals,
mileage, and other reasonable and necessary expenses. When meals are not included in the
registration fees for an official meeting or training function, Councilmembers will be reimbursed
upon completion of an expense form subject to the per diem rates established by the City. Meal
expenses may also be reimbursable where travel is required before and after an event. Meals not
associated with an officially scheduled City business function will not be reimbursed and shall be the
sole responsibility of the Councilmember.
Councilmembers traveling overnight or outside the state for work-related purposes must obtain
prior supervisory approval. Reimbursement of expenses requires written authorization by the
appropriate supervisor. Reimbursement may be for the cost of the travel, meals, lodging, and other
incidental expenses with the following limitations:
• Lodging. The City will only reimburse for a single hotel accommodation rate at or close to
the conference or meeting location. Councilmember shall pay any additional costs for spouse
and children.
• Air Travel. For airline travel, Councilmembers will only be reimbursed for an economy class
ticket. Transportation to and from the airport or hotel is reimbursable.
• Automobile. Automobile travel may be authorized in lieu of commercial transportation, but
the total amount allowed, including meals and lodging while traveling, shall not exceed the
cost of a single round-trip economy class airline ticket to the same location.
• Meals. Councilmembers will be compensated pursuant to a daily per diem rate for meals
during overnight/out of state travel. The U.S. General Services Administration domestic per
- 11 -

•
•

diem rates will be the basis for determining meal limits. Submission of receipts will not be
required. Meals included in the registration fee for any event are not reimbursable and shall
be excluded from any per diem request. The per diem may include appropriate meals the day
prior and the day following any travel/conference when determined to be justified,
reasonable, and appropriate by the City Manager.
Incidental Expenses. Hotel charges, such as personal phone calls, pay-per-view movies,
room service, liquor, and recreational activities offered during an event at an additional cost,
such as golf or tennis, are not reimbursable.
Rental Cars. The cost of a rental car may be reimbursable with prior approval by the City
Manager if transportation is necessary to and from the conference or if there is a cost savings
to the City.

Reasonable expenses for taxi and transfer service, hotel gratuity, parking, and other related
expenses in conjunction with travel will be reimbursed at actual cost as documented on a receipt for
such services.
Travel advances may be requested for airline tickets, hotel reservations, and meal allowances by
completing a travel advance request form. Excess travel advances must be returned to the City
within 60 days after the expense is incurred.
Councilmembers are responsible to ensure that mileage and travel expense claims are accurate
and properly documented.
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III. LEGISLATIVE POWERS
A. Ordinances, Resolutions, and Motions
In statutory cities and most home rule cities a Council takes official action through either an
ordinance or a resolution. An ordinance is a City law that regulates or governs people or property and
provides a penalty for its violation, or sets a permanent rule for the organization and procedure of the
local government. A resolution is any action of a temporary or administrative nature such as the
ordering of assessments, letting of contracts, and other routine actions in the conduct of the City’s
business.
The distinction between an ordinance and resolution is in subject matter, not terminology. A
Council cannot change an ordinance into a resolution merely by changing its name, nor can a
Council bypass the procedural requirements for the passage and publication of an ordinance by
calling an enactment a resolution. However, a resolution a Council passes and publishes with all the
formalities necessary for passing an ordinance is equivalent to an ordinance. Where there is any
question about the classification of a particular piece of legislative business, the Council should
consult with the City Attorney. As previously mentioned, the City of Coon Rapids has its ordinances
codified within the City Code.
Another type of Council action is called a motion. This type of action is a parliamentary term
except where a home rule charter prescribes otherwise. It refers to a formal proposal which brings a
question before the Council for deliberation. Usually, motions only require a majority vote of a
Council quorum to pass. City Code Chapters 1-304 through 1-311 identifies a variety of legislative
procedures to be followed in ordinance, resolution and motion usage.

B.

Relationship of Ordinances to State Law

Local ordinances must not contradict or be inconsistent with state laws covering the same
subject. In general, a City may pass stricter regulations, but it may not be more lenient in its laws
than the corresponding state statutes. This holds true in all legislative action taken by Council. In
some cases, a state law may pre-empt the field meaning a City cannot legislate on the subject at all.
Cities sometimes pass ordinances which contain the same provisions as a corresponding state
law. For example, in order to have all the effective provisions in one body of law, local ordinances
might restate state liquor laws for their jurisdiction. Ordinances, in a specific sense, are the laws of
the community. They do, in many cases, carry criminal penalties of a fine and/or imprisonment. In
Coon Rapids, violators are subject to misdemeanor prosecution that carries penalties of
imprisonment and monetary fines, or both should the offense warrant it.
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C. Requirements for Adopting Ordinances
In home rule cities like Coon Rapids, the Charter usually sets out the requirements for the
passage of ordinances. These requirements frequently include a time lapse between introduction and
adoption; a minimum number of Councilmembers voting their approval of it; and publication in the
official newspaper before taking effect. The Coon Rapids City Charter prescribes three legislative
protocols in the adoption of City ordinances. The first category includes emergency ordinances
which take effect immediately upon passage or at some later date as directed, and must have super
majority passage of five affirmative votes (City Code 1-306). The second category is voter adopted
ordinances which shall take effect after election results are certified, or at such later date as
prescribed. The third, and most typical category, is by Council action which directs a minimum
seven day interval between introduction and adoption, plus a 15 day period after publication before it
becomes effective (City Code 1-305, 1-309).

