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Rules of 
Procedure 

A. Municipal Code section 
25.06.030.2(7)(j)(3) requires this 
Commission to adopt its own set 
of procedural rules for the conduct 
of its business, which may not 
conflict with the Municipal Code 
nor the Code of Iowa. 

B. The Commission has adopted the 
foregoing Rules with the intent of 
making its procedures clear, 
clean, and easy-to-follow, both for 
the Commission members and for 
members of the public. 

C. In addition, the Commission herby 
adopts and observes Robert’s 
Rules of Order, in its most recent 
edition.  However, these Rules of 
Procedure take precedence over 
Robert’s Rules of Order.  

Preamble 



4. Public comments 

5. Executive session and vote 

Article III: Motions 
and Voting 
 
A. The Commission typically recognizes 

three kinds of motions: 

1. Main Motion (request for action 
on an item; can be made by any 
member, including the 
Chairperson) 

2. Motion to Amend a Motion 
(which the Board must vote on 
first; then the Board votes on the 
underlying Motion) 

3. Motion to Postpone discussion of 
a matter until a future meeting. 

B. Another Commission member may 
then second a motion.  The motion 
dies if no Commission member 
seconds it. 

C. The Commission may then debate the 
motion further. 

1. Members should keep their 
discussion concise and limited to 
the motion on the table. 

2. A member may withdraw his or 
her own motion at any time during 
debate. 

D. The Chairperson may then conclude 
debate by calling for a vote.  Each 
member must respond: 

1. Yes (“aye”) 

2. No (“nay”) 

3. Abstain 

E. The Chairperson shall then state 
whether the motion passes or fails, 
and the final vote tally. 

Article IV: 
Amendments 
 
The Commission may suspend or 
amend these rules, by majority vote. 

Article V: Public 
Participation 
 
A. Any member of the public wishing 

to address the Commission on an 
agenda item may do so during the 
“public comments” section of the 
Order of Business. 

B. Comments by any one member of 
the public may be limited to three 
(3) minutes, at the discretion of the 
Chairperson. 

C. Any person so addressing the 
Commission shall step up to the 
microphone and give their name 
and address for the record. 

D. All remarks shall be addressed to 
the Commission as a body, and not 
to any Commission member 
specifically. 

E. Should a person engage in 
slanderous remarks, personal 
attacks, or boisterous behavior, the 
Chairperson may refuse to 
recognize the speaker, and may 
ask the speaker to leave. 
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Article I: Administration 
 
A. Commission meetings are administered 

by the Chairperson.  The Chairperson 
has the power to: 

1. Call the meeting to order 

2. Recognize speakers 

3. Call for motions on particular agenda 
items, and facilitate debate 

4. Preserve order and decorum 

5. Determine points of order 

B. The Secretary shall keep the minutes, 
pursuant to the Municipal Code. 

C. A city attorney shall serve as 
parliamentarian. 

Article II: Order of 
Business 
 
A. The order of business shall be as shown 

in the published agenda.  This order shall 
typically be as follows: 

1. Call to order and opening statement 
by Chairperson 

2. Disclosure of conflicts by 
Commission members 

3. Zoning hearings 

4. Other business 

5. Adjournment 

B. As to an item of business, the order shall 
typically be as follows: 

1. Staff report 

2. Questions for staff 

3. Petitioner comments, and questions 
for petitioner 


