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CHAPTER 1
OVERVIEW
1.1

ADMINISTRATIVE POLICY

Pursuant to the adoption of the Central Wasatch Commission ("Commission") Agreement and
the accompanying Interlocal Assignment, Assumption & Consent Agreement by the various
Members, the Board of the Commission adopted this updated Administrative Policies and
Procedures Manual on December 4, 2017.
The two Agreements should be read in conjunction with this document to understand the
progression of Commission from its creation by the members, appointment of Commissioners
by the members, to the election of officers and the administrative organization and
responsibilities.
There are placeholders for various policies in this document that will be developed and added as
directed by the Commission.
CHAPTER 2
OFFICERS
2.1

DUTIES OF THE BOARD CHAIR

The Chair of the Commission shall:
A.

Preside at all meetings of the Commission.

B.

Execute on behalf of the Commission:
1.

All bonds and instruments creating debt against the Commission.

2.

Commission resolutions.

3.

Agreements with the United States, State of Utah, or any other governmental
entity, department or political subdivision, unless delegated in writing to the
Executive Director by the Chair or allowed the Executive Director by other
sections in this manual.

4.

The countersigning of disbursement checks.

5.

Agreements specifically authorized and directed by the Commission.

6.

Real estate leases, and all deeds and conveyance documents in which the
Commission is a grantor of any interest.

7.

Contracts and agreements authorized by the Commission which cause the
Commission to incur extraordinary expenditures not described within the
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Commission’s annual budget.
8.

All other contracts and agreements specifically required of the Chair.

C.

Attend and, if appropriate, preside at ceremonial activities (including, but not limited
to, ribbon-cuttings, open houses, receptions) in which ceremonial representation is
needed or sought.

D.

Be a spokesperson for the Commission, unless the Commission directs otherwise.
When the Chair acts as spokesperson for the Commission, the Chair should speak for
the majority of the Commission. When the Chair is speaking for himself or herself or
in the capacity as an individual member of the Commission, the Chair should clearly
identify that limited capacity.

E.

Represent the will of the Commission.

F.

The Chair may request any member of the Commission to represent the Commission
outside of the Commission meetings.

2.2

SUCCESSION OF AUTHORITY

In the event that the office of Chair is vacant or the individual occupying this office is absent or
otherwise unavailable, the Co-Chair shall serve as Acting Chair of the Commission, with all the
power and authority of the Chair.
2.3

DUTIES OF THE SECRETARY (Placeholder)

2.4

DUTIES OF THE TREASURER
A.

The Treasurer shall be custodian of all money, bonds, or other securities of the
Commission

B.

B. The Treasurer shall determine the cash requirements of the Commission and
provide for the deposit and investment of all money.

C.

The Treasurer shall receive all public funds and money payable to the Commission
within three business days after collection, including all taxes, licenses, fines, and
intergovernmental revenue, and keep an accurate, detailed account of those funds
and money as required by law and as directed by the Commission.

D.

The Treasurer shall collect all special taxes and assessments as provided by law and
ordinance.

E.

The Treasurer shall give or cause to be given to every person paying money to the
Commission treasury a receipt or other evidence of payment, specifying, as
appropriate, the date of payment and upon which account paid, and shall file the
duplicate of the receipt.

F.

The Treasurer shall sign all checks. Before signing any checks, the Treasurer shall
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determine that a sufficient amount is on deposit in the appropriate bank account of
the Commission to honor the check.

2.5

G.

The Treasurer shall promptly deposit all Commission funds in the appropriate bank
accounts of the Commission. Commission funds shall not be commingled with funds
of another person or entity.

H.

The Treasurer shall be responsible for monitoring expenditures during the fiscal
year.

I.

The Commission may appoint an Assistant Treasurer to function in the absence of
the Treasurer or assist the Treasurer, with all the power and authority of the
Treasurer or within the scope of authority otherwise delegated by the Commission.
UNAUTHORIZED USE OF COMMISSION FUNDS

If any Commissioner or officer or any other employee or officer of the Commission, is using
Commission funds for personal profit or for any purpose not authorized by law, that person
shall be subject to discipline up to and including referral to law enforcement authorities and/or
removal from the Commission and/or termination of employment.
CHAPTER 3
PUBLIC RECORDS POLICY
3.1

GOVERNMENT RECORDS ACCESS AND MANAGEMENT ACT

The Commission is subject to, and complies with the Government Records Access and
Management Act (“GRAMA”). GRAMA provides the basis for the Commission’s information
practices including classification, designation, access, denials, segregation, appeals,
management, retention and amendment of records. The Commission adopts GRAMA’s
standards for classification and designation of its records as public, private, controlled or
protected.
3.2

