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Town of Canandaigua 

Town Board Rules of Procedure 
Adopted January 31, 2024 

 

The Town Board of the Town of Canandaigua ("Town Board") hereby adopts the following Rules of 

Procedure. In the absence of the adoption of its own rules of order, these rules shall apply to all boards 

and committees of the Town of Canandaigua. The Rules of Procedure will be posted on the Town Clerk's 

legal bulletin board, in the Town Hall Meeting Room and on the Town of Canandaigua website. 

1. Regular Meetings. The organizational meeting of the Canandaigua Town Board will be held during 

the month of January of each year, pursuant to the provisions of Town Law. The Town Board shall 

hold at least one (1) regular meeting each month of the calendar year, the date(s) and time(s) to be 

decided upon at the organizational meeting. In the event that there are two monthly scheduled 

meetings the first meeting shall be a workshop meeting of the Town Board and the second shall be a 

regular meeting of the Town Board. 

2. Chair. The Town Supervisor shall be the Chair of the Board. In the absence of the Supervisor, the 

Deputy Supervisor shall act as the Chair of the Board. In the absence of both the Town Supervisor 

and the Deputy Town Supervisor, the Town Board shall appoint a temporary Chair. 

 

3. Quorum. The majority of the Town Board (3 members) shall constitute a quorum. 

 

COMMITTEES 

 

4. Permanent/Standing Committees of the Town Board. The Town Board may from time to time 

create Committees of the Town Board as deemed necessary to assist the Town Board in the 

transaction of its business. One or more members of the Town Board shall be appointed to serve by 

a majority vote of the Town Board as Chair of such Committee on an annual basis for a one-year 

term. 

 

a. Committee Chairs shall ensure that an agenda and supporting materials are available at least three 

(3) business days prior to the meeting. 

b. Committee Chairs shall ensure that minutes of each meeting are available at least five (5) business 

days after the meeting. 

5. Special Committees. The Town Board may from time to time also create and abolish advisory, 

Special Committees and/or Commissions by a majority vote of the Town Board, on an annual basis 

for a one-year term. Any resolution creating an advisory Special Committee or Commission shall 

specify the powers and duties of the Special Committee or Commission. 

CONDUCT OF MEETINGS 

 

6. Order of Business. At each regular meeting of the Town Board, the order of business shall be as 

set forth in the attached EXHIBIT A. At each workshop meeting of the Town Board, the order of 

business shall be as set forth in the attached EXHIBIT B. 

 

7. The Chair shall preserve order and decorum at all meetings of the Board. All people in attendance 

shall conduct themselves with civility and professionalism and shall treat each other and Town staff 

with courtesy and respect. 

 

8. When two or more members of the Board speak at once, the Chair shall name the Board member 

who is to speak first. No Board member shall speak more than once on any question, until every 
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Board member choosing to speak shall have spoken. Prior to comment, each member of the board 

will be recognized by the Chair prior to speaking. 

 

9. A Board member called to order shall immediately come to order, except that he/she will be permitted 

to explain. If an appeal shall be taken from a decision of the Chair, the Board shall decide the case by 

majority vote without debate. 

 

10. All questions of order not addressed specifically by these Rules of Procedure shall be decided by the 
Town Attorney based on guidance from Robert's Rules of Order and applicable law. 

 

PERMISSION FOR THE PUBLIC TO SPEAK BEFORE THE TOWN BOARD 

 

11. Anyone from the public shall have the right to address the Board on a matter of public concern during 

the Privilege of the Floor portion of any Town Board meeting. 

a. Each speaker will have three minutes to speak unless the Chair grants approval for 

additional time. Time may not be transferred from one speaker to another or reserved 

for a later time in the same meeting. 
b. Speakers must direct their comments to the Town Board. 

c. The use of racial, ethnic, or homophobic slurs; lewd, obscene, threatening, abusive, or 

profane language will not be tolerated. Speakers who violate this rule, will have their 

time immediately revoked and will be asked to leave the meeting. 
d. It is helpful, but not required, for speakers to provide their name and address. 

e. Written materials shall be provided to the Clerk and will be incorporated into the official 
record. 

 

AGENDA AND SUPPORTING MATERIALS 

 

12. Deadline for Submission. All proposed resolutions and supporting materials must be submitted to 

the Town Board Agenda working folder on or before noon seven (7) days prior to the Town Board 

meeting. All department heads and employees submitting resolutions should make every effort to 

submit their resolution by Noon ten (10) days proceeding the deadline. 

 

a. The Town Board, in its sole discretion, may consider and/or act upon any and all business that 

may properly come before the Town Board at any duly convened meeting of the Town Board by 

request and the approval of a majority of the Board. 

b. Any Town Board member may present a proposed resolution for consideration to the Town 

Supervisor by the established deadline. 

c. Resolutions presented after the deadline will require a waiver of this rule of procedure and 

approval by the Chair. Resolutions requested for consideration after the deadline shall be provided to 

the Town Supervisor for introduction and consideration as supplemental at the meeting of the Town 

Board. 

13. Presentations to the Town Board. Requests to make a presentation to the Town Board must be 

received by the Town Supervisor's Office at least seven (7) days prior to the meeting. 

 

14. Preparation and Publication of Agendas. The Town Supervisor and town staff will review and 

prepare the agenda. The Town Clerk will post the agenda on the official bulletin board. The Town 

Supervisor's Office shall ensure that the agenda and proposed resolutions are posted on the website 

by 2:00 p.m. at least five (5) days prior to a Town Board meeting or as soon as possible thereafter if 

it is not possible to do so. 
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15. Meeting Packet. The Town Supervisor's Office will gather all information relevant to the Town 

Board meeting, including the agenda, and make it available to the members of the Town Board by 

2:00 p.m. at least five (5) days prior to a meeting. At least five (5) days prior to a meeting the agenda 

and supporting documents will be e-mailed to Board members and posted on the Town's website. 