D. Requirements for Adopting Resolutions
Generally, requirements as previously mentioned do not apply to passing resolutions. A formal
resolution implies the proposition be in writing before the Council votes on it, but in the absence of
statutory or Charter regulations, an informal motion the Council adopts and includes in the minutes
is equivalent to a resolution. In Coon Rapids, the majority vote of all Councilmembers present is
necessary to pass a resolution.
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IV. SPECIFIC COUNCIL FUNCTIONS
This section lists some of the more important functions of the City Council. The list is by no
means all inclusive. More extensive information on most of these functions is available in the City
Code.

A. Auditing Disbursements
The City Manager and Treasurer are required to sign all checks that disburse City funds. In
addition, the City Manager serves as 1) the Chief Accounting Officer responsible for the proper
accounting of all City monies, as 2) the Chief Budget Officer responsible for the development and
strict enforcement of the annual budget, and 3) as the Chief Purchasing Officer responsible for the
letting and making of contracts and purchases subject to Charter restrictions, along with other related
duties associated with meeting the cash flow requirements of the City. In most instances, the City
Manager has delegated these responsibilities to the appropriate City staff. However, the ultimate
responsibility for the supervision and proper execution of these functions belongs to the City
Manager.

B.

Board of Equalization

Except in cities whose charters provide for a Board of Equalization, and in cities where the
Council has appointed a special Board of Review, the Council sits as the Board of Equalization, also
known as the Local Board of Appeal and Equalization (LBAE). The Board meets between April l
and June 30 annually to examine the City’s assessment rolls, to determine that all assessments of
taxable property in the district have been legal and just, and to hear and determine complaints from
taxpayers. The Council, pursuant to City Code 1-704, serves as the Board of Equalization to
equalize assessments of property for taxation purposes each year. The date of the meeting is selected
by the Council and submitted to the County.

C. Purchasing and Letting Contracts
Under the City’s Charter, the City Manager is the Chief Purchasing Officer of the City and is
authorized to let bids for contracts and make purchases for up to $100,000. All contracts over
$100,000, bonds, and instruments of any kind to which the City is a party shall be signed by the
Mayor and City Manager on behalf of the City and shall be executed in the name of the City (City
Code 1-605).
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D. Elections
The City Clerk has administrative responsibility for elections within the City. City Councils
appoint election judges for primary and general elections and certify election results.

E.

Levying Taxes

Within the limits of City charters and various state laws, Councils have the power to levy taxes
and otherwise raise revenues for their cities. Under the City’s Charter, the Council has the express
powers to raise money by taxation pursuant to the laws of the State of Minnesota. Each year, the City
is required to hold a public Truth-in-Taxation meeting for the purpose of explaining to their
constituency the manner, levels and objectives of City spending. Budget documents developed by the
City are an excellent tool for Councilmembers to explain to their constituents the nature of City
expenditures. The City Manager or Finance Director is available to answer questions about property
taxes and other sources of City revenue.

F.

Public Improvements and Activities

Cities, through their Councils, are also responsible for installing and maintaining public
infrastructure improvements such as City and public safety facilities, streets and storm water
systems, street and traffic lights, public parks and recreation structures, and water and sewage mains
and systems. If these improvements result in a special benefit to particular parcels of property, the
City can use special assessments to help defray the cost. The City of Coon Rapids, in addition to
those public service functions just listed, also has responsibility for a municipal golf course, ice
arena, outdoor hockey rinks, and a multitude of special engineering and public benefit projects.
These engineering and public benefit projects include, but are not limited to, planning and zoning,
housing and redevelopment, recycling and solid waste activities, sidewalk replacement, senior citizen
and nutrition center, and a variety of other projects as may be authorized by the Council.

