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Authority Starts Here 
Where a  govern ing  body 's  power  comes  f rom under  A laska  law
Article X of the State of Alaska Constitution 

§ 1. The purpose of this article is to provide for maximum local self-government with a 
minimum of local government units, and to prevent duplication of tax-levying jurisdictions. 
A liberal construction shall be given to the powers of local government units.

§ 2. All local government powers shall be vested in boroughs and cities. The State may 
delegate taxing powers to organized boroughs and cities only.
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What  i s  a  Governing Body in  Alaska? 

Alaska Constitution, Art. X, §4
• The governing body of the organized borough shall be the assembly, and its composition shall 

be established by law or charter.

Borough → Assembly- The assembly decides its own composition and form of representation. AS 29.20.070

Alaska Constitution, Art. X, §8
• The governing body of a city shall be the council.

City → Council -Each first class city has a council of six members elected by the voters at large. Each second 
class city has a council of seven members elected by the voters at large. The council of a first or second class city 
may by ordinance provide for election of members other than on an at-large basis for all members. AS 29.20.130
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Structure & Meet ings

Alaska Statutes- Sec 29.20.160- Procedures of governing bodies

• Presiding Officer — The assembly elects a presiding officer and deputy from its 
members. In cities, the mayor presides. The deputy steps in when the presiding officer is 
absent or disqualified.

• Regular Meetings — At least one per month, unless changed by ordinance.

• Special Meetings — Require 24-hour notice to a majority of members. Notice may be 
waived in writing, and the waiver must be entered into the journal.
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Purpose of  Meetings

Conduct business
This is why an agenda is used and an order of business is followed.

Make decisions
Actions of a governing body are adopted by a majority of the total membership of the body. 

Ensure the public’s right to know
The final vote of each member on each ordinance, resolution, or substantive motion shall be 
recorded "yes" or "no", except that if the vote is unanimous, it may be recorded "unanimous". 

Allow public input 
At least five days before the public hearing, a summary of the ordinances(s) shall be published 
together with a notice of the time and place for the public hearing.
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Conduct ing Bus iness
Alaska Statutes- Sec 29.20.160- Procedures of governing bodies. (c-f)

Quorum — A majority of total membership. A disqualified member still counts toward 
quorum. Without a quorum, the body may only recess or adjourn.

• Voting — Actions pass by a majority of total membership. Every member present must vote 
unless legally required to abstain. Record each vote as "yes" or "no" — or "unanimous" if all 
agree.

• Journal (Minutes) — The body must maintain a journal of official proceedings; it is a public 
record.

• Rules of Procedure — The body may set its own rules and order of business by ordinance.
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Types of  Meet ings
Regular

A regular meeting is a meeting held at the prescribed time, place, and frequency laid 
out in code or by-laws.

Special
A special meeting is a meeting held at any time other than the regular meeting.

Emergency
An emergency meeting is a meeting called to order to deal with an emergency.

Work Session
A work session is an informal gathering of the governing body to discuss topics and 
share information. No decisions or motions shall be made during a work session.
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Types of  Meet ings  Cont inued

Public Hearings
• The purpose of a public hearing is to gather public input on a specific topic.
• Must be reasonably noticed ahead of time with an agenda.
• The governing body opens the public hearing.
• Each member of the public has an equal opportunity to give their opinion on the topic.
• The chair controls the flow of the hearing. 
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Creat ing a  Meet ing Agenda 

• The agenda format may be prescribed by the City Code, Charter, or the governing 
body's by-laws.

• Review these documents first to determine any required order of business before 
drafting your agenda.

• At a minimum, every agenda should include the date, time, location, and a clear 
description of each item to be discussed or acted upon.

• If no format is specified, follow a standard order of business: call to order, roll call, 
approval of minutes, old business, new business, public comment, and adjournment.
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Who Puts Items on the Agenda? 

• Mayor / Presiding Officer — Sets priorities, submits ordinances, resolutions, and 
proclamations

• Municipal Manager / Administrator — Brings forward administrative business, 
department reports, contracts, and budget items

• Assembly or Council Members — Sponsor ordinances, resolutions, or request items be 
added to the agenda
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Other Sources of Agenda Items

• Boards, Commissions & Committees — Forward recommendations, findings, or referrals 
to the full body for action

• The Public — Citizens may request agenda time for petitions, appeals, or public hearing 
items as allowed by local rules

• Statutory & Regulatory Requirements — Some items must appear by law (e.g., public 
hearings for zoning changes, budget adoption, liquor license reviews)

• The Clerk Assembles It All — Under AS 29.20.380(a)(6), the municipal clerk prepares the 
agenda and packets as required by the governing body
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Meet ing Notices — What 's Required? 
(AS 29.20.140)

