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Robert's Rules of Order

whawlrab

Introduction to Robert's Rules of Order
from: http://www.robertsrules.org/rulesintro.htm

What is Parliamentary Procedure?

Why is Parliamentary Procedure Important?
Example of the Order of Business

Motions

Types of Motions

How are Motions Presented?

Voting on a Motion

NooswbdbrE

1. What Is Parliamentary Procedure?
It is a set of rules for conduct at meetings that allows everyone to be heard and to
make decisions without confusion.

2. Why is Parliamentary Procedure Important?
Because it's a time tested method of conducting business at meetings and public
gatherings. It can be adapted to fit the needs of any organization. Today, Robert's
Rules of Order newly revised is the basic handbook of operation for most clubs,
organizations and other groups. So it's important that everyone know these basic
rules!

3. Example of the Order of Business
Organizations using parliamentary procedure usually follow a fixed order of business.
Below is a typical example:

Call to order.

Roll call of members present.
Reading of minutes of last meeting.
Officers reports.

Committee reports.

Special orders --- Important business previously designated for consideration at
this meeting.

Unfinished business.

New business.

. Announcements.

0. Adjournment.

ogkrwNE

4. Motions
The method used by members to express themselves is in the form of moving
motions. A motion is a proposal that the entire membership take action or a stand on
an issue. Individual members can:
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1. Callto order.

2. Second motions.
3. Debate motions.
4. Vote on motions.

5. There are four Basic Types of Motions:

1. Main Motions: The purpose of a main motion is to introduce items to the

membership for their consideration. They cannot be made when any other
motion is on the floor, and yield to privileged, subsidiary, and incidental
motions.

Subsidiary Motions: Their purpose is to change or affect how a main motion is
handled, and is voted on before a main motion.

Privileged Motions: Their purpose is to bring up items that are urgent about
special or important matters unrelated to pending business.

Incidental Motions: Their purpose is to provide a means of questioning
procedure concerning other motions and must be considered before the other
motion.

6. How are Motions Presented?

1.

o a

7.

Obtaining the floor

a. Wait until the last speaker has finished.

b. Rise and address the Chairman by saying, "Mr. Chairman, or Mr.
President."

c. Wait until the Chairman recognizes you.

Make Your Motion

a. Speak in a clear and concise manner.

b. Always state a motion affirmatively. Say, "I move that we ..." rather
than, "I move that we do not ...".

c. Avoid personalities and stay on your subject.

Wait for Someone to Second Your Motion

Another member will second your motion or the Chairman will call for a
second.

If there is no second to your motion it is lost.

The Chairman States Your Motion

a. The Chairman will say, "it has been moved and seconded that we ..."
Thus placing your motion before the membership for consideration and
action.

b. The membership then either debates your motion, or may move directly
to a vote.

c. Once your motion is presented to the membership by the chairman it
becomes "assembly property”, and cannot be changed by you without
the consent of the members.

Expanding on Your Motion

a. The time for you to speak in favor of your motion is at this point in time,
rather than at the time you present it.

b. The mover is always allowed to speak first.

c. All comments and debate must be directed to the chairman.

d. Keep to the time limit for speaking that has been established.
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e. The mover may speak again only after other speakers are finished,
unless called upon by the Chairman.
8. Putting the Question to the Membership
a. The Chairman asks, "Are you ready to vote on the question?"
b. If there is no more discussion, a vote is taken.
c. On a motion to move the previous question may be adapted.

7. Voting on a Motion:
The method of vote on any motion depends on the situation and the by-laws of policy
of your organization. There are five methods used to vote by most organizations, they
are:

1.

2.

By Voice -- The Chairman asks those in favor to say, "aye", those opposed to say
"no". Any member may move for a exact count.

By Roll Call -- Each member answers "yes" or "no" as his name is called. This
method is used when a record of each person's vote is required.

By General Consent -- When a motion is not likely to be opposed, the Chairman
says, "if there is no objection ..." The membership shows agreement by their
silence, however if one member says, "l object," the item must be put to a vote.
By Division -- This is a slight verification of a voice vote. It does not require a count
unless the chairman so desires. Members raise their hands or stand.

By Ballot -- Members write their vote on a slip of paper, this method is used when
secrecy is desired.

There are two other motions that are commonly used that relate to voting.

1.

Motion to Table -- This motion is often used in the attempt to "kill* a motion. The
option is always present, however, to "take from the table", for reconsideration by
the membership.

Motion to Postpone Indefinitely -- This is often used as a means of parliamentary
strategy and allows opponents of motion to test their strength without an actual
vote being taken. Also, debate is once again open on the main motion.

Parliamentary Procedure is the best way to get things done at your meetings. But, it will only
work if you use it properly.

PwpnPE

Allow motions that are in order.

Have members obtain the floor properly.
Speak clearly and concisely.

Obey the rules of debate.

Most importantly, BE COURTEOUS.
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Robert's Rules of Order

whaiw/rab
Robert's Rules of Order - Summary Version
For Fair and Orderly Meetings & Conventions

Provides common rules and procedures for deliberation and debate in order to place the
whole membership on the same footing and speaking the same language. The conduct of
ALL business is controlled by the general will of the whole membership - the right of the
deliberate majority to decide. Complementary is the right of at least a strong minority to
require the majority to be deliberate - to act according to its considered judgment AFTER a
full and fair "working through" of the issues involved. Robert's Rules provides for
constructive and democratic meetings, to help, not hinder, the business of the assembly.
Under no circumstances should "undue strictness"” be allowed to intimidate members or limit
full participation.

The fundamental right of deliberative assemblies require all questions to be thoroughly
discussed before taking action!

The assembly rules - they have the final say on everything!
Silence means consent!

e Obtain the floor (the right to speak) by being the first to stand when the person
speaking has finished; state Mr./Madam Chairman. Raising your hand means
nothing, and standing while another has the floor is out of order! Must be recognized
by the Chair before speaking!

e Debate can not begin until the Chair has stated the motion or resolution and asked
"are you ready for the question?" If no one rises, the chair calls for the vote!

e Before the motion is stated by the Chair (the question) members may suggest
modification of the motion; the mover can modify as he pleases, or even withdraw
the motion without consent of the seconder; if mover modifies, the seconder can
withdraw the second.

e The "immediately pending question" is the last question stated by the Chair!
Motion/Resolution - Amendment - Motion to Postpone

e The member moving the "immediately pending question" is entitled to preference to
the floor!

 No member can speak twice to the same issue until everyone else wishing to speak
has spoken to it once!

e All remarks must be directed to the Chair. Remarks must be courteous in language
and deportment - avoid all personalities, never allude to others by name or to
motives!

¢ The agenda and all committee reports are merely recommendations! When
presented to the assembly and the question is stated, debate begins and changes
occur!

The Rules

e Point of Privilege: Pertains to noise, personal comfort, etc. - may interrupt only if
necessary!
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e Parliamentary Inquiry: Inquire as to the correct motion - to accomplish a desired
result, or raise a point of order.

e Point of Information: Generally applies to information desired from the speaker: "I
should like to ask the (speaker) a question.”

e Orders of the Day (Agenda): A call to adhere to the agenda (a deviation from the
agenda requires Suspending the Rules).

e Point of Order: Infraction of the rules, or improper decorum in speaking. Must be
raised immediately after the error is made.

e« Main Motion: Brings new business (the next item on the agenda) before the
assembly.

e Divide the Question: Divides a motion into two or more separate motions (must be
able to stand on their own).

e Consider by Paragraph: Adoption of paper is held until all paragraphs are debated
and amended and entire paper is satisfactory; after all paragraphs are considered,
the entire paper is then open to amendment, and paragraphs may be further
amended. Any Preamble can not be considered until debate on the body of the
paper has ceased.

e Amend: Inserting or striking out words or paragraphs, or substituting whole
paragraphs or resolutions.

¢ Withdraw/Modify Motion: Applies only after question is stated; mover can accept
an amendment without obtaining the floor.

e Commit /Refer/Recommit to Committee: State the committee to receive the
guestion or resolution; if no committee exists include size of committee desired and
method of selecting the members (election or appointment).

o Extend Debate: Applies only to the immediately pending question; extends until a
certain time or for a certain period of time.

e« Limit Debate: Closing debate at a certain time, or limiting to a certain period of time.

e Postpone to a Certain Time: State the time the motion or agenda item will be
resumed.

e Object to Consideration: Objection must be stated before discussion or another
motion is stated.

e Lay on the Table: Temporarily suspends further consideration/action on pending
guestion; may be made after motion to close debate has carried or is pending.

e Take from the Table: Resumes consideration of item previously "laid on the table" -
state the motion to take from the table.

e Reconsider: Can be made only by one on the prevailing side who has changed
position or view.

o Postpone Indefinitely: Kills the question/resolution for this session - exception: the
motion to reconsider can be made this session.

e Previous Question: Closes debate if successful - may be moved to "Close
Debate" if preferred.

e Informal Consideration: Move that the assembly go into "Committee of the
Whole" - informal debate as if in committee; this committee may limit number or
length of speeches or close debate by other means by a 2/3 vote. All votes, however,
are formal.

e Appeal Decision of the Chair: Appeal for the assembly to decide - must be made
before other business is resumed; NOT debatable if relates to decorum, violation of
rules or order of business.

e Suspend the Rules: Allows a violation of the assembly's own rules (except
Constitution); the object of the suspension must be specified.

© 1997 Beverly Kennedy, http://www.robertsrules.org/indexprint.html
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Robert's Rules of Order Motions Chart

Based on Robert's Rules of Order Newly Revised (10th Edition)
from: http://www.robertsrules.org/motions.htm

Part 1, Main Motions. These motions are listed in order of precedence. A motion can be
introduced if it is higher on the chart than the pending motion. § indicates the section from
Robert's Rules.

8 |PURPOSE: YOU SAY: INTERRUPT? |2ND? | DEBATE? |[AMEND? |VOTE?
§21 |Close meeting | move to No Yes No No Majority
adjourn
8§20 | Take break | move to No Yes No Yes Majority
recess for ...
Register | rise to
819 giste a question of Yes No No No None
complaint -
privilege
Make follow | call for the
8§18 orders of the Yes No No No None
agenda d
ay
Lav aside I move to lay
8§17 y : the question No Yes No No Majority
temporarily
on the table
I move the
816 |Close debate |previous No Yes No No 2/3
guestion
I move
Limit or extend |that debate
815 debate be limited to No Yes No Yes 213
Postpone to a | move to
814 bon postpone the No Yes Yes Yes Majority
certain time X
motion to ...
Refer to | move to
813 : refer the No Yes Yes Yes Majority
committee .
motion to ...
Modify | move to
8§12 |wording of amend the No Yes Yes Yes Majority
motion motion by ...
I move that
811 K'”. . the motion be No Yes Yes No Majority
main motion postponed
indefinitely
Bring business |I move that o
810 before [or "t0"] ... No Yes Yes Yes Majority
http://www.robertsrules.org/motions.htm 1




assembly (a
main motion)

Part 2, Incidental Motions. No order of precedence. These motions arise incidentally and
are decided immediately.