G. Regulation and Licensing
The City of Coon Rapids has the authority and is required, under statute and Charter, to
regulate and license certain businesses and occupations. In addition, under their general policy
powers, the City may license a wide variety of occupations which affect public health, safety, morals
or welfare. They may also regulate, through licensing, potential nuisances within their jurisdiction.
Thus, cities have the authority to require licenses for liquor establishments, contractors, peddlers,
dogs, rental property, etc. If the licensing ordinance includes definite standards, the Council can
usually give administrative officials the authority to issue licenses. Licensing cannot be a means for
raising revenue.
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H. Planning and Zoning
The Planning Commission is appointed by the City Council to maintain the City’s
Comprehensive Plan, the zoning map, and zoning code, and to act on, or make recommendations to
the Council on, development proposals.
The Planning Commission also makes recommendations to the Council on proposed changes to
the Comprehensive Plan, Zoning Map, and Zoning Code. Comprehensive Plan, zoning map, and
zoning code changes are sometimes made in response to needs perceived internally by City staff, and
the Planning Commission, or from requests made by outside interests in land development and use
projects. Amendments to the Comprehensive Plan require a two-thirds vote of all members of
Council, or at least five votes given the present size of the Council, to pass (M.S. 462.355, Subd. 3).
Amendments to the zoning code normally require only a simple majority; however, if the rezoning
proposes a change from residential to commercial or industrial zoning, the above super-majority is
required (M.S. 462.357 Subd. 2(b)).
Planning Commission decisions on site plan and conditional use permit proposals are final
unless appealed to the City Council. If appealed, four Council votes are needed to change or reverse
Planning Commission site plans, or conditional use permit approvals. The Planning Commission
makes recommendations to the Council on proposed property divisions (lot splits, plats, and
registered land surveys) and planned unit developments. A simple majority is required to approve
proposed property divisions and planned unit developments (M.S. 462.358, Subd. 3b).
The Board of Adjustment and Appeals is appointed by the City Council to act on requests for
variances from the requirements of the zoning code, or on appeals of decisions of the Chief Building
Official or Zoning Administrator on zoning matters. Board of Adjustment and Appeals decisions are
final unless appealed to the Council. If appealed, a two-third vote of all Councilmembers (at least
five votes) is required to overturn Board of Adjustment and Appeals decisions (City Code 11334(3)).

I.

Housing and Redevelopment, and Economic Development Authorities

The Council functions as the Housing and Redevelopment Authority (HRA) and the Economic
Development Authority (EDA) for the City. The City Manager serves as Executive Director for both
of these Authorities.
The HRA may buy, own, and sell land for housing and economic development purposes and
engage in other housing and redevelopment activities consistent with Minnesota law.
The EDA is responsible for the proper management of plans for Tax Increment Financing (TIF)
districts in the City and for recommending modifications to these plans to the City Council. These
EDA activities are guided by Minnesota law regarding the conditions and qualifying uses for TIF and
by Council policy direction on the specific eligible uses for TIF. Generally, Minnesota law requires
the use of TIF should (1) provide an impetus for economic development, increase employment
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opportunities, or promote other public benefit purposes as defined by the City; (2) conform with
general plans for the development or redevelopment of the City; (3) support development that would
not otherwise occur if solely dependent on private investment in the reasonably near future; and (4)
afford the maximum opportunity, consistent with the sound needs of the City as a whole, for
development or redevelopment by private enterprise. Current Council policies indicate TIF should
be used for economic development activities involving the substantial creation of new jobs or for
purposes, including infrastructure reconstruction, which help maintain or rehabilitate low and
moderate income neighborhoods.

J.

Preparing the Budget

Preparing and approving the annual City budget is one of the most important functions of the
City Government. The process of allocating funds to the various needs of City government helps the
Council determine the priorities of City programs and services. Councilmembers must make
difficult choices between programs that compete for limited funds. Additionally, keeping track of
the budget from month to month is the best way to ensure funds will be available at the end of the
fiscal year for the purposes the Council deems important.
In the City of Coon Rapids, the major budget effort typically begins in May of the preceding
budget year, with the involvement of all City departments in preliminary development and analysis,
and culminates in formal Council adoption of a balanced budget. Each year the City must hold
Truth-in-Taxation hearings prior to formal budget adoption. These hearings provide citizens with an
opportunity to review the budget, ask questions, and express their views on City spending.
The City Manager has the overall responsibility for developing and presenting the budget, and
then implementing and enforcing the budget once adopted by the Council. As it stands, the budget is
a dynamic spending plan. It is a reflection of Council spending priorities, City needs and legislative
mandates, and attempts to address a variety of pressing demands for more and better services, while
simultaneously minimizing the budgetary impact on taxable private properties within the City.

