
Town Of Urbana Board 

Meeting Rules of Procedure 
 

1. Three or more Board members are needed to conduct official business. 

 

2. With few exceptions three votes are necessary to pass a motion or resolution. 

 

3. The presiding officer is the Supervisor or the Board approved appointee. 

 

4. Robert’s Rules of Order will be used as the basis for conducting an orderly meeting. 

These rules will be interpreted and applied informally by the Supervisor. 

 

5. The vote on every question will be taken by ayes and nays, and the names of the 

members present and their votes will be entered into the minutes. 

 

6. No member of the public shall be permitted to address the Board without first being 

recognized by the Supervisor and remarks made must be directed to the Supervisor who 

may either respond or refer the matter to a Board member. 

 

7. Individuals who address the Board should state their name and their address as a matter 

of courtesy to those who might not otherwise know them. 

 

8. The Supervisor is authorized to adjourn or recess the meeting. 

 

 

 

Members of the Public Meeting Policies 

 
Any observing public member may upon recognition by the supervisor address any item on the 

agenda relative to this section. Please keep comments non-personal, as factual as possible and in 

a time frame of five minutes or less.   

 

Any Board member or public member upon recognition by the Supervisor may bring forth at this 

time any item of their concern with the understanding that the item will not be discussed nor 

acted upon at this meeting but will be noted and acted upon at a later date in accordance with the 

nature of the item. 

 

If you wish to put an item on the agenda, please notify the Supervisor’s office and fill out a form 

which will require your name, the group you represent, the date you wish to present the item and 

the nature of the item. This must be done no later than the Tuesday before a regular monthly 

meeting. 

 

Agendas will normally be available one calendar day prior to the scheduled meeting. 

 
 