FEES

The Commission shall charge and collect those costs and fees allowed by GRAMA for responding
to a request for a record, specifically including but not limited to those in GRAMA. The
Executive Director may waive any cost or fee in accordance with GRAMA.
3.3

REQUESTS FOR RECORDS

Pursuant to GRAMA, a request for a Commission record shall be directed to the Chair at the
location of his or her governmental office. If there is not an acting Chair, requests shall be
directed to the Co-Chair.
CHAPTER 4
COMMISSION MEETINGS
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4.1

TERMS USED IN THIS CHAPTER

As used in this Chapter:
A.
“Act” means the Utah Open and Public Meetings Act of the Utah Code.
B.

“Closed to the public” means a meeting that the public is not allowed to attend
pursuant to the Act.

C.

“Open to the public” means a meeting that the public is allowed to attend pursuant
to the Act.

D.

Terms used in this Chapter that are defined in the Act shall have the meaning given
by the Act.

4.2

MEETINGS OF THE COMMISSION
A.

Regular Meeting. A regularly scheduled meeting of the Commission for which notice
of the date, time, and place has been given in the Annual Meeting Schedule.

B.

Special Meeting. Any meeting of the Commission that replaces or is held in addition
to regular meetings.

C.

Annual Meeting. The meeting at which officers of the Commission are elected. The
Annual Meeting shall be held on the date and hour of its regularly scheduled meeting
held on or after July 1st of each year.in January.

D.

Emergency Meeting. A special meeting held as a result of unforeseen circumstances,
to consider matters of an urgent or emergency nature.

4.3

PLACE OF MEETINGS

Except as may otherwise be determined, meetings of the Commission shall be held at the formal
office of the various Commission members on a rotating basis as provided in the notice.
4.4

PUBLIC NOTICE OF MEETINGS
A.

Annual Meeting Schedule. An annual schedule of the regular meetings of the
Commission shall be posted at all times in a conspicuous place at the Commission’s
principal office or on the Commission’s website. The annual schedule of regular
meetings shall be sent to the Public Notice Website and other organizations and
individuals requesting such schedule.

B.

Regular Meeting. Notice of the date, time, place and agenda for each regular meeting
shall be posted at the Commission’s principal office and sent no less than 24 hours
before the beginning of each meeting to the Public Notice Website and other
organizations and individuals requesting such notice.

C.

Special Meeting. Where possible, the notice described in Section 4.4.B shall be given.
However, when unforeseen circumstances require calling a special meeting,
including an emergency meeting, the notice requirements of Section 3.4.B may be
disregarded and the best practicable notice given. No special meeting shall be held
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until a reasonable attempt has been made to notify all Commissioners, and a
majority of the Commissioners contacted and polled agree to hold the special
meeting.
D.

4.5

Meeting at a Place other than the Principal Place of Business. Notice of a meeting to
be held at a place other than the principal place of business shall be given as provided
by law.
NOTICE TO COMMISSIONERS

The Commission Clerk or other designee shall send notice of all regular and, when possible,
special meetings of the Commission to all Commission members by ordinary mail, electronic
transmission or hand delivery at least three days in advance of each meeting. Such notice shall
include the date, time, and place of the meeting as well as a copy of the previous meeting's
minutes and the agenda for the proposed meeting.
4.6

CONDUCT OF MEETINGS
A.

All meetings of the Commission shall be conducted according to Robert's Rules of
Order when requested so by a Commissioner.

B.

Any Commissioner shall have the right to place any matter on the agenda if a
reasonable notice of seven days is given. The meeting shall follow the agenda unless
otherwise agreed.

4.7

QUORUM

A majority of the actual Commissioners shall constitute a quorum for the transaction of
Commission business. A concurrence of a majority of the quorum, in any matter within the
scope of their duties, shall be sufficient for the determination of such matter, except as required
otherwise by statute or in this Manual.
4.8

PRESUMPTION OF ASSENT

A Commissioner who is present at a meeting of the Commission at which action on any matter is
taken shall be presumed to have assented to the action taken unless the Commissioner’s dissent
shall be entered into the minutes of the meeting or unless the Commissioner shall file written
dissent to such actions before the adjournment of the meeting. A written dissent shall not
apply to a Commissioner who voted in favor of such action.
4.9

NO PROXY

A Commissioner may not delegate the right to vote on Commission matters to an designee;
provided, however, that a Commission may send a non-voting designee to Commission meetings
for the purpose of gathering information for and expressing the viewpoint of the designee’s
Commissioner.
4.10
A.