K. The Budget Process
Due to the complexity and magnitude of the City’s budget, a management process has been
developed to ensure a comprehensive review of the entire budget takes place. The total City budget
includes many different funding components which add to the multifaceted nature of City
government. In addition to City considerations, a host of statutory requirements must also be
complied with during each step of the budgetary process. As a result, the budget process becomes
one of the more important activities of City administration.
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1.
Management Team Review. The first stage of the budget process for the next fiscal year (same
as a calendar year) begins in January of the preceding year, with the City Manager and Finance
Director drafting a budget calendar. In May, preliminary revenue forecasts are developed to identify
next year’s funding sources. By late May or early June, City departments have identified total
potential expenditures they would like included in the next fiscal year. However, it is with the
realization that not all demands can or will be accommodated. Requests for funding include
operating expenses, capital outlays, staffing, and programming. After initial review, expenditures
and revenues are compared. At this point, a comprehensive review of every proposed item occurs,
with division managers delivering presentations to the management team. This phase of the process
is extremely important because it is used to explain each item, its operational necessity, benefit, and
cost. Proposed expenditures, in this manner, are measured using a cost-benefit approach. Some items
are then dropped, others are included. The entire management team process will usually be
concluded by the end of July.
2.
City Council Work Sessions. A proposed budget is presented to the City Council at a work
session meeting in August of each year. At this point, the budget has already gone through intensive
review. The City Council’s role includes an in-depth detailed analysis of the budget. Some budget
issues include: 1) impact of budget on City operations, 2) the tax levy implications, 3) effect of
budget on the property tax, 4) levels of City spending, 5) staffing, 6) effects of state legislation, 7)
state aids, 8) federally funded programs, 9) proposed capital outlays, 10) dates for public hearings,
and a range of other primary and secondary concerns tied to final adoption of the budget. After these
discussions have taken place, and the necessary changes enacted, the final step in the process, public
hearings, takes place.
3.
Truth in Taxation Hearings. These public hearings are mandated by the State of Minnesota to
allow for public input on City budgets. Formal adoption of the budget cannot take place until the
public hearings have been held. Dates for the hearings must be certified to the County by September
15th of each year. Hearings must then be set between approximately November 15th and December
17th. County and School District hearings are also taking place during this time frame, and City
hearings may not occur on the same day. Subject to state law, the County Treasurer will mail out
“Parcel Specific Truth-in-Taxation Notices” prior to the meeting dates to all City taxpayers. These
notices identify the tax impact that the taxing jurisdictions will have on taxable City properties in
comparison to the prior year. Taxing jurisdictions include the County, School District, City, and
various special taxing districts authorized by state law.
As you now probably realize, the budget process will then begin all over again in January. In
reality, City budgeting, in many senses, is a continuous, year-round process that requires constant
attention and receives continuous scrutiny.

- 19 -

V. LEGAL CONSIDERATIONS AND RESPONSIBILITIES
Some cities call their Councilmembers aldermen, councilmen, or councilors. In Coon Rapids,
it has been the practice to use the title Councilmember. Any qualified voter living in the City who is
21 years of age or older may run for office of Councilmember. The Mayor, Ward Councilmembers,
and Councilmember at Large are elected for four year terms, on a rotating schedule.

A. Legal Authority and Responsibility
The authority and responsibility of Councilmembers arise from their role as members of the
City’s legislative body. Because each has the right to vote on every question before the Council at
official meetings, each one must be fully informed about the contents, implications, and probable
consequence of all proposals. Every Councilmember must also examine each Council action to be
sure it is within the power of the Council to take such action, and the City legally fulfills the
conditions necessary to execute the action. In Coon Rapids, the City employs a full-time City
Attorney to ensure legal processes are complied with in all matters that affect the City. This
individual also serves in an advisory capacity to the Council on legal questions that frequently arise
during the course of City business. We live in a time where legal challenges to City actions are
always a part of the public policy process. By being proactive in responding to those challenges, the
City can minimize the financial and legal impact on City operations.
Councilmembers have full parliamentary privileges during Council meetings, including the
right to speak, to make motions when the Mayor recognizes them, and to introduce new ordinances
and amendments to existing ordinances. The Council’s bylaws or rules of procedure usually spell
out these parliamentary privileges. The administrative authority of Councilmembers is dependent, in
part, upon the form of Council organization. In Council-Manager governments, the Council controls
the administrative departments only indirectly by formulating general policies which the City
Manager executes through his/her office.

B.

Personal Liability of Mayors and Councilmembers

The powers and functions of City Councilmembers and of the Councils themselves are under
rigid control of state law and home rule charters. Councilmembers must strictly adhere to such legal
requirements. All actions they take must be solely in the interests of the public welfare. A
comprehensive discussion of personal liability of public officers is beyond the scope of this manual.
Briefly, however, Mayors and Councilmembers are not personally liable for an illegal expenditure if
they make the expenditure in good faith through a mistake or error in judgment. They are liable if
they act in deliberate violation of clear prohibitions in the law even if they act in good faith.
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In other areas, personal liability usually depends on whether the act is “discretionary” or
“ministerial.” Personal liability does not generally exist where a public officer must exercise
judgment or discretion as to the manner of performing the duty unless the officer is guilty of a willful
wrongdoing. The public official is subject to liability, however, for wrongdoing when a duty is
ministerial; that is, when it is in obedience to the mandate of the law, and the officer must do it in a
set manner without any exercise of judgment.
Because the possibility of personal liability does exist, Councilmembers should take all
possible precautions before proceeding with any official action. First, they should become familiar
with their statutory and Charter authority. Second, although it is not necessarily a defense, they
should always act in good faith and in a sincere attempt to promote the public welfare. Evidences of
good faith include regularity of procedure in Council meetings, strict conformity with legal and
Charter requirements, and openness and honesty in handling all public business. Third, they should
seek the advice of the City Attorney whenever they are in doubt about the validity of an action or
procedure. The next few sections speak to some of the concerns you may have as they relate to your
new position.