MOTIONS AND RESOLUTIONS 

16. No motion shall be stated, debated, or put, unless it is seconded. 

17. Any motion shall be reduced to writing if the Chair or any Board member so requests. 

 

18. If any question in debate contains several distinct propositions, any Board member may have the 

same divided. 

 

19. After a motion is stated, it shall be before the Town Board, any such motion may be withdrawn by 

the Town Board member offering the motion at any time prior to decision or amendment. 

 

20. When a question is under debate, no motion may be received, except a (a) motion to amend the 
question, (b) to put the question, (c) to postpone it indefinitely, (d) to adjourn it to a specific day, (e) 

to lay it on the table, (f) to commit it to a committee, or (g) to adjourn the meeting. 

 

21. Amendment/Modification of Motions, Resolutions, or Local Laws. 

a. Any member may suggest a modification or modifications to a motion, a proposed resolution or 

local law during debate and with consent of the originally moving member and the Chair said 

modification or modifications shall be incorporated into the original motion. 

b. In the absence of such consent any modification or modifications must be made by motion to 

amend, duly seconded, and affirmatively approved by an affirmative vote of a majority of the 

Board. 

 

22. Recording of Votes. The name of the Board member offering a motion or resolution, and the name 

of the Board members seconding the motion or resolution shall be entered into the minutes. The ayes 

and nays and abstentions upon any question shall be taken and entered in the minutes. Any such 

motion must be made by a Board member, be duly seconded and then be approved by an affirmative 

vote of a majority of the Board. Any member of the Board may ask for a roll call vote on any 

question. 

23. Laying Over of Resolutions or Local Laws. 

a. Any Resolution or Local Law before the Town Board shall be laid over until the next regular 

meeting of the Board if so demanded by any member of the Town Board. 

b. No further action may be taken on the Resolution or Local Law or its amendments, but limited 

discussion may occur at the discretion of the Chair. 

c. No member shall be required to tell his/her reason for the lay-over of the Resolution or Local 

Law. 

d. Any action on a laid-over Resolution or Local Law must take place at the next scheduled 

meeting. 
e. No Resolution or Local Law may be laid over a second time. 

24. Grouping of Resolutions. The Chair may group multiple resolutions together by so stating and 

requesting a motion to approve said group of resolutions as identified by number. If any member 

objects to such grouping of resolutions the resolutions shall not be grouped together unless upon 

motion to do so, duly seconded, and approved by an affirmative vote of a majority of the Board. 
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25. Motion to Adjourn. A motion to adjourn, duly seconded, shall always be in order and shall be 

decided without debate by an affirmative vote of a majority of the Board. 

 

MISCELLANEOUS 

 

26. No standing rule of order shall be rescinded, suspended or changed, or any additional rule of order 
be adopted thereto, except by majority vote of the Town Board. 

 

27. Any Town Board member may request an executive session if allowed by law which may be granted 
by a majority vote of the Town Board. 

 

28. When a Board member must be necessarily absent or will be participating in a meeting by remote 

participation in accordance with the Town Board's Remote Participation Policy, that Board member 

must so inform the Chair and the Town Clerk as soon as reasonably possible. 

 

29. All Board members shall complete the same amount of training as is required of members of the 

Town's Planning Board. Newly elected or appointed Board members should also complete the 

newly elected officials training sessions presented by the New York State Department of State during 

their first year in office. 
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EXHIBIT A 

TOWN OF CANANDAIGUA 

2024 REGULAR TOWN BOARD MEETING RULES 

OF PROCEDURE 

ORDER OF BUSINESS 

At each meeting the order of business shall be 

1. Call to order and Pledge of Allegiance 

2. Roll Call 

3. Circulation of written communications and correspondence 

4. Privilege of the Floor 

5. Priority Business 

6. Presentations 

7. Public Hearings 

8. Reports of Town Officials and Department Heads 

9. Reports of Committees, Boards and Commissions 

10. Privilege of the Floor 

11. Resolutions and Motions 

12. Approval of the Minutes 

13. Payment of Bills 

14. Other Business 

15. Privilege of the Floor 

16. Executive session as needed 

17. Adjournment 
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EXHIBIT B 

TOWN OF CANANDAIGUA 

2024 TOWN BOARD SPECIAL WORKSHOP 

MEETING RULES OF PROCEDURE 

MEETING TIME: Meetings shall run from 6:00-7:30 PM 

on designated dates, unless otherwise agreed to by a 

majority vote of the Town Board. 

ORDER OF BUSINESS 

At each meeting the order of business shall be 

1. Call to order and Pledge of Allegiance 

2. Roll Call 

3. Presentations, Workshops, Other Business 

a. Workshops; including, but not limited to BID Meeting, Capital 

Planning, Comprehensive Plan Review, Strategic Plan Review, Budget 

Review 

b. Presentations; including, but not limited to History Team, Tree Team, 

Cemetery Committee, Planning Board, Zoning Board, ECB, Parks 

Committee, Special Events, Citizens Committee, and local agencies and 

government bodies. 

c. Public Hearings, motions and resolutions as requested by town staff 

d. Other Business as agreed to by a majority of Town Board members. 
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Adopted 2024-01-31  Resolution 2024-46 