8 |PURPOSE: YOU SAY: INTERRUPT? |2ND? |DEBATE? |/AMEND? | VOTE?
|§23 ‘Enforce rules |Point of Order Yes ‘ No ‘ No No None
. | appeal from
8§24 Submit matter the decision of Yes Yes Varies No Majority
to assembly )
the chair
I move to
8§25 |Suspend rules |suspend the No Yes No No 2/3
rules
Avoid main | object to the
§26 |motion consideration Yes No No No 2/3
altogether of the question
§27 |Divide motion | move to_d|V|de No Yes No Yes Majority
the question
Demand a I move for a
829 | -~ Yes No No No None
rising vote rising vote
§33 :Darllameqtary Parll_amentary Yes No NoO NoO None
aw question  |inquiry
833 Request_for Point Of. Yes No No No None
information information
Part 3, Motions That Bring a Question Again Before the Assembly.
No order of precedence. Introduce only when nothing else is pending.
8 |PURPOSE: |YOU SAY: INTERRUPT? |2ND? |DEBATE? AMEND? | VOTE?
Take matter | move to .
834 take from the No Yes No No Majority
from table
table ...
2/3 or
Cancel | move to Majorit
835 |previous . No Yes Yes Yes jorty
: rescind ... with
action .
notice
837 Reconsider I move to No Yes | Varies No Majority
motion reconsider ...
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Frequently Asked Questions
from: http://www.robertsrules.com/fag.html

CAUTION: THE ANSWERS GIVEN HERE TO THE QUESTIONS PRESENTED ARE
BASED UPON THE RULES CONTAINED IN ROBERTS RULES OF ORDER NEWLY
REVISED. THESE RULES ARE, IN EFFECT, DEFAULT RULES; THAT IS TO SAY, THEY
GOVERN ONLY IF THERE ARE NO CONTRARY PROVISIONS IN ANY FEDERAL,
STATE OR OTHER LAW APPLICABLE TO THE SOCIETY, OR IN THE SOCIETY'S
BYLAWS, OR IN ANY SPECIAL RULES OF ORDER THAT THE SOCIETY MAY HAVE
ADOPTED. THIS FACT MUST ALWAYS BE KEPT IN MIND WHEN READING ANY OF
THE ANSWERS GIVEN.

The questions in this chapter are based on queries repeatedly received on the Question and
Answer Forum. Questions 1 through 20 derive from Robert's Rules of Order Newly
Revised In Brief.

1. Isit true that the president can vote only to break a tie?

2. Can ex-officio members vote, and are they counted in determining whether a guorum
is present?

Is it true that, once a quorum has been established, it continues to exist no matter
how many members leave during the course of the meeting?

4. |n determining the result of a vote, what constitutes a majority?

5. Can we round to the nearest number in computing the result of a vote?

6. Do abstention votes count?
7
8
9

w

What is a vote of no confidence?
How do you deal with a "friendly amendment"?
Isn't it true that a member who has a conflict of interest with respect to a motion
cannot vote on the motion?

10. Should proxy votes be counted?

11. Must debate on a motion stop immediately as soon as any member calls the
question?

12. Isn't it always in order to move to table a motion to the next meeting?

13. Can something be defeated by adopting a motion to table it?

14. How can | get an item on the agenda for a meeting?

15. Isn't it necessary to summarize matters discussed at a meeting in the minutes of that
meeting in order for the minutes to be complete?

16. If minutes of a previous meeting are corrected, are the corrections entered in the
minutes of the meeting at which the corrections were made?

17. Can votes be taken in an executive session?

18. Is it possible to withdraw a resignation after it has been submitted?

19. Can we hold our board meetings by conference telephone call?

20. How can we get rid of officers we don't like before their term is up?

Question 1:
Is it true that the president can vote only to break a tie?

Answer:

No, it is not true that the president can vote only to break a tie. If the president is a member
of the assembly, he or she has exactly the same rights and privileges as all other members
have, including the right to make motions, speak in debate and to vote on all questions.
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However, the impartiality required of the presiding officer of an assembly (especially a large
one) precludes exercising the right to make motions or debate while presiding, and also
requires refraining from voting except (i) when the vote is by ballot, or (ii) whenever his or
her vote will affect the result.

When will the chair's vote affect the result? On a vote which is not by ballot, if a majority vote
is required and there is a tie, he or she may vote in the affirmative to cause the motion to
prevail. If there is one more in the affirmative than in the negative, the president can create a
tie by voting in the negative to cause the motion to fail. Similarly, if a two-thirds vote is
required, he or she may vote either to cause, or to block, attainment of the necessary two
thirds. [RONR (10th ed.), p. 392-93; see also Table A, p.190 of RONR In Brief.]

Question 2:
Can ex-officio members vote, and are they counted in determining whether a quorum
is present?

Answer:

"Ex officio” is a Latin term meaning "by virtue of office or position." Ex-officio members of
boards and committees, therefore, are persons who are members by virtue of some other
office or position that they hold. For example, if the bylaws of an organization provide for a
Committee on Finance consisting of the treasurer and three other members appointed by
the president, the treasurer is said to be an ex-officio member of the finance committee,
since he or she is automatically a member of that committee by virtue of the fact that he or
she holds the office of treasurer.

Without exception, ex-officio members of boards and committees have exactly the same
rights and privileges as do all other members, including, of course, the right to vote. There
are, however, two instances in which ex-officio members are not counted in determining the
number required for a quorum or in determining whether or not a quorum is present. These
two instances are:

1. In the case of the president, whenever the bylaws provide that the president shall be an
ex-officio member of all committees (except the nominating committee); and

2. If the ex-officio member is not a member, officer, or employee of the society (for example,
when the governor of a state is made ex officio a member of a private college board).

Again, however, it should be emphasized that in these instances the ex-officio member still
has all of the rights and privileges of membership, including the right to vote. [RONR (10th
ed.), p. 466-67; p. 480, I. 18-27.]

Question 3:
Is it true that, once a quorum has been established, it continues to exist no matter
how many members leave during the course of the meeting?

Answer:

No. Once a quorum at a meeting has been established, the continued presence of a quorum
is presumed to exist only until the chair or any other member notices that a quorum is no
longer present. If the chair notices the absence of a quorum, he or she should declare this
fact, at least before taking any vote or stating the question on any new motion. Any member
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noticing the apparent absence of a quorum can and should make a Point of Order to that
effect whenever another person is not speaking. It is dangerous to allow the transaction of
substantive business to continue in the absence of a quorum. Although a Point of Order
relating to the absence of a quorum is generally not permitted to affect prior action, if there is
clear and convincing proof no quorum was present when business was transacted, the
presiding officer can rule that business invalid (subject to appeal). [RONR (10th ed.), p. 337-
38; see also p. 12-13 of RONR In Brief.]

Question 4:
In determining the result of a vote, what constitutes a majority?

Answer:

The word "majority" in this context means, simply, more than half. The use of any other
definition, such as 50 percent plus one, is apt to cause problems. Suppose in voting on a
motion 17 votes are cast, 9 in favor and 8 opposed. Fifty percent of the votes cast is 8 1/2,
so that 50 percent plus one would be 9 1/2. Under such an erroneous definition of a
majority, one might say that the motion was not adopted because it did not receive fifty
percent plus one of the votes cast, although it was, quite clearly, passed by a majority vote.
[RONR (10th ed.), p. 387; see also p. 66 of RONR In Brief.]

Question 5:

Can we round to the nearest number in computing the result of a vote? For example,
since two thirds of 101 is 67.3333, will 67 affirmative votes out of 101 votes cast meet
the requirement of a two-thirds vote?

Answer:

No. The requirement of a two-thirds vote means at least two thirds. As a consequence,
nothing less will do. If 101 votes are cast, 67 affirmative votes are not at least two thirds. It is
less than two thirds, and will not suffice. [RONR (10th ed.), p. 388.]

Question 6:
Do abstention votes count?

Answer:

The phrase "abstention votes" is an oxymoron, an abstention being a refusal to vote. To
abstain means to refrain from voting, and, as a consequence, there can be no such thing as
an "abstention vote."

In the usual situation, where either a majority vote or a two-thirds vote is required,
abstentions have absolutely no effect on the outcome of the vote since what is required is
either a majority or two thirds of the votes cast. On the other hand, if the vote required is a
majority or two thirds of the members present, or a majority or two thirds of the entire
membership, an abstention will have the same effect as a "no" vote. Even in such a case,
however, an abstention is not a vote. [RONR (10th ed.), p. 387, |. 7-13; p. 388, |. 3-6; p. 390,
. 13-24; see also p.66 of RONR In Brief.]

Question 7:
What is a vote of no confidence?
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Answer:

The term "vote of no confidence" is not used or defined anywhere in RONR, and there is no
mention of any motion for such a vote. However, this does not mean that an assembly
cannot adopt a motion, if it wishes, expressing either its confidence or lack of confidence in
any of its officers or subordinate boards or committees. Any such motion would simply be a
main motion, and would have no effect other than to express the assembly's views
concerning the matter. A vote of "no confidence" does not - as it would in the British
Parliament - remove an officer from office.

Question 8:
How do you deal with a "friendly amendment"?

Answer:

On occasion, while a motion is being debated, someone will get up and offer what he or she
terms a "friendly amendment" to the motion, the maker of the original motion will "accept"
the amendment, and the chair will treat the motion as amended. This is wrong. Once a
motion has been stated by the chair, it is no longer the property of the mover, but of the
assembly. Any amendment, "friendly" or otherwise, must be adopted by the full body, either
by a vote or by unanimous consent.

If it appears to the chair that an amendment (or any other motion) is uncontroversial, it is
proper for the chair to ask if there is "any objection" to adopting the amendment. If no
objection is made, the chair may declare the amendment adopted. If even one member
objects, however, the amendment is subject to debate and vote like any other, regardless of
whether its proposer calls it "friendly" and regardless of whether the maker of the original
motion endorses its adoption. [RONR (10th ed.), p. 154.]