C. Data Privacy
Under the Minnesota Data Practices Act, cities and other public bodies are required to declare
what is private or public data. There are significant city and personal liability issues for city officials
who fail to release public data or who release data that is classified as private.
The City Clerk has been designated as the “responsible authority” and “compliance official” for
the City of Coon Rapids and is responsible for administering the Minnesota Data Practices Act. No
employee or elected official of the City may release any private or confidential data to any person
except for the City Clerk or a designee.
City Councilmembers will on occasion receive data that is classified as private or confidential.
Staff will attempt to clearly identify data that is private and confidential but should Councilmembers
have any questions as to public or privacy issues of any data they receive, it is recommended you
contact the City Attorney, City Manager, or City Clerk to have it clarified. Generally speaking, it is
best to err on the side of not releasing certain data until you have a clarification on its status from the
responsible authority.

D. Electronic Communications
These guidelines apply to all members of the City Council and all members of Council and City
committees, commissions, sub-committees, etc. in the City of Coon Rapids.
For purposes of these guidelines, reference to Councilmembers includes members of all other
City committees and groups subject to the Open Meeting Law. Reference to the Council shall
include all such groups and meetings.
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For purposes of these guidelines, electronic means refers to email, instant messaging, text, chat
rooms, social media, microblogs, and related electronic conversation.
For purposes of these guidelines, City Clerk means the City Clerk, Manager, Administrator or
his/her designee.
These guidelines apply regardless of whether the Councilmember is using a City-provided
email address and account, his/her personal email address or account, or one provided by his/her
employer; and to all social media accounts to which a Councilmember posts.
Meeting Materials
Electronic communication of meeting materials should generally be conducted in a one-way
communication from the City Clerk to the Council:
•
Councilmembers may receive agenda materials, background information, and other
meeting materials via posting on the City’s webpage, email attachment or other
electronic means (such as file sharing) from the City Clerk.
•
If a Councilmember has questions or comments about materials received, s/he should
inquire via electronic means directly back to the City Clerk. A Councilmember
should not copy other committee members on his/her inquiry.
•
If the clarification is one of value to other Councilmembers, the City Clerk may send
follow-up materials or information to the Council.
Materials relating to agenda items of a meeting must also be made available to the public at the
meeting.
Communication During Council Meetings
•
Councilmembers should not communicate with one another via electronic means
during a public meeting.
•
Councilmembers should not communicate with any member of City staff via
electronic means during a public meeting.
•
Councilmembers should not communicate with the public via electronic means
during a public meeting.
Communication Outside of Council Meetings
•
Councilmembers should generally act with caution when using electronic means to
communicate with one another, being mindful of the Minnesota Open Meeting Law.
•
If a Councilmember wishes to share information with other members, s/he should do
so through the City Clerk. The Councilmember may request the City Clerk distribute
materials to others. The communication should not invite response to or discussion
between any Councilmembers, including replies to the person making the distribution
request. This should be considered a method for providing one-way information to
other members of the Council. Again remember that materials relating to agenda
items for City business must be provided to the public at the meeting.
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•

•

•

If a Councilmember wishes to address only one other member through electronic
means on any topic related to City business, s/he can do so directly, but should be
mindful of the following:
* One-to-one communication is ideal.
* The recipient of an electronic message or inquiry should reply only to the sender,
should not copy others on the reply, and should not forward the original
communication to other Councilmembers.
* The sender of an electronic message should not forward or copy the recipient’s
reply to any other Councilmember.
* Neither the recipient or sender should publish such correspondence on any blogs
or other social media site unless it is part of an official communication of the
whole of the Council, and part of the City-managed electronic communication
strategy.
If a Councilmember receives an electronic communication from any source related to
City business and distributed to multiple Councilmembers (i.e., an email sent to the
entire Council from a member of the public; or an email sent to three
Councilmembers from a local business), s/he should reply only to the sender. The
reply should not be copied to all on the original distribution or forwarded to any other
Councilmember.
If a Councilmember receives listserv distributions, electronic newsletters, or
participates in electronic discussion forums, chatrooms, or on Facebook, Twitter or
blogs where other Councilmembers are also likely to participate (such as chat rooms),
the Councilmember should not reply to any distribution or comment so that the reply
is copied to the entire distribution group, or any part of the group that might include
other Councilmembers. The Councilmember should instead respond only to the
sender of any message or inquiry.

Classification and Retention of Electronic Communications
•
Regardless of whether electronic communication by a Councilmember is taking place
on a City-provided computer, home computer or other computer system,
classification of information as public, private or other is governed by the Minnesota
Government Data Practices Act (Minn. Stat. Chapter 13) and should be treated
accordingly.
•
Councilmembers should retain electronic communications in keeping with City
policies and procedures, whether such communication takes place on a City-provided
computer, home computer or other computer system.

E.

Official Interest in Contract

With certain exceptions, Minnesota laws forbid any Councilmember to have a personal
financial interest in (or to benefit from) the making of any sale, lease, or contract with the City.
Exceptions are:
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1.
2.
3.
4.
5.
6.

