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INTRODUCTION

KNOWLEDGE YOU WILL GAIN: 

Tips for following
Parliamentary Procedure

Practical Guidance for 
Public Comment

Understanding of the 
City Governing Rules 

Navigating the 
Agenda Sequence

Demystifying the Public 
Meeting Proceedings
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HOW CITY GOVERNMENT WORKS
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• City Charter 
• Municipal Code 
• Brown Act/Sunshine Ordinance 
• Standing Rules and Regulations
• Parliamentary Procedures (Rules of 

Order)
• Agenda – Order of Business

GOVERNING RULES

RULES AND REGULATIONS
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AGENDAS AND NOTICE
Accessibility: The Clerk’s Office post the agenda in a location 
accessible 24/7 and online

Timing: Post at least 12 days before the meeting except advisory 
Boards and Commissions (3 Bus. days).

Agenda Content:
• Include meeting time, date, and location
• Briefly describe each item to be discussed
• Aligning agenda content with purview
• Any materials to be discussed must be included as an 

attachment

These rules ensure transparency and public participation.
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• Open the meeting (Chair)
• Invocation/Pledge of Allegiance
• Public Comment (Consent, 

Closed Session, other matters 
under SBJ not on agenda)

• Consent Calendar (Items that 
are routine)

• Public Hearing (When required)
• Discussion Calendar 
• Closed Session
• Staff update
• Member Report
• Adjournment

AGENDA FORMAT AND SEQUENCE
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PUBLIC COMMENT AND PARTICIPATION
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MOVING THROUGH THE AGENDA

Chair call the 
meeting to order

Chair welcomes 
Public Comment 

(Chambers/Online)

Chair welcomes 
City Council 

discussion
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IN PERSON VERBAL COMMENT
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APPROACHING THE PODIUM

Yellow
Amber Light

Green
Amber Light

Each speaker will get three minutes to share their comments 
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ONLINE eCOMMENT
City of Riverside - Calendar
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ONLINE eCOMMENT (Cont’d)

No more than 3000 characters

Click the hyperlink City_clerk@riversideca.gov
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PHONE (ZOOM) PUBLIC COMMENT
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NO ACTION NON-AGENDIZED ITEMS!

• The members of the legislative body may briefly 
respond to statements or questions posed by the 
public at a public meeting.

• The members of the legislative body may ask a 
question for clarification, make a brief 
announcement, or make a brief report on his or 
her own activities.

• Otherwise, no action can be taken on issues or 
items that are not on the agenda.
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MOVING THROUGH THE AGENDA

Chair Announces 
Item and Opens 
Public Comment

Staff Delivers 
Presentation/Report

Chair welcomes 
Public Comment 

(Chambers/Online)

Chair welcomes 
Commission 
discussion
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FORMAL RULES OF DEBATE

KEEPING ITEMS ON TOPIC

CITY COUNCIL DISCUSSION
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MEETING RULES OF ORDER
MOTIONS

• Main Motion – Proposed action to be taken by the 
body. 

• Second – Express support for motion – required to move 
to vote.

• Substitute motion (requires second)

• Motion to amend (requires second)

• “Friendly” amendment (suggestion to original maker of 
motion)
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MEETING RULES OF ORDER
VOTING:

• A quorum must be present to vote and conduct meeting. 
• Most actions can be taken by a majority of the quorum. 

– An affirmative vote is required to pass. A failed motion 
is a denial.

– City Council rules require four (4) affirmative votes for 
items to pass.

– The Mayor breaks a tie vote. 
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GOING BEHIND THE DAIS
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BASIC MEETING RULES RECAP
• All meetings shall be open and public except when the Brown Act 

authorizes otherwise. 

• The public has a right to attend and participate in the meeting. 

• A meaningful agenda must be posted in advance of the meeting. 

• Discussion and action is limited to the matters listed on the agenda 
for the meeting. 

• Discussions outside of noticed meetings by a majority of members
of the legislative body about an item of business within the subject 
matter jurisdiction of the legislative body are prohibited.
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CONCLUSION

Q&A and Tour