Question 9:
Isn't it true that a member who has a conflict of interest with respect to a motion
cannot vote on the motion?

Answer:

Under the rules in RONR, no member can be compelled to refrain from voting simply
because it is perceived that he or she may have some "conflict of interest" with respect to
the motion under consideration. If a member has a direct personal or pecuniary (monetary)
interest in a motion under consideration hot common to other members, the rule in RONR is
that he should not vote on such a motion, but even then he or she cannot be compelled to
refrain from voting. [RONR (10th ed.), p. 394, |. 15-25.]

Question 10:
Should proxy votes be counted?

Answer:

A "proxy" is a means by which a member who expects to be absent from a meeting
authorizes someone else to act in his or her place at the meeting. Proxy voting is not
permitted in ordinary deliberative assemblies unless federal, state or other laws applicable
to the society require it, or the bylaws of the organization authorize it, since proxy voting is
incompatible with the essential characteristics of a deliberative assembly. As a
consequence, the answers to any questions concerning the correct use of proxies, the
extent of the power conferred by a proxy, the duration, revocability, or transferability of
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proxies, and so forth, must be found in the provisions of the law or bylaws which require or
authorize their use. [RONR (10th ed.), p. 414-15.]

Question 11:
Must debate on a motion stop immediately as soon as any member calls the
guestion?

Answer:

It is a fairly common misconception that, after debate has continued for some time, if any
member shouts out "Question!" or "I call the question!", debate must immediately cease and
the chair must put the pending question to a vote. This is simply not the case. Any member
who wishes to force an end to debate must first obtain the floor by being duly recognized to
speak by the chair, and must then move the Previous Question. Such a motion must be
seconded, and then adopted by a two-thirds vote, or by unanimous consent. It is not in order
to interrupt a speaker with cries of "Question" or "Call the Question," and even if no one is
speaking, it is still necessary to seek recognition. [RONR (10th ed.), p. 193-94; see also p
35-37 of RONR In Brief.]

Question 12:
Isn't it always in order to move to table a motion to the next meeting?

Answer:

This question confuses the motion to Lay on the Table with the motion to Postpone to a
Certain Time. The purpose of the motion to Lay on the Table is to enable an assembly, by
majority vote and without debate, to lay a pending question aside temporarily in order to
take up something else of immediate urgency. In ordinary societies it is rarely needed, and
hence seldom in order. [RONR (10th ed.), p. 201-210; see also p. 127 of RONR In Brief.]

Question 13:
Can something be defeated by adopting a motion to table it?

Answer:

This is a common violation of fair procedure. Such a motion is not in order, because it would
permit debate to be suppressed by a majority vote, and only a two-thirds vote can do that.
The proper use of the motion to Lay on the Table is stated in the answer to Question 12,
immediately above. [RONR (10th ed.), p. 207-209.]

How can something be defeated without a direct vote on it?

Before debate on an original (ordinary substantive) main motion has begun you may raise
an Objection to Consideration of [the] Question, which is undebatable and can suppress the
main question by a two-thirds vote against consideration. [RONR (10th ed.), p. 209, I. 1-4; p.
258-61; see also p. 129 of RONR In Brief.]

If debate on the main motion has begun and you want to get rid of that motion without a
direct vote on it, use the motion to Postpone Indefinitely. That motion requires only a
majority vote, but until it is adopted, it leaves the main question open to debate. [RONR
(10th ed.), p. 121-24; see also p. 126 of RONR In Brief.] If you feel that it is undesirable that
debate take place, move the Previous Question immediately after moving to Postpone

http://www.robertsrules.com/fag.html 5



Indefinitely. If adopted by a two-thirds vote, this motion will cause an immediate vote on the
motion to Postpone Indefinitely without further debate. [RONR (10th ed.), p. 189-201.]

Question 14:
How can | get an item on the agenda for a meeting?

Answer:

For a proposed agenda to become the official agenda for a meeting, it must be adopted by
the assembly at the outset of the meeting. At the time that an agenda is presented for
adoption, it is in order for any member to move to amend the proposed agenda by adding
any item which the member desires to add, or by proposing any other change.

It is wrong to assume, as many do, that the president "sets the agenda." It is common for the
president to prepare a proposed agenda, but that becomes binding only if it is adopted by
the full assembly, perhaps after amendments as just described. [RONR (10th ed.), p. 363, I.
8-20; see also p. 16 of RONR In Brief.]

Question 15:
Isn't it necessary to summarize matters discussed at a meeting in the minutes of that
meeting in order for the minutes to be complete?

Answer:

Not only is it not necessary to summarize matters discussed at a meeting in the minutes of
that meeting, it is improper to do so. Minutes are a record of what was done at a meeting,
not a record of what was said. [RONR (10th ed.), p. 451, |. 25-28; see also p. 146 of RONR
In Brief.]

Question 16:
If minutes of a previous meeting are corrected, are the corrections entered in the
minutes of the meeting at which the corrections were made?

Answer:

If corrections to minutes are made at the time when those minutes are originally submitted
for approval, such corrections are made in the text of the minutes being approved. The
minutes of the meeting at which the corrections are made should merely indicate that the
minutes were approved "as corrected."

If it becomes necessary to correct minutes after they have initially been approved, such
correction can be made by means of the motion to Amend Something Previously Adopted.
In this event, since the motion to Amend Something Previously Adopted is a main motion,
the exact wording of that motion, whether adopted or rejected, should be entered in the
minutes of the meeting at which it was considered. [RONR (10th ed.), p. 452, |. 12-15; p.
458, I. 10-16; see also p.151 of RONR In Brief.]

Question 17:
Can votes be taken in an executive session?

Answer:
Yes, votes can be taken in executive session. Proceedings in an executive session are
secret, but are not restricted in any other way. [RONR (10th ed.), p. 92-93.]
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Question 18:
Is it possible to withdraw a resignation after it has been submitted?

Answer:

A resignation is a Request to Be Excused from a Duty. It may be withdrawn in the same
manner as any motion may be withdrawn - that is to say, before the proposed resignation
has been placed before the assembly by the chair stating the question on its acceptance, it
may be withdrawn without the consent of the assembly, but it may not be withdrawn without
permission of the assembly once it has been placed before the assembly for its approval.
[RONR (10th ed.), p. 277-80; 283-85.]

Question 19:
Can we hold our board meetings by conference telephone call?

Answer:

You may hold board meetings by conference telephone call only if your bylaws specifically
authorize you to do so. If they do, such meetings must be conducted in such a way that all
members participating can hear each other at the same time, and special rules should be
adopted to specify precisely how recognition is to be sought and the floor obtained during
such meetings. [RONR (10th ed.), p. 482, I. 28, to p. 483, |. 5; see also p. 159 of RONR In
Brief.]

It should be noted in this connection that the personal approval of a proposed action
obtained from a majority of, or even all, board members separately is not valid board
approval, since no meeting was held during which the proposed action could be properly
debated. If action is taken by the board on the basis of individual approval, such action must
be ratified by the board at its next regular meeting in order to become an official act. [RONR
(10th ed.), p. 469, I. 24, to p. 470, 1. 2.]

Question 20:
How can we get rid of officers we don't like before their term is up?

Answer:

It depends. If the bylaws just state a fixed term for the officer, such as "two years," or if they
say the officer serves for a specified term "and until [the officer's] successor is elected" (or
words to that effect), then the group must use formal disciplinary proceedings, which involve
the appointment of an investigating committee, preferral of charges by such a committee,
and the conduct of a formal trial. The procedure is complex, and should be undertaken only
after a careful review of Chapter XX of RONR.

On the other hand, if the bylaws state a term for the office but add "or until [the officer's]
successor is elected,” or contain other wording explicitly indicating that the officer may be
removed before the term expires, then the election can be rescinded (see Chapter 7 of
RONR In Brief) and a successor then elected for the remainder of the term.

Of course, if the bylaws themselves establish a procedure for removal from office, that
procedure must be followed. [RONR (10th ed.), p. 642-43.]
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CITY OF GREENACRES
BOARD OF TRUSTEES HANDBOOK
FILING OF FINANCIAL DISCLOSURE FORMS

Filing Financial Disclosure Forms
1. Initial Filing:
Upon being appointed to a City board, the Statement of Financial Interests

(FORM 1) must be completed and mailed to the Palm Beach County
Supervisor of Elections within 30 days from date of appointment.

2. Yearly Filing:

After the initial filing, the Commission on Ethics will mail this form each
year directly to board members 30 days prior to the due date of July 1St
Failure to comply with the designated filing dates may result in penalties
and fines assessed to the board member.

3. Resignation from a City Board:

Upon resigning from a board, a FORM 1F (Final Financial Disclosure)
must be filed within 60 days of the date of resignation.

December, 2020



FORM 1 STATEMENT OF 2019

Please print or type your name, mailing FINANCIAL INTERE STS FOR OFFICE USE ONLY:

address, agency name, and position below:

LAST NAME -- FIRST NAME -- MIDDLE NAME :

MAILING ADDRESS :

CITY : ZIP : COUNTY :

NAME OF AGENCY :

NAME OF OFFICE OR POSITION HELD OR SOUGHT :

CHECK ONLY IF [[] CANDIDATE OR J NEW EMPLOYEE OR APPOINTEE

**** THIS SECTION MUST BE COMPLETED ****

DISCLOSURE PERIOD:
THIS STATEMENT REFLECTS YOUR FINANCIAL INTERESTS FOR CALENDAR YEAR ENDING DECEMBER 31, 2019.

MANNER OF CALCULATING REPORTABLE INTERESTS:

FILERS HAVE THE OPTION OF USING REPORTING THRESHOLDS THAT ARE ABSOLUTE DOLLAR VALUES, WHICH REQUIRES
FEWER CALCULATIONS, OR USING COMPARATIVE THRESHOLDS, WHICH ARE USUALLY BASED ON PERCENTAGE VALUES
(see instructions for further details). CHECK THE ONE YOU ARE USING (must check one):

I:l COMPARATIVE (PERCENTAGE) THRESHOLDS OR I:l DOLLAR VALUE THRESHOLDS

PART A -- PRIMARY SOURCES OF INCOME [Major sources of income to the reporting person - See instructions]
(If you have nothing to report, write "none" or "n/a")

NAME OF SOURCE SOURCE'S DESCRIPTION OF THE SOURCE'S
OF INCOME ADDRESS PRINCIPAL BUSINESS ACTIVITY

PART B -- SECONDARY SOURCES OF INCOME
[Major customers, clients, and other sources of income to businesses owned by the reporting person - See instructions]
(If you have nothing to report, write "none" or "n/a")

NAME OF NAME OF MAJOR SOURCES ADDRESS PRINCIPAL BUSINESS
BUSINESS ENTITY OF BUSINESS' INCOME OF SOURCE ACTIVITY OF SOURCE

PART C -- REAL PROPERTY [Land, buildings owned by the reporting person - See instructions] You are not limited to the space on the
(If you have nothing to report, write "none" or "n/a") lines on this form. Attach additional
sheets, if necessary.