The designation of a bank in which the Mayor or Councilmember is interested as the
official depository for City funds if the official discloses interest;
The designation of an official newspaper in which a City official is interested when it is
the only newspaper complying with statutory or Charter requirements relating to official
publications;
A contract with a cooperative association in which a City official is a shareholder, but not
an officer or manager;
A contract for competitive bids that are not required by law;
A contract with a volunteer fire department for the payment of compensation or retirement
benefits to its members;
A contract with a municipal bank for the payment of compensation to its members.

If, however, a Councilmember is simply an employee of a firm and receives no commission,
bonuses, or other remuneration directly or indirectly from its contracts, and is not a stockholder, the
Council may enter into a contract with the organization for which the Councilmember works without
respect to the amount of the contract.

F.

Statement of Economic Interest

State law requires each candidate or elected local official to complete a Statement of Economic
Interest which is kept on file in the City Clerk’s Office. If elected, this information must be updated
annually no later than January 31st, until filing requirements are met.

G. Legislative Immunity from Slander Suits
Councilmembers in Minnesota do not have an absolute privilege to make derogatory statements
during Council meetings under the protection of legislative immunity. Legislative immunity protects
Councilmembers from responsibility for words they use on a proper occasion and which are pertinent
to any proper inquiry or investigation pending before the Council. However, this immunity does not
allow them to wander from the subject and make unnecessary statements that would hurt the
reputation or good name of other people.
Generally, there are five elements that must all be present to provide immunity:
1.
2.
3.
4.
5.

The officer must make the statements in good faith;
The speaker must have an interest to uphold or a duty to perform in making the
statements;
The officer must limit the remarks to matters which are pertinent;
The speaker must make the statement only to the people who are participating in the
inquiry; and
The officer must make remarks only on the right occasion or during actual proceedings of
the inquiry.

If any of these conditions are lacking, Councilmembers may be subject to liability even though
they are conducting City legislative business.
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H. Defense and Indemnification
If someone sues a Councilmember for an action taken in the course of his/her official duty, the
City must pay for the cost of defending the official in court, and for any judgments against the
official. The only exceptions are for actions outside the scope of official duties, or cases of
malfeasance or willful or wanton neglect of duty.
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VI. SUMMARY
Councilmembers frequently take actions on behalf of the City for which they must assume
personal liability. Consequently, it is advisable they make every attempt to become familiar with
their statutory and charter authority and to adhere strictly to the limits of such authority. They should
also base every action on a sincere desire to promote the public interest. If they have any doubt
about the legality of a proposed action, or about the proper procedures to follow in executing a
program, they should seek the advice of the City Attorney, and discuss their concerns with the City
Manager.

A. Other Duties of Mayors and Councilmembers
1.

Contact with Citizens

Councilmembers form a vital link between citizens and government. Whether by mail,
telephone, face to face, or by electronic means, they are the conduit in an important two-way
exchange of information. The first exchange is from the citizen to the government. In most cities,
the Councilmember is the first person to whom the average citizen comes with concerns, requests for
assistance, recommendations for policy, etc. Councilmembers should handle these contacts with
extreme tact, not only to maintain good relations, but to maintain citizen support for the government
itself.
The second flow of information is just as vital, but not so frequent. Councilmembers should
pass on information about City programs and policies to the citizens, and contact the City Manager
with questions that need to be addressed. It is our duty to educate citizens, to explain the local
governmental operation and the reasons for it, as well as the meaning of City policies. In this way,
Councilmembers can obtain and maintain citizen support and create a more harmonious and
cooperative atmosphere for the conduct of government business. Creating and maintaining good
relationships between government and the citizen is a partnership which requires trust and honesty.
2.

Relationship with Administrative Personnel

The relationship between Councilmembers and administrative personnel is dependent on the
particular form of government. Councilmembers should be careful to restrict that relationship to the
defined channels. Unofficial Council interference in administrative affairs can disrupt business,
weaken employee morale, and create antagonistic relationships between managers and
Councilmembers.
Councilmembers should not attempt to exert any influence over the hiring and firing of
administrative personnel, except for those people whose appointment they are responsible, namely
the City Manager. Federal, State and local laws have made human resources administration a very
complex affair, with mishandling costing public employers hundreds of thousands of dollars in
litigation, claims and damages. The City of Coon Rapids has a very strong commitment in providing
its employees with a fair, accountable and uniform system of human resources administration
including procedures to address employee grievances.
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3.

Formulation of City Policy

As members of the City’s legislative body, Councilmembers have the duty to formulate
government policy. This complex task covers more than writing and passing resolutions and
ordinances. Councilmembers must discover what the public wants through their contacts with the
citizens and interest groups. From conferences with administrative officials and from their own
observations and studies of City problems, they must determine the City’s needs. They must also
find out what policies the City can successfully pursue. Councilmembers must then translate this
information into policies that will attain the greatest good for the greatest number of people.
Developing good public policy is just like putting a puzzle together by making certain all the pieces
fit correctly.
One source of help is current research in the local government field. No City has a totally
unique problem. Every City can facilitate progress by using information gained through research.
Councilmembers can get such information from the office of the City Manager, or organizations such
as the League of Minnesota Cities, and other professional groups for City officials. To keep abreast
of new developments, Councilmembers will find it helpful to play an active role in such
organizations and to read their publications.
In conclusion, it is our hope this manual has provided you with some insights into the workings
of your local government. The City staff looks forward to working with you to make Coon Rapids a
community its residents can be proud of now and in the future.