OPEN AND CLOSED MEETINGS
Open Meeting. All meetings of the Commission, except closed meetings, shall be
open to the public.
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B.

Closed Meeting. Except as otherwise directed by the Board, closed meetings shall be
open only to Board members, and Commission staff. A closed meeting may be held
upon the affirmative vote of two-thirds of the Board present at an open meeting for
which notice is given, provided a quorum is present. A closed meeting may be held
for any of the following purposes:
1. Discussion of the character, professional competence, or physical or mental
health of an individual.
2. Strategy sessions to discuss personnel matters.
3. Strategy sessions to discuss pending or reasonably imminent litigation.
4. Strategy sessions to discuss the purchase, exchange, or lease of real property
when public discussion of the transaction would disclose the appraisal or
estimated value of the property under consideration or prevent the Commission
from completing the transaction on the best possible terms.
5. Strategy sessions to discuss the sale of real property when: (a) public discussion
of the transaction would disclose the appraisal or estimated value of the property
under consideration or prevent the Commission from completing the transaction
on the best possible terms; (b) the Commission previously gave public notice that
the property would be offered for sale; (c) the terms of the sale are publicly
disclosed before the Commission approves the sale.
6. Discussion about deployment of security personnel, devices or systems
7. Investigative proceedings
misconduct.

C.
4.11
A.

regarding

allegations

of

criminal

Actions Taken. No ordinance, resolution, rule, regulation, contract, or appointment
shall be approved at a closed meeting.
MINUTES OF MEETINGS TO BE KEPT
Open Meeting. Written minutes shall be kept of all open meetings. Such minutes
shall include:
1. The date, time, and place of the meeting.
2. The names of members present and absent.
3. The substance of all matters proposed, discussed, or decided, and a record, by
individual member, of votes taken.
4. The names of all citizens who appeared and the substance in brief of their
testimony.
5. Any other information that any member requests be entered in the minutes.
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Minutes shall not be “final” or “official” until the Commission has formally approved
them. Notes and/or draft minutes prepared by or at the direction of the Clerk shall be
destroyed one year after the minutes are formally approved by the Commission.
B.

Closed Meeting. Unless the closed meeting is called for purposes specified in Section
4.10.B or 4.10.B., in which case the presiding officer shall sign a sworn statement
affirming the purpose of the meeting, an audio recording shall be kept of the closed
portion of the meeting. Written minutes also may be kept. If minutes are kept, they
shall include:
1. The date, time, and place of the meeting.
2. The names of members present and absent.
3. The names of all others present.
4. The content of the meeting.
Audio recordings and written minutes of the closed meeting are protected records under
the Governmental Records Access and Management Act (“GRAMA”), section 63-2-801 et
seq. of the Utah Code, and any person who violates the provisions GRAMA is subject to
the criminal penalties contained in GRAMA. Audio recordings and written minutes of
closed meetings may be disclosed pursuant to a Court order only as provided in section
52-4-304 of the Utah Code.

4.12
A.

PUBLIC HEARING PROCEDURES
Public hearings before the Commission shall follow these procedural steps:
1. Declaration that the public hearing is open.
2. Verification that legal notification requirements have been met.
3. Staff presentation.
4. Questions by Commissioners.
5. Motion to open public comment session.
6. Call
upon individuals
who have completed
registration cards (see section 4.12.B. below).
7. Motion to close public comment session.
8. Staff response.
9. Questions by Commissioners.
10. Commission discussion.
11. Commission vote.
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and

submitted

12. Motion to adjourn/close public hearing.
B.

The following rules shall be observed during public hearings before the Commission:
1. Members of the public who desire to speak shall each first complete a registration
card indicating the speaker’s name, address and affiliations to the agenda item(s)
(or whom the person represents).
2. The Chair shall determine who will speak after reviewing the registration cards.
Each speaker shall be called by the Chair and at the discretion of the
Commission.
3. Speakers shall state their names, addresses and affiliations to the agenda items
(or whom they represent) before beginning their comments.
4. Speakers shall address their comments to the Chair, and they shall not debate
with other meeting attendees or make personal attacks.
5. A predetermined time limit shall be placed on speakers. A speaker cannot
combine his time with another (e.g., Speaker “X” cannot give his time to Speaker
“Y” so that Speaker “Y” has double the time), and the Chair will not recognize
redundant speakers/comments.
6. To permit everyone the opportunity to hear the proceedings, attendees shall be as
quiet as possible.
7. The hearing is designed for civil discussion. Therefore, attendees shall not jeer,
cheer, yell out comments, or clap.
8. Attendees shall not display any signs or distribute any handouts or flyers in the
hearing room.
9. After the close of the public comment period, discussion shall be limited to
Commission members and staff.