FILING INSTRUCTIONS for when
and where to file this form are

located at the bottom of page 2.
INSTRUCTIONS on who must file

this form and how to fill it out
begin on page 3.

CE FORM 1 - Effective: January 1, 2020 (Continued on reverse side) PAGE 1
Incorporated by reference in Rule 34-8.202(1), F.A.C.




(If you have nothing to report, write "none" or "n/a")
TYPE OF INTANGIBLE

PART D — INTANGIBLE PERSONAL PROPERTY [Stocks, bonds, certificates of deposit, etc. - See instructions]

BUSINESS ENTITY TO WHICH THE PROPERTY RELATES

PART E — LIABILITIES [Major debts - See instructions]
(If you have nothing to report, write "none" or "n/a")

NAME OF CREDITOR

ADDRESS OF CREDITOR

(If you have nothing to report, write "none" or "n/a")

NAME OF BUSINESS ENTITY

BUSINESS ENTITY # 1

. _________________________________________________________________
PART F — INTERESTS IN SPECIFIED BUSINESSES [Ownership or positions in certain types of businesses - See instructions]

BUSINESS ENTITY # 2

ADDRESS OF BUSINESS ENTITY

PRINCIPAL BUSINESS ACTIVITY

POSITION HELD WITH ENTITY

| OWN MORE THAN A 5% INTEREST IN THE BUSINESS

NATURE OF MY OWNERSHIP INTEREST

PART G — TRAINING
For elected municipal officers required to complete annual ethics training pursuant to section 112.3142, F.S.

a

SIGNATURE OF FILER:

Signature:

IF ANY OF PARTS A THROUGH G ARE CONTINUED ON A SEPARATE SHEET, PLEASE CHECK HERE [

Date Signed:

FILING INSTRUCTIONS:

If you were mailed the form by the Commission on Ethics or a County
Supervisor of Elections for your annual disclosure filing, return the
form to that location. To determine what category your position falls
under, see page 3 of instructions.

Local officers/employees file with the Supervisor of Elections
of the county in which they permanently reside. (If you do not
permanently reside in Florida, file with the Supervisor of the county
where your agency has its headquarters.) Form 1 filers who file with
the Supervisor of Elections may file by mail or email. Contact your
Supervisor of Elections for the mailing address or email address to
use. Do not email your form to the Commission on Ethics, it will be
returned.

State officers or specified state employees who file with the
Commission on Ethics may file by mail or email. To file by mail,
send the completed form to P.O. Drawer 15709, Tallahassee, FL
32317-5709; physical address: 325 John Knox Rd, Bldg E, Ste 200,
Tallahassee, FL 32303. To file with the Commission by email, scan
your completed form and any attachments as a pdf (do not use any
other format), send it to CEForm1@leg.state.fl.us and retain a copy

for your records. Do not file by both mail and email. Choose only one
filing method. Form 6s will not be accepted via email.

| CERTIFY THAT | HAVE COMPLETED THE REQUIRED TRAINING.

CPA or ATTORNEY SIGNATURE ONLY

If a certified public accountant licensed under Chapter 473, or attorney
in good standing with the Florida Bar prepared this form for you, he or
she must complete the following statement:

I, , prepared the CE
Form 1 in accordance with Section 112.3145, Florida Statutes, and the
instructions to the form. Upon my reasonable knowledge and belief, the
disclosure herein is true and correct.

CPA/Attorney Signature:

Date Signed:

Candidates file this form together with their filing papers.

MULTIPLE FILING UNNECESSARY: A candidate who files a Form
1 with a qualifying officer is not required to file with the Commission
or Supervisor of Elections.

WHEN TO FILE: Initially, each local officer/employee, state officer,
and specified state employee must file within 30 days of the
date of his or her appointment or of the beginning of employment.
Appointees who must be confirmed by the Senate must file prior to
confirmation, even if that is less than 30 days from the date of their
appointment.

Candidates must file at the same time they file their qualifying
papers.

Thereafter, file by July 1 following each calendar year in which they
hold their positions.

Finally, file a final disclosure form (Form 1F) within 60 days of
leaving office or employment. Filing a CE Form 1F (Final Statement
of Financial Interests) does not relieve the filer of filing a CE Form 1
if the filer was in his or her position on December 31, 2019.

CE FORM 1 - Effective: January 1, 2020.
Incorporated by reference in Rule 34-8.202(1), F.A.C.

PAGE 2




NOTICE

Annual Statements of Financial Interests are due July 1. If the annual form is not filed or postmarked by September 1,
an automatic fine of $25 for each day late will be imposed, up to a maximum penalty of $1,500. Failure to file also can
result in removal from public office or employment. [s. 112.3145, F.S.]

In addition, failure to make any required disclosure constitutes grounds for and may be punished by one or more of the
following: disqualification from being on the ballot, impeachment, removal or suspension from office or employment,
demotion, reduction in salary, reprimand, or a civil penalty not exceeding $10,000. [s. 112.317, F.S.]

WHO MUST FILE FORM 1:

1) Elected public officials not serving in a political subdivision of the
state and any person appointed to fill a vacancy in such office, unless
required to file full disclosure on Form 6.

2) Appointed members of each board, commission, authority,
or council having statewide jurisdiction, excluding members of solely
advisory bodies, but including judicial nominating commission members;
Directors of Enterprise Florida, Scripps Florida Funding Corporation,
and Career Source Florida; and members of the Council on the Social
Status of Black Men and Boys; the Executive Director, Governors,
and senior managers of Citizens Property Insurance Corporation;
Governors and senior managers of Florida Workers' Compensation Joint
Underwriting Association; board members of the Northeast Fla. Regional
Transportation Commission; board members of Triumph Gulf Coast, Inc;
board members of Florida Is For Veterans, Inc.; and members of the
Technology Advisory Council within the Agency for State Technology.

3) The Commissioner of Education, members of the State Board
of Education, the Board of Governors, the local Boards of Trustees and
Presidents of state universities, and the Florida Prepaid College Board.

4) Persons elected to office in any political subdivision (such as
municipalities, counties, and special districts) and any person appointed
to fill a vacancy in such office, unless required to file Form 6.

5) Appointed members of the following boards, councils,
commissions, authorities, or other bodies of county, municipality, school
district, independent special district, or other political subdivision: the
governing body of the subdivision; community college or junior college
district boards of trustees; boards having the power to enforce local code
provisions; boards of adjustment; community redevelopment agencies;
planning or zoning boards having the power to recommend, create, or
modify land planning or zoning within a political subdivision, except for
citizen advisory committees, technical coordinating committees, and
similar groups who only have the power to make recommendations
to planning or zoning boards, and except for representatives of a
military installation acting on behalf of all military installations within that
jurisdiction; pension or retirement boards empowered to invest pension
or retirement funds or determine entitlement to or amount of pensions or
other retirement benefits, and the Pinellas County Construction Licensing
Board.

6) Any appointed member of a local government board who
is required to file a statement of financial interests by the appointing
authority or the enabling legislation, ordinance, or resolution creating the
board.

7) Persons holding any of these positions in local government:
mayor; county or city manager; chief administrative employee or finance

director of a county, municipality, or other political subdivision; county
or municipal attorney; chief county or municipal building inspector;
county or municipal water resources coordinator; county or municipal
pollution control director; county or municipal environmental control
director; county or municipal administrator with power to grant or deny
a land development permit; chief of police; fire chief; municipal clerk;
appointed district school superintendent; community college president;
district medical examiner; purchasing agent (regardless of title) having
the authority to make any purchase exceeding $35,000 for the local
governmental unit.

8) Officers and employees of entities serving as chief administrative
officer of a political subdivision.

9) Members of governing boards of charter schools operated by a
city or other public entity.

10) Employees in the office of the Governor or of a Cabinet member
who are exempt from the Career Service System, excluding secretarial,
clerical, and similar positions.

11) The following positions in each state department, commission,
board, or council: Secretary, Assistant or Deputy Secretary, Executive
Director, Assistant or Deputy Executive Director, and anyone having the
power normally conferred upon such persons, regardless of title.

12) The following positions in each state department or division:
Director, Assistant or Deputy Director, Bureau Chief, and any person
having the power normally conferred upon such persons, regardless of
title.

13) Assistant State Attorneys, Assistant Public Defenders, criminal
conflict and civil regional counsel, and assistant criminal conflict and civil
regional counsel, Public Counsel, full-time state employees serving as
counsel or assistant counsel to a state agency, administrative law judges,
and hearing officers.

14) The Superintendent or Director of a state mental health institute
established for training and research in the mental health field, or any
major state institution or facility established for corrections, training,
treatment, or rehabilitation.

15) State agency Business Managers, Finance and Accounting
Directors, Personnel Officers, Grant Coordinators, and purchasing
agents (regardless of title) with power to make a purchase exceeding
$35,000.

16) The following positions in legislative branch agencies: each
employee (other than those employed in maintenance, clerical,
secretarial, or similar positions and legislative assistants exempted
by the presiding officer of their house); and each employee of the
Commission on Ethics.

INSTRUCTIONS FOR COMPLETING FORM 1:

INTRODUCTORY INFORMATION (Top of Form): If your
name, mailing address, public agency, and position are already
printed on the form, you do not need to provide this information
unless it should be changed. To change any of this information,
write the correct information on the form, and contact your

agency's financial disclosure coordinator. You can find your
coordinator on the Commission on Ethics website: www.ethics.
state.fl.us.

NAME OF AGENCY: The name of the governmental unit
which you serve or served, by which you are or were employed,
or for which you are a candidate.

DISCLOSURE PERIOD: The “disclosure period” for your
report is the calendar year ending December 31, 2019.

OFFICE OR POSITION HELD OR SOUGHT: The title of
the office or position you hold, are seeking, or held during the
disclosure period even if you have since left that position. If you
are a candidate for office or are a new employee or appointee,
check the appropriate box.

PUBLIC RECORD: The disclosure form and everything
attached to it is a public record. Your Social Security Number
is not required and you should redact it from any documents
you file. If you are an active or former officer or employee listed
in Section 119.071, F.S., whose home address is exempt from
disclosure, the Commission will maintain that confidentiality if
you submit a written request.