SOURCE ACKNOWLEDGMENT
The City of Coon Rapids acknowledges the League of Minnesota Cities “Outline of City
Government” and other related publications as a source of information used in the preparation of this
document.

Community strength…for generations
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ADMINISTRATIVE ORDER 1.6
Subject: Management
Authorization Level: City Manager
ORGANIZATION STRUCTURE

In accordance with Chapter 3-303 of the City Code, the City’s organizational structure shall be
divided into departments and divisions, as shown on the attached organizational charts.
Department Heads
City Manager
City Attorney
City Clerk
Community Development Director
Finance Director

Fire Chief
Police Chief
Public Works Director
Director of Golf Operations

Organization Structure

Amended: 03/2017
Section 1.6
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ADMINISTRATIVE ORDER 3.1
Subject: Fiscal Control

TRAVEL REIMBURSEMENT
Authorization
Employees who are authorized to travel for work-related purposes may be reimbursed for the
actual cost of travel, meals, and other related, reasonable, and necessary expenses. All travel
authorizations and approvals shall be consistent with budget authorization. Any travel that
exceeds budgetary authorization shall require the approval of the City Manager.
Documentation
Reimbursement for mileage, meals, lodging, and other incidental travel expenses must be
itemized on the City’s “Travel Expense Voucher” claim form, accompanied by receipts, as
required, and signed by the employee, and submitted to the supervisor for approval within 60
days of its occurrence.
Mileage Reimbursement
Employees required to use their personal vehicles in the performance of their assigned duties,
will be compensated for each mile driven at the IRS maximum rate for mileage. For authorized
work-related mileage originating or terminating at the employee’s home, the mileage claimed
should be the lesser of mileage for the same trip from the employee’s normal work location.
Day Travel
Employees and officials who travel during the day for work-related purposes may be reimbursed
for meals, mileage, and other reasonable and necessary expenses. When meals are not included
in the registration fees for an official meeting or training function, employees will be reimbursed
when a receipt is provided. Reimbursements amounts are subject to the daily meal limits
established by the U.S. General Services Administration domestic per diem rates. Meal expenses
may also be reimbursable where travel is required before and after an event. Meals not
associated with an officially scheduled City business function will not be reimbursed and shall be
the sole responsibility of the employee.
Overnight/Out-of-State Travel
Employees traveling overnight or outside the state for work-related purposes must obtain prior
supervisory approval. Reimbursement of expenses requires written authorization by the
appropriate supervisor. Reimbursement may be for the cost of the travel, meals, lodging, and
other incidental expenses with the following limitations:

Amended: 08/18
Section 3.1
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ADMINISTRATIVE ORDER 3.1
Subject: Fiscal Control
•
•
•
•

•
•

Lodging: The City will only reimburse for a single hotel accommodation rate at or close
to the conference or meeting location. The employee is responsible for any additional
costs for guests.
Air Travel: For airline travel, employees will only be reimbursed for an economy class
ticket. Transportation to and from the airport or hotel is reimbursable.
Automobile: Automobile travel may be authorized in lieu of commercial transportation,
but the total amount allowed, including meals and lodging while traveling, shall not
exceed the cost of a single round-trip economy class airline ticket to the same location.
Meals: Employees will be compensated pursuant to the daily Meals and Incidental
Expenses (M&IE) per diem rate during overnight/out of state travel. The U.S. General
Services Administration domestic per diem rates will be the basis for determining meal
and incidental expenses limits. Submission of receipts is not required. Meals included in
the registration fee for any event are not reimbursable and shall be subtracted from the
daily per diem rate request. The per diem may include appropriate meals the day prior
and the day following any travel/conference when determined to be justified, reasonable,
and appropriate by the City Manager.
Rental Cars: The cost of a rental car may be reimbursable with prior approval by the City
Manager if transportation is necessary to and from the conference, or if there is a cost
savings to the City.
Additional Expenses: Discretionary expenses such as hotel charges (personal phone
calls, pay-per-view movies, and room service), alcoholic beverages, or recreational
activities offered during an event at an additional cost (such as golf or tennis), are not
reimbursable. Reasonable expenses for taxi and transfer service, hotel gratuity, parking,
and other related expenses in conjunction with travel will be reimbursed at actual cost as
documented on a receipt for such services.