C.

4.13
A.

The Chair of the public hearing shall enforce the procedures and rules set forth above
in subsections A and B. At the Chair’s discretion and consistent with this Manual, the
Chair may take such additional actions as will promote an orderly and efficient public
hearing.
ELECTRONIC MEETINGS
In accordance with the Act, the Commission may convene and conduct any meeting
in which one or more Commissioners participate electronically, provided:
1. The notice for and procedures of the meeting shall conform to the Act and to all
applicable provisions of this Manual; and,
2. After making reasonable effort to do so, the Commission is unable to hold the
meeting with all Commissioners physically present in the anchor location.
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B.

Commissioners unable to be physically present but who wish to participate
electronically in a meeting shall be connected to the anchor location by means of a
conference using electronic communications, subject to the following conditions:
1. At the appointed time, the Commission shall initiate contact with those
Commissioners who indicated they will attend electronically.
2. Commissioners participating electronically will be allowed to use a cellular or
mobile telephone as long as they are in a safe quite place and their participation
is not disruptive to the meeting. If participation in a closed meeting the
Commission shall use a secure, encrypted Internet line or a secure, hard
telephone line that prevents unauthorized parties from listening.
3. Commissioners participating electronically shall not use speaker phones or other
communication equipment that may allow unauthorized parties to overhear the
meeting.

C.

Applicable procedures of this Manual shall govern an electronic meeting with the
following additions:
1. Commissioners who wish to participate electronically shall notify the
Commission at least twenty-four (24) hours before the scheduled start of the
meeting and shall provide contact information to allow their participation.
2. Minutes of the meeting shall note that the meeting was conducted electronically
in accordance with the Act and this Manual. The minutes shall identify those
Commissioners participating electronically.
3. All parties participating electronically should be able to hear and to speak with
each other and all present in the anchor location.
4. Commissioners and parties in the anchor location should be able to hear and to
speak with those participating electronically.
5. Electronic participation in a meeting shall constitute presence at that meeting for
all purposes, including the determination of a quorum and voting.
6. If visual aids or documents are to be presented or used at the meeting, the
Commission shall make reasonable efforts to provide copies to each person
participating electronically.
7. At the conclusion of the meeting, persons attending electronically shall verbally
certify that they participated in good faith in the entire meeting.

D.

An anchor location for all electronic meetings shall be the office designated by the
Commission for that particular meeting and shall be indicated in the meeting notice.

E.

Inasmuch as confidentiality may be intentionally or inadvertently compromised, the
following shall not be part of any electronic meeting:
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1. Communication among the Commission, staff and the Commission’s legal
counsel, such that the attorney-client privilege may arise.
2. An interview or discussion by the Commission of an employee or a candidate for
employment.
3. Topics required or allowed to be kept confidential, private or secret by state or
federal law.
4. Any other topic which the Commission determines must remain confidential,
private or secret.
CHAPTER 5
COMMISSION ADMINISTRATION
5.1

FIDELITY BONDS

Before assuming the duties of office, all appointed officers as designated in this chapter, shall be
bonded with corporate sureties for the faithful performance of the duties of their offices and the
payment of all monies received by such officers. A blanket bond or separate bonds may be
obtained. The Commission shall pay the bond premiums.
5.2

EXECUTIVE DIRECTOR
A.

Name. If appointed by the Governing Board, there shall be a position established
within the Commission to be known as the Executive Director.

B.

Purpose. The Executive Director shall act as the principal administrative officer of
the Commission as directed by the Governing Board and the Chair. The Executive
Director shall serve as Secretary to the Governing Board.

C.

Employment Status. The Executive Director serves at the pleasure of the
Commission and said employment may be terminated at will with or without cause
as determined by a majority vote of the Governing Board.

D.