Notice Must Be:
• Informative — Include the date, time, location, and type of meeting (regular, 

special, or emergency)
• Timely — Provide reasonable advance notice; special meetings require 24-hour 

notice to members
• Consistent — Follow the posting method described in your municipal ordinances 

every time
• The Clerk's Responsibility — The clerk ensures notice is prepared and posted (AS 

29.20.380)
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Meeting Notices- Best Practices

• Post the agenda to the notice so the public can come 
prepared

• Clearly identify public hearings and what they concern 
so people know when to show up and speak

• Post where your community expects — municipal 
building, website, social media, post office — and do it 
the same way every time

• Consistently posting notices complies with Alaska’s 
Open Meetings Act --AS 44.62.310
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Changing the Agenda

Can the governing body change the 
agenda (orders of the day)?

• Yes
• The orders of the day can be 

suspended or amended by the 
majority vote of the body.

• A member would make a motion 
to suspend or amend, and the 
body votes on it as a whole. 

When and for what reasons can it be changed? 

Agenda amendments should happen at agenda 
approval and fall under the following categories: 
• To include more information
• To remove information
• To re-order information 
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Conducting Effective Meetings

All Members:
• Be prepared
• Ask questions
• Don’t be a single member issue
• Vote unless the body excuses you from 

voting

Chair:
• Give each member an equal opportunity 

to speak
• Keep order in the meeting
• Protect the rights of the minority
• Respect the wishes of the majority
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• Purpose
• Types
• Approval
• Retention
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Purpose of  Minutes
Minutes

Meeting minutes are an efficient historical summary of the group’s actions and decisions. 
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What to include: 
• Name of the body and the type of meeting.
• Date and place of the meeting (full address.) 
• Start time and ending time (adjournment.)
• Members of the body who attended, and members absent/excused (denote who attended 

telephonically, or if a member was late, what time they joined the meeting.)
• Agenda items from your meeting agenda (as shown in previous slide.) 
• Each Motion- including who made the motion.
• The final vote of each motion as approved or failed.
• The final vote of each member on each ordinance, resolution, or substantive motion shall be 

recorded "yes" or "no", except that if the vote is unanimous, it may be recorded "unanimous". 
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Purpose of  Minutes
Minutes

Meeting minutes are an efficient historical summary of the group’s actions and decisions. 
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What to EXCLUDE: 
• Things that didn’t happen don’t belong in the minutes.

• Detailed Discussions don’t belong in the minutes: at most write an efficient summary of a 
discussion while not getting into the back-and-forth of a conversation.

• Personal Remarks, by members of the body/staff or by the public.

• Statements intended to be “put on the record”- Turning the record of official actions into a 
platform for personal opinions is not in good form. 
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Types of  Minutes
Action

A concise record of the meeting’s decisions, actions, and any tasks assigned to meeting 
attendees. 

Verbatim
A word-for-word account of the entire meeting. 

Summary
A concise and focused summary of the meeting’s essential points. This style of minutes 
is a balance between Action Minutes and Verbatim Minutes. 

22
05/07/2026



DE PARTME NT OF COMME RCE ,  COMMUNITY  AND E CONOMIC DE VE LOPME NT

Minutes of  the Kenai  C i ty  Counci l  Meet ing;  Apr i l  5 th,  2023
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What type of minutes are being 
used?
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Minutes of  the Pel ican 
C i ty  Counci l  Meet ing;  
August  9 th,  2023
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used?
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Minutes of  the Houston Ci ty  
Counci l  Meet ing;  Apr i l  14,  2022
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How Minutes Get  Approved 

Step 1 — Write The clerk (or designee) drafts minutes during or after the meeting, using 
notes, recordings, or a template

Step 2 — Staff Review Draft minutes are reviewed internally for accuracy before going 
public

Step 3 — Place on Agenda The draft minutes are placed on the next meeting's agenda for 
governing body action

Step 4 — Approve or Amend The governing body votes to approve the minutes as written 
— or amends them first, then approves

Step 5 — Permanent Record Once approved, minutes become the official journal of the 
meeting and are retained permanently (AS 29.20.160(e))
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The Clerk's Role — Keeping the Record
(AS  29.20.380)

• Attend & Document — Be present at governing body, board, and committee meetings 
and keep the official journal (minutes)

• Record Every Vote — Each member's vote is recorded as "yes" or "no" — unless 
unanimous, it may be recorded as "unanimous“

• Ensure Public Notice Compliance — Confirm that all meeting notices and public records 
requirements are met

• Manage Municipal Records — Develop retention schedules and procedures for storing 
and disposing of records

• Maintain the Permanent File — Keep an indexed file of all permanent records, codify 
ordinances, and certify records as needed
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Quest ions?

Rebecca.Rein@alaska.gov
907-269-3037
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