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[Sample] Tax Collection Committee First Meeting Agenda
[_______________ COUNTY TAX COLLECTION COMMITTEE]
(Detailed version with explanatory notes)


Meeting location:  







Date:  









Time:  








Pre-meeting Preparation Steps (during the weeks before first meeting)
1. TCC Delegate Lists  (PASBO Document #11C, D, E, or F) – County prepare lists of all TCC delegates – using or organized same as DCED Weighted Vote Tabulation Spreadsheet (for use in determining those present for quorum and recording roll call votes)

2. DCED Weighted Vote Tabulation Spreadsheet – County download on laptop (for use in conducting roll call votes) (as an alternative, could also make manual calculations from spreadsheet, but manual calculations will be more cumbersome)
3. Act 32 Advance Planning Group – SDs and munis form planning group to address/develop recommendations on major TCC issues

4. Agenda – County collaborate with planning group to prepare TCC First Meeting Agenda
Delegate Registration (7:00 to 8:00 p.m. – or alternate time, at registration table, just before meeting starts)

1. Delegate give name (require identification?)

2. Delegate bring copy of Delegate Appointment Resolution (PASBO Document #2 or #2A) (in case not already on record with county per TCC Delegate List)

3. County representative check name against TCC Delegate List (PASBO Document #11C or #11F)

4. County representative complete TCC Meeting Attendance List (PASBO Document #11E or #11F) (for use in conducting roll call votes)

5. Delegate sign TCC Delegate Register Signature List (PASBO Document #11D)
6. County representative distribute agenda to each delegate (and others attending)
7. County representative determine whether a quorum is present to begin meeting conduct
(Note on quorum determination:  Per § 505(b.1), unless and until changed in bylaws, quorum = majority head count of voting delegates appointed
Example:

· Total # SDs and munis eligible to appoint voting delegates = [60]

· Total # delegates appointed by SD and muni governing bodies = [55]

· Note:  Could be question as to “# delegates appointed” – could be moving target/open question – will need use best available information
· Quorum/majority = [28]

· 28 delegates must be present to start meeting)
8. What if no quorum?

· Chair reschedules meeting for date within 3 weeks and gives written notice
· Quorum = whatever # delegates present at rescheduled meeting

Meeting Start – Preliminary Items (start 8:00 p.m., or alternate time per prior meeting notice)
1. Welcome/call to order/introduction (Chair of County Commissioners, Chief Executive of County, or Chair designee – as Temporary Chairperson)
2. Introduction of delegates and others present 
3. Quorum determination (announce that quorum is present) (if quorum not present, announce that meeting will be rescheduled, then adjourn)
4. Meeting notices given (explain that notice was given in accordance with legal requirements, including advertising public notice, posting public notice on building where meeting held, and notice mailed [and e-mailed] to SDs, munis, [TCC delegates], and DCED)
5. Public comment on agenda items (per Sunshine Law)
Mandatory First Meeting Action Items

(Notes on voting procedures:
· Vote required for approval – Per § 505(c)(2), unless and until changed in bylaws, approval of an action item, including officer election, requires a “yes” vote by a majority of all weighted votes present

Example:

· Total possible weighted votes = [100]
· Weighted votes present = [75]
· Approval requires “yes” votes = [37.51]
· Action items should be approved by a delegate motion/ second/ vote

· Act 32 does not mandate a roll call vote; however, a roll call vote will be necessary unless there is a clear and indisputable consensus
· If the Chairperson believes there is a clear consensus, the Chairperson might for some items ask for a show of hands to indicate “yes” and “no” votes – if it is very obvious and beyond question that the show of hands indicates approval by a majority of all weighted votes present, the Chairperson might dispense with a formal roll call vote; however, a formal roll call vote is recommended for the initial officer election, for any other matter considered of high importance, or for any other matter as to which there might be a possible future dispute

· If using DCED Weighted Vote Tabulation Spreadsheet on laptop computer, Chair might want to have someone also record votes manually – as a double-check)
6. Elect officers for term until successors elected per bylaws 
a. Chairperson

b. Vice Chairperson

c. Secretary

d. Other officers if desired

(Notes on officer election:
· Delegate move election of stated slate of officers/ delegate second/ Chairperson conduct single vote on entire slate
Example:

“Motion to elect the following slate of officers

Chairperson – Mary T. Smith

Vice Chairperson – John Y. Jones

Secretary – Sally R. Foster

Assistant Secretary – George P. Franklin”
· If there is not a clear consensus on a slate of officers based on advance planning, Chairperson will need to conduct separate vote on each officer position

· If multiple individuals are nominated for the same office, Chairperson will need to conduct a separate vote on each nominee until majority approval is attained
Example:

“I nominate Mary T. Smith as Chairperson

  I nominate Sally R. Foster as Chairperson”)
7. Elected Chairperson take over conduct of meeting (County representative duties are completed)
8. Chairperson introductory comments

Optional First Meeting Action and Information Items
(Notes on optional action and information items:
· Optional items should be included only if there has been advance planning and consensus on the optional items
· The order of optional items should be changed as appropriate based on advance planning

· Act 32 Overview – assuming there has been advance planning, consideration should be given to moving this to an earlier part of the agenda – possibly before election of officers)
· Some items might be delegated to Management Committee

9. Appoint TCC solicitor/legal counsel for term until successor appointed per bylaws

10. Appoint Open Records Officer for term until successor appointed per bylaws

11. Act 32 overview (TCC solicitor/legal counsel or other individuals as appropriate)

12. Adopt bylaws or establish process for development and adoption

13. Decision on necessary TCC employees 
14. TCC finance decisions

a. TCC annual budget – operating costs
b. Appoint TCC auditor 

c. Appoint TCC bank
d. TCC tax identification number – authorize TCC solicitor or CPA to obtain
e. Method of funding TCC budget (to be included in bylaws)
f. Tax collector cost allocation plan (to be included in Tax Collection Agreement)
15. TCC Insurance decisions

16. Decision on whether TCC will assume jurisdiction over LST or other taxes (other than income tax)
17. Decision on single-county or multi-county TCC 

Standard Agenda Items (to be addressed at first and all future meetings)
18. Future meeting dates and plans
19. Old business

20. New business
21. Public comment (per Sunshine Law) 

22. Adjourn
Post-Meeting Items

· Send TCC Notice to DCED Concerning TCC Officers – PASBO Doc # 16

· Send TCC Notice to DCED Concerning TCC Bylaws – PASBO Doc # 17
The following is intended as a starting point for preparation of a TCC first meeting agenda.  The TCC must hold its first meeting on or before November 16, 2009.  At the first meeting, the TCC must elect a Chairperson, Vice-Chairperson, and Secretary.  The Chairperson will need to develop a schedule, agendas, and action plans for each future meeting.  
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