Travel Advances
Travel advances may be requested for airline tickets, hotel reservations, and meal allowances by
completing a travel advance request form. Excess travel advances must be returned to the City
within 60 days after the expense is incurred.
Supervisory Responsibility
Department heads and supervisors are responsible for advising employees who travel of the
provisions of this policy. Department heads and supervisors should carefully review mileage and
travel expense documentation before authorizing payment.
Employee Responsibility
Employees must obtain supervisory approval for work-related travel and minimize expenses
whenever possible. Employees are responsible to ensure that mileage and travel expense claims
are accurate and properly documented.
Amended: 08/18
Section 3.1
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COMMUNICATION TIPS FOR CITY COUNCIL TV
This article excerpted and reprinted from the 3CMA newsletter by Cindie Ryan and Heather Morris

The purpose of cablecasting City Council meetings is to improve communication with the community.
When residents are well informed, they can participate more effectively in their government and make
better decisions on matters impacting their families.
The tips and suggestions for City Councilmembers below are designed to reduce obstacles to clear,
accurate communication between Councilmembers and their citizen audience.
A. CAMERA PRESENCE
1. The camera sees all. Always assume that you are on camera, and behave accordingly. And in fact,
you might be. You might appear in a “wide shot” or a “two shot” even when you are not speaking.
The camera accentuates every mannerism - good or bad.
2. Sit up straight. Good posture not only projects confidence, but also puts you in proper position for
speaking into the microphone. Some council chamber chairs have a tendency to make one naturally
slouch or lean back, so you have to make a conscious effort to maintain good posture.
3. Wardrobe tips. In general, avoid checks, stripes or other busy patterns. These tend to vibrate on
television. Stay away from horizontal stripes and dark muted colors. Clean, simple colors work well.
Try to avoid wearing suits or dresses that match the color of the council chamber chairs because it
creates a “floating head” look on camera. Don’t drape your blazer, jacket or anything else over the
back of your chair. On camera it will look like the jacket is growing out of your head.
4. Makeup tips. For women, the natural look doesn’t work well on camera. Television lights have a
tendency to wash out any complexion, creating a tired, apathetic appearance. Makeup that is slightly
heavier than normal is best. Always check your makeup, particularly lipstick, before going on the air,
otherwise your facial features will disappear. You should not be concerned with glamour, but you
want the audience to focus on what you are saying, not on how you look.
5. Other tips for TV. Stay alert physically, even when you’re not talking. Don’t watch the monitor.
Ignore cameras and people moving in the studio. Lean forward slightly in your chair. Don’t swivel
about. Rest hands naturally in your lap or on the desk.
B. GENERAL COMMUNICATIONS TIPS
1. Limit the points you try to make. As a general rule, confine your comments to two major items.
Keep your thoughts and presentations concise. Don’t ramble. Think before you speak.
2. Be aware of the way you sound. Often the way we say something comes off more strongly than the
message. Avoid monotone. Learn how to analyze the way you sound to others. Listen to council
replays without watching.

3. Use simple and easily understood language. Avoid jargon, clever twists and industry language. Be
precise, concise and comprehensive. In conversation, ask questions, listen to answers and follow-up.
4. Always be yourself. This is the most important thing to achieve and, surprisingly, can be the most
difficult. Get to know and like the person you see in the mirror. Be willing to be introspective and to
change what can be changed. Accept the rest.
5. Be, or learn to be, an optimist. Look for the positive side of the person to whom you’re speaking. Be
positive about matters and issues you are confronting. Share upbeat attitudes with others.
C. MICROPHONES
1. Assume your microphone is always on. The microphones on the Council dais are very sensitive.
Every tsk, sigh, cough, sneeze and whispered comment will be heard. When applauding, move your
hands to your side so you’re not clapping directly into the microphone. If you use your mute button,
remember to turn it off when you begin to speak.
2. Always speak into the microphone. Position yourself about 8 to 12 inches from the dais microphone
and speak directly into it. Speak in your normal manner at a moderate sound level. Remember, if you
are not “mic’d”, the home audience cannot hear you, even if the chamber audience can hear you.
Therefore, avoid speaking as you turn around to point to a display behind you; or as you turn to direct
your comments to another councilmember. Grab a wireless mic if you want to leave the dais to
comment on a map, slide, rendering, etc.
3. Help speakers be heard. Speakers at council meetings often forget to talk into the mic. Hearing
speakers at the lectern is generally not much of a problem. But if you notice the mic is off to the side,
or the speaker has turned away or wandered off, please redirect the person back to the mic. This may
cause a momentary interruption, but it’s preferable to not being heard.
4. Presentations at the public podium mic are the most problematic. If the mic is too low, simply ask the
speaker to raise it. Typically, a staff member will try to do this but sometimes he or she doesn’t get a
good off-air opportunity to do so.
5. Citizen speakers tend to just start talking without paying attention to the mic. They turn around to
direct comments to the Council. Sometimes they even walk to the dais to pass out t-shirts, ribbons or
hats. If they are speaking during any of these times, the home audience cannot hear them. If this
occurs help remind the speaker to return to the public podium.
6. Don’t ask questions once people have left the lectern and gone back to their seats. Ask speakers to
return to the microphone ask your question. Remember: even though you and the rest of the chamber
audience can hear, that doesn’t mean the sound is reaching the home audience.
D. HANDLING ON-AIR AUDIO/VISUAL PROBLEMS
1. Use humor and stay calm. This is live television occasional sound and/or video problems will happen
once you are on the air. Staff will resolve these problems and you should continue the meeting as
normal.

