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Statutory Author ity

Alaska Statutes- Sec 29.20.160- Procedures of governing bodies. 

(e) A governing body shall maintain a journal of its official proceedings that shall be a 
public record. 

Alaska Statutes- Sec 29.20.380- Municipal Clerk. 

(a) The municipal clerk shall 
(1) attend meetings of the governing body and its boards and committees as required 
and keep the journal; 

3Minutes
10/24/2024



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

Statutory Author ity

Alaska Statutes- Sec 29.20.160- Procedures of governing bodies. (b)

(b) A governing body shall hold at least one regular meeting each month unless otherwise 
provided by ordinance. If a majority of the members are given at least 24 hours oral or 
written notice and reasonable efforts are made to notify all members, a special meeting of 
the governing body may be held at the call of the presiding officer or at least one-third of 
the members. A special meeting may be conducted with less than 24 hours notice if all 
members are present or if absent members have waived in writing the required notice. 
Waiver of notice can be made before or after the special meeting is held. A waiver of 
notice shall be made a part of the journal for the meeting. 
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Purpose of  Meetings ( Inc luded in  the October 3 rd,  LeGIT tra in ing)

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 ordinance shall be published 
together with a notice of the time and place for the hearing.
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Call to order
Roll call

Approval of agenda
Minutes of previous meeting
Reports
Communications
Old business
New business
Public comments

Public comments

Standard Agenda Items
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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 in 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. 
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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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What type of minutes are being 
used?
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Minutes of  the Houston Ci ty  
Counci l  Meet ing;  Apr i l  14,  2022
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What type of minutes are being 
used?
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The Approval  process for  minutes

Generally, the City Clerk or an employee the Clerk chooses will write the minutes.

The writing of the minutes may happen during the meeting, generally after the meeting.

The Clerk may use a template or recording to help them write minutes.

Once written and reviewed by staff minutes should be placed on the next meeting agenda 
for approval. 

Once approved, or amended and approved, the meeting minutes become an official and 
permanent journal of what happened during the meeting. Minutes are retained 
permanently. 
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Alaska’s  Open Meet ings  Act

To be able to protect the public's right to know, the OMA requires that:
• all deliberations and action taken by a public entity must be done in public view, with limited 

exceptions;
• the public must be provided prior knowledge of all steps occurring in the decision-making 

process, with limited exceptions; and that
• individual actions of an official are made known.

In order for these requirements to have full effect, meetings must occur as provided in the notice; 
and, with few exceptions, the public must be allowed to involve itself in the meeting. The public must 
also have access to materials being considered during the meeting.
In addition to laying out specific steps required for meetings and allowable exceptions, the statutes 
addressing open meetings speak about the state's policy regarding what authority the public has 
delegated to governing bodies. 
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Alaska’s  Open Meet ings  Act

According to the 'State Policy Regarding Meetings' (AS 44.62.312):

• The government exists to aid in conducting the people's business.
• Government units should act and deliberate openly.
• The people do not yield sovereignty to government agencies that serve them.
• Public servants have not been given the right to decide what is good or not good for the people 

to know.
• People should remain informed so they may retain control over the government they created.
• The use of teleconferences is for convenience of the parties, public, and government.

The Open Meetings Act should be narrowly construed to effectuate these policies and avoid 
unnecessary exemptions.
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Maintaining Meet ing Records- Minutes

The Clerk is responsible for:
• Attending meetings of the governing body and its boards and committees as required 

and to keep the journal (minutes);
• Minutes: 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". 

• Assuring that notices and other requirements for public meetings are complied with 
and assuring that public records are available for public inspection as required by law;

• Managing municipal records and developing retention schedules and procedures for 
inventory, storage, and destruction of records as necessary;

• Maintaining an indexed file of all permanent municipal records, providing for 
codification of ordinances, and authenticating or certifying records as necessary.
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Quest ions?

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