CE FORM 1 - Effective: January 1, 2020. Incorporated by reference in Rule 34-8.202, F.A.C.
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MANNER OF CALCULATING REPORTABLE INTEREST

Filers have the option of reporting based on either thresholds that are comparative (usually, based on percentage values) or
thresholds that are based on absolute dollar values. The instructions on the following pages specifically describe the different
thresholds. Check the box that reflects the choice you have made. You must use the type of threshold you have chosen for each
part of the form. In other words, if you choose to report based on absolute dollar value thresholds, you cannot use a percentage

threshold on any part of the form.

IF YOU HAVE CHOSEN DOLLAR VALUE THRESHOLDS

THE FOLLOWING INSTRUCTIONS APPLY

PART A — PRIMARY SOURCES OF INCOME
[Required by s. 112.3145(3)(b)1, F.S]

Part A is intended to require the disclosure of your principal
sources of income during the disclosure period. You do not have to
disclose any public salary or public position(s). The income of your
spouse need not be disclosed; however, if there is joint income to
you and your spouse from property you own jointly (such as interest
or dividends from a bank account or stocks), you should disclose the
source of that income if it exceeded the threshold.

Please list in this part of the form the name, address, and
principal business activity of each source of your income which
exceeded $2,500 of gross income received by you in your own name
or by any other person for your use or benefit.

"Gross income" means the same as it does for income tax
purposes, even if the income is not actually taxable, such as interest
on tax-free bonds. Examples include: compensation for services,
income from business, gains from property dealings, interest, rents,
dividends, pensions, IRA distributions, social security, distributive
share of partnership gross income, and alimony, but not child support.

Examples:

— If you were employed by a company that manufactures
computers and received more than $2,500, list the name of the
company, its address, and its principal business activity (computer
manufacturing).

— If you were a partner in a law firm and your distributive share
of partnership gross income exceeded $2,500, list the name of
the firm, its address, and its principal business activity (practice of
law).

— If you were the sole proprietor of a retail gift business and your
gross income from the business exceeded $2,500, list the name
of the business, its address, and its principal business activity
(retail gift sales).

— If you received income from investments in stocks and bonds,
list each individual company from which you derived more than
$2,500. Do not aggregate all of your investment income.

— If more than $2,500 of your gross income was gain from the
sale of property (not just the selling price), list as a source of
income the purchaser’s name, address and principal business
activity. If the purchaser’s identity is unknown, such as where
securities listed on an exchange are sold through a brokerage
firm, the source of income should be listed as "sale of (name of
company) stock," for example.

— If more than $2,500 of your gross income was in the form
of interest from one particular financial institution (aggregating
interest from all CD’s, accounts, etc., at that institution), list the
name of the institution, its address, and its principal business
activity.

PART B — SECONDARY SOURCES OF INCOME
[Required by s. 112.3145(3)(b)2, F.S.]

This part is intended to require the disclosure of major customers,
clients, and other sources of income to businesses in which you own an
interest. It is not for reporting income from second jobs. That kind of income
should be reported in Part A "Primary Sources of Income," if it meets the
reporting threshold. You will not have anything to report unless, during the
disclosure period:

(1) You owned (either directly or indirectly in the form of an equitable
or beneficial interest) more than 5% of the total assets or capital
stock of a business entity (a corporation, partnership, LLC, limited
partnership, proprietorship, joint venture, trust, firm, etc., doing
business in Florida); and,

(2) You received more than $5,000 of your gross income during the
disclosure period from that business entity.

If your interests and gross income exceeded these thresholds, then for that
business entity you must list every source of income to the business entity
which exceeded 10% of the business entity’s gross income (computed on
the basis of the business entity's most recently completed fiscal year), the
source’s address, and the source's principal business activity.

Examples:

— You are the sole proprietor of a dry cleaning business, from which
you received more than $5,000. If only one customer, a uniform rental
company, provided more than 10% of your dry cleaning business, you
must list the name of the uniform rental company, its address, and its
principal business activity (uniform rentals).

— You are a 20% partner in a partnership that owns a shopping mall
and your partnership income exceeded the above thresholds. List each
tenant of the mall that provided more than 10% of the partnership's
gross income and the tenant's address and principal business activity.

PART C — REAL PROPERTY
[Required by s. 112.3145(3)(b)3, F.S.]

In this part, list the location or description of all real property in Florida
in which you owned directly or indirectly at any time during the disclosure
period in excess of 5% of the property’s value. You are not required to list
your residences. You should list any vacation homes if you derive income
from them.

Indirect ownership includes situations where you are a beneficiary of a
trust that owns the property, as well as situations where you own more than
5% of a partnership or corporation that owns the property. The value of the
property may be determined by the most recently assessed value for tax
purposes, in the absence of a more current appraisal.

The location or description of the property should be sufficient to
enable anyone who looks at the form to identify the property. A street
address should be used, if one exists.

PART D — INTANGIBLE PERSONAL PROPERTY
[Required by s. 112.3145(3)(b)3, F.S.]

Describe any intangible personal property that, at any time during the
disclosure period, was worth more than $10,000 and state the business
entity to which the property related. Intangible personal property includes
things such as cash on hand, stocks, bonds, certificates of deposit, vehicle
leases, interests in businesses, beneficial interests in trusts, money owed
you, Deferred Retirement Option Program (DROP) accounts, the Florida
Prepaid College Plan, and bank accounts. Intangible personal property
also includes investment products held in IRAs, brokerage accounts, and
the Florida College Investment Plan. Note that the product contained in
a brokerage account, IRA, or the Florida College Investment Plan is your
asset—not the account or plan itself. Things like automobiles and houses
you own, jewelry, and paintings are not intangible property. Intangibles
relating to the same business entity may be aggregated; for example, CDs
and savings accounts with the same bank. Property owned as tenants by
the entirety or as joint tenants with right of survivorship should be valued at
100%. The value of a leased vehicle is the vehicle’s present value minus
the lease residual (a number found on the lease document).

CE FORM 1 - Effective: January 1, 2020. Incorporated by reference in Rule 34-8.202, F.A.C..
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PART E — LIABILITIES
[Required by s. 112.3145(3)(b)4, F.S.]

List the name and address of each creditor to whom you owed more
than $10,000 at any time during the disclosure period. The amount of the
liability of a vehicle lease is the sum of any past-due payments and all
unpaid prospective lease payments. You are not required to list the amount
of any debt. You do not have to disclose credit card and retail installment
accounts, taxes owed (unless reduced to a judgment), indebtedness on
a life insurance policy owed to the company of issuance, or contingent
liabilities. A “contingent liability” is one that will become an actual liability
only when one or more future events occur or fail to occur, such as where
you are liable only as a guarantor, surety, or endorser on a promissory
note. If you are a “co-maker” and are jointly liable or jointly and severally
liable, then it is not a contingent liability.

PART F — INTERESTS IN SPECIFIED BUSINESSES
[Required by s. 112.3145(6), F.S.]

The types of businesses covered in this disclosure include: state and
federally chartered banks; state and federal savings and loan associations;
cemetery companies; insurance companies; mortgage companies; credit
unions; small loan companies; alcoholic beverage licensees; pari-mutuel
wagering companies, utility companies, entities controlled by the Public
Service Commission; and entities granted a franchise to operate by either a
city or a county government.

Disclose in this part the fact that you owned during the disclosure period an
interest in, or held any of certain positions with the types of businesses listed
above. You must make this disclosure if you own or owned (either directly or
indirectly in the form of an equitable or beneficial interest) at any time during
the disclosure period more than 5% of the total assets or capital stock of
one of the types of business entities listed above. You also must complete
this part of the form for each of these types of businesses for which you
are, or were at any time during the disclosure period, an officer, director,
partner, proprietor, or agent (other than a resident agent solely for service of
process).

If you have or held such a position or ownership interest in one of
these types of businesses, list the name of the business, its address and
principal business activity, and the position held with the business (if any). If
you own(ed) more than a 5% interest in the business, indicate that fact and
describe the nature of your interest.

PART G — TRAINING CERTIFICATION
[Required by s. 112.3142, F.S ]

If you are a Constitutional or elected municipal officer whose
service began before March 31 of the year for which you are filing,
you are required to complete four hours of ethics training which
addresses Atrticle Il, Section 8 of the Florida Constitution, the Code
of Ethics for Public Officers and Employees, and the public records
and open meetings laws of the state. You are required to certify on
this form that you have taken such training.

(End of Dollar Value Thresholds Instructions.)

IF YOU HAVE CHOSEN COMPARATIVE (PERCENTAGE) THRESHOLDS

THE FOLLOWING INSTRUCTIONS APPLY

PART A — PRIMARY SOURCES OF INCOME
[Required by s. 112.3145(3)(a)1, F.S.]

Part A is intended to require the disclosure of your principal
sources of income during the disclosure period. You do not have
to disclose any public salary or public position(s), but income from
these public sources should be included when calculating your gross
income for the disclosure period. The income of your spouse need
not be disclosed; however, if there is joint income to you and your
spouse from property you own jointly (such as interest or dividends
from a bank account or stocks), you should include all of that income
when calculating your gross income and disclose the source of that
income if it exceeded the threshold.

Please list in this part of the form the name, address, and
principal business activity of each source of your income which
exceeded 5% of the gross income received by you in your own name
or by any other person for your benefit or use during the disclosure
period.

"Gross income" means the same as it does for income tax
purposes, even if the income is not actually taxable, such as interest
on tax-free bonds. Examples include: compensation for services,
income from business, gains from property dealings, interest, rents,
dividends, pensions, IRA distributions, social security, distributive
share of partnership gross income, and alimony, but not child support.

Examples:

— If you were employed by a company that manufactures
computers and received more than 5% of your gross income
from the company, list the name of the company, its address,
and its principal business activity (computer manufacturing).

— If you were a partner in a law firm and your distributive share
of partnership gross income exceeded 5% of your gross income,
then list the name of the firm, its address, and its principal
business activity (practice of law).

— If you were the sole proprietor of a retail gift business and
your gross income from the business exceeded 5% of your
total gross income, list the name of the business, its address,
and its principal business activity (retail gift sales).

— If you received income from investments in stocks and
bonds, list each individual company from which you derived

more than 5% of your gross income. Do not aggregate all of
your investment income.

— If more than 5% of your gross income was gain from the sale
of property (not just the selling price), list as a source of income
the purchaser’s name, address, and principal business activity.
If the purchaser's identity is unknown, such as where securities
listed on an exchange are sold through a brokerage firm, the
source of income should be listed as "sale of (name of company)
stock," for example.