Responsibilities of Executive Director.
1. Act as principal administrative officer of the CWC and coordinate and direct all
staff and consultant services as needed for daily operations of the CWC and as
may be directed by the Governing Board;
2. Recommend to the Governing Board all staff appointments, consultant
acquisition, staff advancements, and other employment policies, and act as
supervisor of all staff and consultants work that is conducted by the Commission
staff;
3. Act as the Commission’s budget officer, and coordinate with finance staff to
prepare, file, and administer an annual approved budget;
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4. Prepare and implement a strategic plan to accomplish a comprehensive and
interdependent package of actions including land exchanges, land designations,
transportation improvements, environmental monitoring, and other actions, as
described in the remaining sections. These goals include development of the
Environmental Dashboard and passage of the Central Wasatch National
Conservation and Recreation Area Act.
5. Develop a public outreach plan and public engagement efforts as directed by the
Commission.
6. Maintain the permanent records of the CWC in compliance with the Utah
Government Records Access and Management Act;
7. Make recommendations to the CWC regarding accomplishing the purposes as
defined in the Mountain Accord;
8. Prepare agendas and notices for the meetings of the Governing Board, the
Stakeholder Committee, and other committees as assigned and keep minutes and
or recordings as required by the Utah Open and Public Meetings Act;
9. Prepare applications for funding needed to accomplish the purposes of the
Commission;
10. Coordinate with finance staff to ensure receipt of all monies due or payable to the
CWC and deposit such monies in such depositories as shall be selected by the
Governing Board;
11. Coordinate with finance staff to maintain, under the supervision of the Governing
Board, such funds and accounts as may be required by governmental accounting
practices and the State’s fiscal procedures act;
12. Coordinate with finance staff to ensure distribution of monies payable and cosign payments together with the Treasurer (two signatures required);
13. Coordinate with finance staff to present a financial statement of receipts and
expenditures on a quarterly basis to the Governing Board or at the request of the
Governing Board;
14. In coordination with finance staff, and under the supervision of the Governing
Board, a certified annual review or audit of the financial accounts and records of
the CWC as required by law;
15. Prepare reports for the CWC, its Stakeholder Council, and others of highlights,
accomplishments, major reviews and other important matters of the CWC;
16. Conduct Stakeholder Council and staff meetings;
17. Communicate CWC activities, objectives, and efforts to CWC Member agency
staff, the Stakeholder Council, and key audiences;
18. Set up office space; and
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19. Perform all other duties assigned by the Governing Board.
5.3

STAFF
A.

Organization. Full or part-time staff positions for the Commission may be created
from time to time as determined by the Governing Board and will report directly to
the Executive Director.

B.

Employment Status. All full and part-time staff employees hired by and working for
the Commission are at-will employees and shall serve at the pleasure of the
Commission. They may be dismissed with or without cause at any time by the
Executive Director with the approval of the Governing Board.

C.

Temporary Employees. Within budget and authorization of the Governing Board,
the Executive Director may hire temporary employees, either for projects or limited
periods of time. These employees are at-will and may be terminated by the Executive
Director at any time with or without cause.

D.

Nepotism Prohibited. As to those legally recognized familial relationships as defined
in Utah Code Ann. §52-3-1 et. seq., the Commission and its Governing Board and
employees are governed by this Act.
CHAPTER 6
BUDGET, AUDITS, AND CHECKS
CHAPTER 7
PROCUREMENT POLICY

7.1

PROCURMENT POLICY

Except as otherwise provided herein, the Central Wasatch Commission shall be governed by
separate procurement rules and policies as adopted by the Commission.
CHAPTER 8
HUMAN RESOURCE POLICY
(This section will be developed when employees are anticipated and the policy is needed.)
CHAPTER 9
RISK MANAGEMENT
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9.1

INSURANCE

9.2

PROCEDURE FOR FILING AND PROCESSING OF CLAIMS

9.3

INDEMNIFICATION OF EMPLOYEES
CHAPTER 10
INVESTMENT POLICY

10.1

INVESTMENT POLICY
CHAPTER 11
FUND BALANCE POLICY

These policies relating to the establishment and appropriate management of Fund Balances are
intended to be consistent with the Utah Code, applicable portions of the Uniform Fiscal
Procedures for Interlocal Agreements. (“Uniform Fiscal Procedures Act”), applicable portions of
the State Money Management Act (“Money Management Act”), Rules of the State Money
Management Council, and applicable portions of the Municipal Bond Act (“Municipal Bond
Act”).
11.1

INTENT

11.2

PURPOSE OF POLICY

11.3

LIMITATION TO TOTAL OF FUND BALANCES

11.4

FUND BALANCE CLASSIFICATIONS AND TARGET BALANCES
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