— If more than 5% of your gross income was in the form of
interest from one particular financial institution (aggregating
interest from all CD’s, accounts, etc., at that institution), list the
name of the institution, its address, and its principal business
activity.

PART B — SECONDARY SOURCES OF INCOME
[Required by s. 112.3145(3)(a)2, F.S.]

This part is intended to require the disclosure of major customers,
clients, and other sources of income to businesses in which you own
an interest. It is not for reporting income from second jobs. That kind
of income should be reported in Part A, "Primary Sources of Income,"
if it meets the reporting threshold. You will not have anything to report
unless during the disclosure period:

(1) You owned (either directly or indirectly in the form of an
equitable or beneficial interest) more than 5% of the total assets
or capital stock of a business entity (a corporation, partnership,
LLC, limited partnership, proprietorship, joint venture, trust, firm,
etc., doing business in Florida); and,

(2) You received more than 10% of your gross income from that
business entity; and,

(3) You received more than $1,500 in gross income from that
business entity.

If your interests and gross income exceeded these thresholds, then
for that business entity you must list every source of income to the
business entity which exceeded 10% of the business entity’s gross
income (computed on the basis of the business entity’s most recently
completed fiscal year), the source’s address, and the source’s
principal business activity.
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Examples:

— You are the sole proprietor of a dry cleaning business, from
which you received more than 10% of your gross income—an
amount that was more than $1,500. If only one customer, a
uniform rental company, provided more than 10% of your dry
cleaning business, you must list the name of the uniform rental
company, its address, and its principal business activity (uniform
rentals).

— You are a 20% partner in a partnership that owns a shopping
mall and your partnership income exceeded the thresholds
listed above. You should list each tenant of the mall that
provided more than 10% of the partnership’s gross income, and
the tenant’s address and principal business activity.

PART C — REAL PROPERTY
[Required by s. 112.3145(3)(a)3, F.S.]

In this part, list the location or description of all real property in
Florida in which you owned directly or indirectly at any time during
the disclosure period in excess of 5% of the property’s value. You

are not required to list your residences. You should list any vacation
homes, if you derive income from them.

Indirect ownership includes situations where you are a
beneficiary of a trust that owns the property, as well as situations
where you own more than 5% of a partnership or corporation that
owns the property. The value of the property may be determined by
the most recently assessed value for tax purposes, in the absence
of a more current appraisal.

The location or description of the property should be sufficient
to enable anyone who looks at the form to identify the property. A
street address should be used, if one exists.

PART D — INTANGIBLE PERSONAL PROPERTY
[Required by s. 112.3145(3)(a)3, F.S.]

Describe any intangible personal property that, at any time
during the disclosure period, was worth more than 10% of your
total assets, and state the business entity to which the property
related. Intangible personal property includes things such as cash
on hand, stocks, bonds, certificates of deposit, vehicle leases,
interests in businesses, beneficial interests in trusts, money owed
you, Deferred Retirement Option Program (DROP) accounts,
the Florida Prepaid College Plan, and bank accounts. Intangible
personal property also includes investment products held in IRAs,
brokerage accounts, and the Florida College Investment Plan.
Note that the product contained in a brokerage account, IRA, or the
Florida College Investment Plan is your asset—not the account or
plan itself. Things like automobiles and houses you own, jewelry,
and paintings are not intangible property. Intangibles relating to the
same business entity may be aggregated; for example, CD’s and
savings accounts with the same bank.

Calculations: To determine whether the intangible property
exceeds 10% of your total assets, total the fair market value of
all of your assets (including real property, intangible property, and
tangible personal property such as jewelry, furniture, etc.). When
making this calculation, do not subtract any liabilities (debts) that
may relate to the property. Multiply the total figure by 10% to arrive
at the disclosure threshold. List only the intangibles that exceed
this threshold amount. The value of a leased vehicle is the vehicle’s
present value minus the lease residual (a number which can be
found on the lease document). Property that is only jointly owned
property should be valued according to the percentage of your
joint ownership. Property owned as tenants by the entirety or as
joint tenants with right of survivorship should be valued at 100%.
None of your calculations or the value of the property have to be
disclosed on the form.

Example: You own 50% of the stock of a small corporation
that is worth $100,000, the estimated fair market value of
your home and other property (bank accounts, automobile,
furniture, etc.) is $200,000. As your total assets are worth
$250,000, you must disclose intangibles worth over $25,000.
Since the value of the stock exceeds this threshold, you
should list “stock” and the name of the corporation. If your
accounts with a particular bank exceed $25,000, you should
list “bank accounts” and bank’s name.

PART E — LIABILITIES
[Required by s. 112.3145(3)(b)4, F.S.]

List the name and address of each creditor to whom you owed
any amount that, at any time during the disclosure period, exceeded
your net worth. You are not required to list the amount of any debt
or your net worth. You do not have to disclose: credit card and retail
installment accounts, taxes owed (unless reduced to a judgment),
indebtedness on a life insurance policy owed to the company of
issuance, or contingent liabilities. A “contingent liability” is one
that will become an actual liability only when one or more future
events occur or fail to occur, such as where you are liable only as
a guarantor, surety, or endorser on a promissory note. If you are a
“co-maker” and are jointly liable or jointly and severally liable, it is not
a contingent liability.

Calculations: To determine whether the debt exceeds your
net worth, total all of your liabilities (including promissory notes,
mortgages, credit card debts, judgments against you, etc.). The
amount of the liability of a vehicle lease is the sum of any past-due
payments and all unpaid prospective lease payments. Subtract
the sum total of your liabilities from the value of all your assets
as calculated above for Part D. This is your “net worth.” List each
creditor to whom your debt exceeded this amount unless it is one of
the types of indebtedness listed in the paragraph above (credit card
and retail installment accounts, etc.). Joint liabilities with others for
which you are “jointly and severally liable,” meaning that you may
be liable for either your part or the whole of the obligation, should be
included in your calculations at 100% of the amount owed.

Example: You owe $15,000 to a bank for student loans, $5,000
for credit card debts, and $60,000 (with spouse) to a savings
and loan for a home mortgage. Your home (owned by you and
your spouse) is worth $80,000 and your other property is worth
$20,000. Since your net worth is $20,000 ($100,000 minus
$80,000), you must report only the name and address of the
savings and loan.

PART F — INTERESTS IN SPECIFIED BUSINESSES
[Required by s. 112.3145, F.S ]

The types of businesses covered in this disclosure include:
state and federally chartered banks; state and federal savings and
loan associations; cemetery companies; insurance companies;
mortgage companies; credit unions; small loan companies; alcoholic
beverage licensees; pari-mutuel wagering companies, utility
companies, entities controlled by the Public Service Commission;
and entities granted a franchise to operate by either a city or a
county government.

Disclose in this part the fact that you owned during the
disclosure period an interest in, or held any of certain positions
with, the types of businesses listed above. You are required
to make this disclosure if you own or owned (either directly or
indirectly in the form of an equitable or beneficial interest) at any
time during the disclosure period more than 5% of the total assets
or capital stock of one of the types of business entities listed above.
You also must complete this part of the form for each of these types
of businesses for which you are, or were at any time during the
disclosure period, an officer, director, partner, proprietor, or agent
(other than a resident agent solely for service of process).

If you have or held such a position or ownership interest in
one of these types of businesses, list the name of the business, its
address and principal business activity, and the position held with
the business (if any). If you own(ed) more than a 5% interest in the
business, indicate that fact and describe the nature of your interest.

PART G — TRAINING CERTIFICATION
[Required by s. 112.3142, F.S.]

If you are a Constitutional or elected municipal officer whose
service began before March 31 of the year for which you are filing,
you are required to complete four hours of ethics training which
addresses Article I, Section 8 of the Florida Constitution, the Code
of Ethics for Public Officers and Employees, and the public records
and open meetings laws of the state. You are required to certify on
this form that you have taken such training.

(End of Percentage Thresholds Instructions.)
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CITY OF GREENACRES
BOARD OF TRUSTEES HANDBOOK
CODE OF ETHICS GUIDELINES

Palm Beach County Code of Ethics Guidelines

To comply with new guidelines established by the Palm Beach County Board of County

Commissioners, all elected officials, employees and appointed board members must

receive training on the Code of Ethics ordinance.

Please complete the following:

Read Palm Beach County Code of Ethics included in this handbook.

View the Code of Ethics Advisory Board Members Training Video or you may
view the training video on the County’s website at
http://www.palmbeachcountyethics.com/training.htm. If you do not have access
to a computer, the City will arrange for you to watch the video at City Hall.

Complete, sign, and return the Acknowledgement Form included in this
handbook to the City Clerk’s Office.

December 2020


http://www.palmbeachcountyethics.com/training.htm

PALM BEACH COUNTY
CODE OF ETHICS
TRAINING ACKNOWLEDGEMENT

Honesty - Integrity - Character

Legal Name: (Please print clearly)

Employee Identification Number:

Agency/Municipality: Dept/Board:

By signing this acknowledgement, | am attesting that | have done the following:

[ ] Read the Palm Beach County Code of Ethics Ordinance (Ctrl+Click to follow link)

AND
Have completed additional training by viewing one of the following:

[ ] The Code of Ethics Training Program on the Intranet/Internet. (Ctrl+Click to follow link)

[ ] The Code of Ethics Training Program on YouTube. (Ctrl+Click to follow link)
[ 1 The Code of Ethics Training Program on DVD.

[ 1 A live presentation given on , 20

| understand that | am responsible for understanding and abiding by the Palm Beach
County Code of Ethics as | conduct my assigned duties during my term of employment.
| also understand that the information in this policy is subject to change. Policy changes
will be communicated to me by my supervisor or through official notices.

(Legal Signature) (Date)

Advisory Board Members: Submit signed forms to Appropriate Advisory Board Representative

PLEASE SUBMIT THIS FORM TO APROPRIATE PARTY AS HIGHLIGHTED ABOVE
PLEASE DO NOT SUBMIT THIS FORM TO THE COMMISSION ON ETHICS

300 North Dixie Highway, Suite 450, West Palm Beach, FL. 33401
PHONE: 561.355-1915 FAX: 561.355-1904
Hotline: 877.766.5920 E-mail: ethics@palmbeachcountyethics.com
Website: www.palmbeachcountyethics.com

Rev. 01/2017


../pdf/Code_of_Ethics_Ordinance-effective_9-22-2015.pdf
http://palmbeachcountyethics.com/training.htm
https://www.youtube.com/watch?v=3VBoHklsAH4&feature=youtu.be

Code of Ethics

(Effective Date September 22, 2015)

Sec. 2-441. Title; statement of purpose.

This article shall be known as the Palm Beach County Code of Ethics. This code of ethics is enacted
pursuant to Florida Constitution, Article VIII, section 1(g), Florida Statutes, ch. 125, and the Charter of Palm Beach
County. The Municipalities located within Palm Beach County are subject to the provisions of this code of ethics
pursuant to referendum. The purpose of this code is to provide additional and more stringent ethics standards as
authorized by Florida Statutes, §112.326. This code shall not be construed to authorize or permit any conduct or
activity that is in violation of Florida Statutes, ch. 112, pt. lll. This code of ethics shall be deemed additional and
supplemental to any and all state and federal laws governing ethical conduct of officials and employees, as well as

all local laws, rules, regulations and policies.

Officials and employees in the public service shall be conscious that public service is a public trust, shall be
impartial and devoted to the best interests of the people of Palm Beach County, and shall act and conduct

themselves so as not to give occasion for distrust of their impartiality.
Nothing herein shall abridge employees' constitutional right to collective bargaining.

(Ord. No. 2011-011, §1(Exh. 1), 5-17-11)
Sec. 2-442. Definitions.

The following words, terms and phrases, when used in this article, shall have the meanings ascribed to

them in this section, except where the context clearly indicates a different meaning:

Advisory board shall mean any advisory or quasi-judicial board created by the board of county
commissioners, by the local municipal governing bodies, or by the mayors who serve as chief executive officers or
by mayors who are not members of local municipal governing bodies.

Customer or client means any person or entity to which an official or employee's outside employer or
business has supplied goods or services during the previous twenty-four (24) months, having, in the aggregate, a
value greater than ten thousand dollars ($10,000).

Domestic partner is an adult, unrelated by blood, with whom an unmarried or separated official or
employee has an exclusive committed relationship and maintains a mutual residence.

Financial benefit includes any money, service, license, permit, contract, authorization, loan, travel,
entertainment, hospitality, gratuity, or any promise of any of these, or anything else of value. This term does not
include campaign contributions authorized by law.

Household member includes anyone whose primary residence is in the official or employee's home,
including non-relatives who are not rent payers or employees of the head of the household.

Inspector general shall mean the office established in article XII of this chapter.

Lobbying shall mean seeking to influence a decision through oral or written communication or an attempt
to obtain the goodwill of any county commissioner, any member of a local municipal governing body, any mayor or

chief executive officer that is not a member of a local municipal governing body, any advisory board member, or
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any employee with respect to the passage, defeat or modification of any item which may foreseeably be presented
for consideration to the advisory board, the board of county commissioners, or the local municipal governing body
lobbied as applicable.

Lobbyist shall mean any person who is employed and receives payment, or who contracts for economic
consideration, for the purpose of lobbying on behalf of a principal, and shall include an employee whose principal
responsibility to the employer is overseeing the employer's various relationships with government or representing

the employer in its contacts with government.

"Lobbyist" shall not include:

(1) Any employee, contract employee, or independent contractor of a governmental agency or entity
lobbying on behalf of that agency or entity, any elected local official when the official is lobbying on behalf
of the governmental agency or entity which the official serves, or any member of the official's staff when
such staff member is lobbying on an occasional basis on behalf of the governmental agency or entity by
which the staff member is employed.

(2) Any person who is retained or employed for the purpose of representing an employer, principal or client
only during a publicly noticed quasi-judicial hearing or comprehensive plan hearing, provided the person
identifies the employer, principal or client at the hearing.

(3) Any expert witness who is retained or employed by an employer, principal or client to provide only
scientific, technical or other specialized information provided in agenda materials or testimony only in
public hearings, so long as the expert identifies the employer, principal or client at the hearing.

(4) Any person who lobbies only in his or her individual capacity for the purpose of self-representation and
without compensation.

(5) Any employee, contract employee, or independent contractor of the Palm Beach County League of Cities,

Inc., lobbying on behalf of that entity.

Official or employee means any official or employee of the county or the municipalities located within the
county, whether paid or unpaid. The term "employee" includes but is not limited to all managers, department
heads and personnel of the county or the municipalities located within the county. The term also includes contract
personnel and contract administrators performing a government function, and chief executive officer who is not
part of the local governing body. The term "official" shall mean members of the board of county commissioners, a
mayor, members of local municipal governing bodies, and members appointed by the board of county
commissioners, members of local municipal governing bodies or mayors or chief executive officers that are not
members of local municipal governing body, as applicable, to serve on any advisory, quasi judicial, or any other

board of the county, state, or any other regional, local, municipal, or corporate entity.

Outside employer or business includes:

(1) Any entity, other than the county, the state, or any other federal, regional, local, or municipal government
entity, of which the official or employee is a member, official, director, proprietor, partner, or employee,
and from which he or she receives compensation for services rendered or goods sold or produced. For
purposes of this definition, "compensation" does not include reimbursement for necessary expenses,
including travel expenses; or

(2) Any entity located in the county or which does business with or is regulated by the county or municipality

as applicable, in which the official or employee has an ownership interest. For purposes of this definition,
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an "ownership interest" shall mean at least five (5) percent of the total assets or common stock owned by
the official or employee or any combination of the official or employee's household members, spouse,
child, step-child, brother, sister, parent or step-parent, or a person claimed as a dependent on the official
or employee's latest individual federal tax return.

(3) the term outside employer or business shall not apply to an employee who is employed by a certified
bargaining agent solely to represent employees.

Palm Beach County Commission on Ethics means the commission established in section 2-254 et seq. to
administer and enforce the ethics regulations set forth herein, and may also be referred to as the "commission on

ethics" in this article.

Persons and entities shall be defined to include all natural persons, firms, associations, joint ventures,

partnerships, estates, trusts, business entities, syndicates, fiduciaries, corporations, and all other organizations.

Relative unless otherwise specified in this article, means an individual who is related to an official or
employee as father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece, husband, wife,
father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, stepfather, stepmother,
stepson, stepdaughter, stepbrother, stepsister, half brother, half sister, grandparent, great grandparent,
grandchild, great grandchild, step grandparent, step great grandparent, step grandchild, step great grandchild,
person who is engaged to be married to the official or employee or who otherwise holds himself or herself out as
or is generally known as the person whom the official or employee intends to marry or with whom the official or
employee intends to form a household, or any other natural person having the same legal residence as the official

or employee.

Transaction shall refer to the purchase or sale by the county or municipality of goods or services for a

consideration.

Vendor means any person or entity who has a pending bid proposal, an offer or request to sell goods or
services, sell or lease real or personal property, or who currently sells goods or services, or sells or leases real or
personal property, to the county or municipality involved in the subject contract or transaction as applicable. For

the purposes of this definition a vendor entity includes an owner, director, manager or employee.

(Ord. No. 2011-011, §1(Exh. 1), 5-17-11)
Sec. 2-443. Prohibited conduct.

(a) Misuse of public office or employment. An official or employee shall not use his or her official position or
office, or take or fail to take any action, or influence others to take or fail to take any action, in a manner
which he or she knows or should know with the exercise of reasonable care will result in a special financial
benefit, not shared with similarly situated members of the general public, for any of the following persons
or entities:

(1) Himself or herself;
(2) His or her spouse or domestic partner, household member or persons claimed as dependents on the
official or employee's latest individual federal income tax return, or the employer or business of any

of these people;
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(b)

(c)

(d)

(3) A sibling or step-sibling, child or step-child, parent or step-parent, niece or nephew, uncle or aunt, or
grandparent or grandchild of either himself or herself, or of his or her spouse or domestic partner, or
the employer or business of any of these people;

(4) An outside employer or business of his or hers, or of his or her spouse or domestic partner, or
someone who is known to such official or employee to work for such outside employer or business;

(5) A customer or client of the official or employee's outside employer or business;

(6) A substantial debtor or creditor of his or hers, or of his or her spouse or domestic partner—
"substantial" for these purposes shall mean at least ten thousand dollars ($10,000) and shall not
include forms of indebtedness, such as a mortgage and note, or a loan between the official or
employee and a financial institution;

(7) A civic group, union, social, charitable, or religious organization, or other not for profit organization of
which he or she (or his or her spouse or domestic partner) is an officer or director.

Corrupt misuse of official position. An official or employee shall not use his or her official position or
office, or any property or resource which may be within his or her trust, to corruptly secure or attempt to
secure a special privilege, benefit, or exemption for himself, herself, or others. For the purposes of this
subsection, "corruptly" means done with a wrongful intent and for the purpose of obtaining, or
compensating or receiving compensation for, any benefit resulting from some act or omission of an
official or employee which is inconsistent with the proper performance of his or her public duties.

Disclosure of voting conflicts. County and municipal officials as applicable shall abstain from voting and

not participate in any matter that will result in a special financial benefit as set forth in subsections (a)(1)

through (7) above. The official shall publicly disclose the nature of the conflict and when abstaining from

the vote, shall complete and file a State of Florida Commission on Ethics Conflict Form 8B pursuant to the

requirements of Florida Statutes, §112.3143. Simultaneously with filing Form 8B, the official shall submit a

copy of the completed form to the county commission on ethics. Officials who abstain and disclose a

voting conflict as set forth herein, shall not be in violation of subsection (a), provided the official does not

otherwise use his or her office to take or fail to take any action, or influence others to take or fail to take
any action, in any other manner which he or she knows or should know with the exercise of reasonable
care will result in a special financial benefit, not shared with similarly situated members of the general

public, as set forth in subsections (a)(1) through (7).

Contractual relationships. No official or employee shall enter into any contract or other transaction for

goods or services with their respective county or municipality. This prohibition extends to all contracts or

transactions between the county or municipality as applicable or any person, agency or entity acting for
the county or municipality as applicable, and the official or employee, directly or indirectly, or the official
or employee's outside employer or business. Any such contract, agreement, or business arrangement
entered into in violation of this subsection may be rescinded or declared void by the board of county
commissioners pursuant to section 2-448(c) or by the local municipal governing body pursuant to local
ordinance as applicable. This prohibition shall not apply to employees who enter into contracts with Palm

Beach County or a municipality as part of their official duties with the county or that municipality. This

prohibition also shall not apply to officials or employees who purchase goods from the county or

municipality on the same terms available to all members of the public. This prohibition shall also not apply

to advisory board members provided the subject contract or transaction is disclosed at a duly noticed

Page 4 of 12



(e)

public meeting of the governing body and the advisory board member's board provides no regulation,
oversight, management, or policy-setting recommendations regarding the subject contract or transaction.
Exceptions and waiver. The requirements of subsection (d) above may be waived as it pertains to
advisory board members where the advisory board member's board is purely advisory and provides
regulation, oversight, management, or policy-setting recommendations regarding the subject contract or
transaction. No waiver shall be allowed where the advisory board member's board is not purely advisory
and provides regulation, oversight, management, or policy-setting recommendations regarding the
subject contract or transaction. Waiver may be effected by the board of county commissioners or by the
local municipal governing body as applicable upon full disclosure of the contract or transaction prior to
the waiver and an affirmative vote of a majority plus one (1) of the total membership of the board of
county commissioners or the local municipal governing body as applicable. In instances in which
appointment to the advisory board is made by an individual, waiver may be effected, after full disclosure
of the contract or transaction at a public hearing, by the appointing person. In addition, no official or
employee shall be held in violation of subsection (d) if:

(1) The business is awarded under a system of sealed, competitive bidding to the lowest bidder and:

a. The official or employee or member of his or her household has in no way participated in the
determination of the bid specifications or the determination of the lowest bidder;

b. The official or employee or member of his or her household has in no way used or attempted to
use the official or employee's influence to persuade the agency, governmental entity or any
personnel thereof to enter such a contract other than by the mere submission of the bid; and

c. The official or employee, prior to or at the time of the submission of the bid, has filed a
statement with the supervisor of elections and the commission on ethics, disclosing the nature
of the interest in the outside employer or business submitting the bid.

(2) An emergency purchase or contract which would otherwise violate a provision of subsection (d) must
be made in order to protect the health, safety, or welfare of the citizens of the county or municipality
as applicable.

(3) The outside employer or business involved is the only source of supply within the county or
municipality as applicable and there is full disclosure by the official or employee of his or her interest
in the outside employer or business to the county or municipality as applicable and the ethics
commission prior to the purchase, rental, sale, leasing, or other business being transacted.

(4) The total amount of the contracts or transactions in the aggregate between the outside employer or
business and the county or municipality as applicable does not exceed five hundred dollars ($500) per
calendar year.

(5) Notwithstanding any provision to the contrary, subsection (d) shall not be construed to prevent an
employee from seeking part-time employment with an outside employer who has entered into a
contract for goods or services with the county or municipality as applicable provided that:

a. The employee or relative of the employee does not work in the county or municipal department
as applicable which will enforce, oversee or administer the subject contract; and

b. The outside employment would not interfere with or otherwise impair his or her independence
of judgment or otherwise interfere with the full and faithful performance of his or her public

duties to the county or municipality as applicable; and
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(f)

(8)

c. The employee or relative of the employee has not participated in determining the subject
contract requirements or awarding the contract; and

d. The employee's job responsibilities and job description will not require him or her to be involved
in the outside employer's contract in any way including, but not limited to, its enforcement,
oversight, administration, amendment, extension, termination or forbearance; and

e. The employee demonstrates compliance with applicable merit rules regarding outside
employment and obtains written permission from his or her supervisor; and

f.  The employee has obtained a conflict of interest waiver from the chief administrative officer and
the employee's department head of the county or municipality based on a finding that no
conflict exists. The employee shall submit the request for waiver in writing and under oath. The
request for the waiver shall be signed by the employee under oath or affirmation on an approved
form provided by the commission on ethics. The document shall contain written
acknowledgment of compliance with the provisions of subsection (5)a. through (5)e. of this
subsection, together with such pertinent facts and relevant documents that support such waiver.
A waiver under this subsection must be approved by both the employee's supervisor and chief
administrative officer of the county or municipality. The county or municipality shall record such
waiver in the employee's personnel file and shall submit a copy of the waiver and all related
documents to the commission on ethics. The commission on ethics in its discretion may elect to
review, comment on, or investigate any waiver. The commission on ethics review or investigation
shall not delay an employee's ability to take the part time employment.

g. Official law enforcement overtime or extra duty details. The provisions of subsection (d) shall be
waived for outside employment when that employment consists of a certified police agency
uniformed external security or extra duty detail, contracted or administered by the police agency
as applicable. For the purpose of this subsection, all records of external, extra duty or overtime
security details, including supervisor approval, identity of contracting parties, and including time,
date and manner of detail shall be maintained by the individual contracting or administrating
police agency, records of which shall be accessible to the public subject to state public records
disclosure exemptions.

Accepting travel expenses. No official or employee shall accept, directly or indirectly, any travel expenses
including, but not limited to, transportation, lodging, meals, registration fees and incidentals from any
county or municipal contractor, vendor, service provider, bidder or proposer as applicable. The board of
county commissioners or local municipal governing body as applicable may waive the requirements of this
subsection by a majority vote of the board or local municipal governing body. The provisions of this
subsection shall not apply to travel expenses paid by other governmental entities or by organizations of
which the county or municipality as applicable is a member if the travel is related to that membership.

Contingent fee prohibition. No person shall, in whole or in part, pay, give or agree to pay or give a
contingency fee to another person. No person shall, in whole or in part, receive or agree to receive a
contingency fee. As used herein, "contingency fee" means a fee, bonus, commission, or nonmonetary
benefit as compensation which is dependent on or in any way contingent on the passage, defeat, or
modification of: an ordinance, resolution, action or decision of the board of county commissioners or local

municipal governing body as applicable, any employee authorized to act on behalf of the board of county
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commissioners or local municipal governing body as applicable, the county administrator or municipal
administrator as applicable, or any action or decision of an advisory board or committee. This prohibition
does not apply to real estate brokers when acting in the course of their profession as regulated by Florida
Statutes, §8475.001—475.5018, as may be amended. Nothing in this section may be construed to prohibit
any salesperson from engaging in legitimate government business on behalf of a company from receiving
compensation or commission as part of a bona fide contractual arrangement with that company provided
such compensation or commission is ordinary and customary in the industry. Nothing in this section may
be construed to prohibit an attorney from representing a client in a judicial proceeding or formal
administrative hearing pursuant to a contingent fee arrangement.

(h) Honesty in applications for positions. No person seeking to become an official or employee, or seeking to
enter into a contract to provide goods or services to the county or municipality as applicable, may make
any false statement, submit any false document, or knowingly withhold information about wrongdoing in
connection with employment by or services to the county or municipality as applicable.

(i) Disclosure or use of certain information. A current or former official or employee shall not disclose or use
information not available to members of the general public and gained by reason of his or her official
position, except for information relating exclusively to governmental practices, for his or her personal gain

or benefit or for the personal gain or benefit of any other person.

(Ord. No. 2011-011, §1(Exh. 1), 5-17-11)
Sec. 2-444, Gift law.

(@) (1) No county commissioner, member of a local governing body, mayor or chief executive when not a
member of the governing body, or employee, or any other person or business entity on his or her
behalf, shall knowingly solicit or accept directly or indirectly, any gift with a value of greater than one
hundred dollars (5100) in the aggregate for the calendar year from any person or business entity that
the recipient knows, or should know with the exercise of reasonable care, is a vendor, lobbyist or any
principal or employer of a lobbyist who lobbies, sells or leases to the county or municipality as
applicable.

(2) No vendor, lobbyist, or principal or employer of a lobbyist that lobbies the county or a municipality
shall knowingly give, directly or indirectly, any gift with a value greater than one hundred dollars
($100) in the aggregate for the calendar year to a person who the vendor, lobbyist, or principal knows
is an official or employee of that county or municipality. For the purposes of this subsection (a)(2),
the term vendor also includes any person or entity that, because of the nature of their business, may
respond to an invitation to bid, request for proposal or other procurement opportunity that has been
published by the county or a municipality.

(b) (1) No advisory board member, or any other person on his or her behalf, shall knowingly solicit or accept
directly or indirectly, any gift with a value of greater than one hundred dollars (5100) in the aggregate
for the calendar year from any vendor, lobbyist, or any principal or employer of a lobbyist, who
lobbies the recipient's advisory board, or any county or municipal department as applicable that is
subject in any way to the advisory board's authority, influence or advice.

(2) No vendor, lobbyist, or principal or employer of a lobbyist who lobbies an advisory board or any

county or municipal department that is subject in any way to the advisory board's authority, influence
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(c)

(d)

(e)

(f)

or advice, shall knowingly give, directly or indirectly, any gift with a value greater than one hundred
dollars ($100) in the aggregate for the calendar year to a person who the vendor, lobbyist, or
principal knows is a member of that advisory board. For the purposes of this subsection (b)(2), the
term vendor also includes any person or entity that, because of the nature of their business, may
respond to an invitation to bid, request for proposal or other procurement opportunity that has been
published by the county or a municipality.

No county commissioner, member of a local governing body, mayor or chief executive officer when not a
member of the governing body, or employee, or any other person or business entity on his or her behalf,
shall knowingly solicit a gift of any value from any person or business entity that the recipient knows is a
vendor, lobbyist or any principal or employer of a lobbyist where the gift is for the personal benefit of the
official or employee, another official or employee, or any relative or household member of the official or
employee. No advisory board member or any other person or business entity on his or her behalf, shall
knowingly solicit a gift of any value from any person or business entity that the recipient knows is a
vendor, lobbyist or any principal or employer of a lobbyist who lobbies the recipient's advisory board, or
any county or municipal department as applicable that is subject in any way to the advisory board's
authority, influence or advice, where the gift is for the personal benefit of the advisory board member,
another advisory board member, or an official, or any relative or household member of the official or
employee.

For purposes of this section, a principal or employer of a lobbyist shall include any officer, partner or

director of the principal or employer entity, or any employee of a principal or employer who is not an

officer, partner or director, provided that the employee knows or should know with the exercise of
reasonable care that the principal or employer employs a lobbyist.

No person or entity shall offer, give, or agree to give an official or employee a gift, and no official or

employee shall accept or agree to accept a gift from a person or entity, because of:

(1) An official public action taken or to be taken, or which could be taken;

(2) Alegal duty performed or to be performed or which could be performed; or

(3) Alegal duty violated or to be violated, or which could be violated by any official or employee.

Gift reports. Any official or employee who receives a gift in excess of one hundred dollars ($100) shall

report that gift in accordance with this section.

(1) Gift reports for officials and employees indentified by state law as reporting individuals. Those
persons required to report gifts pursuant to state law shall report those gifts in the manner provided
by Florida Statutes, §112.3148, as may be amended. When a state reporting individual files a gift
report with the state, a copy of each report shall also be filed contemporaneously with the county
commission on ethics.

(2) All other officials and employees who are not reporting individuals under state law.

a. Personal gifts. All officials and employees who are not reporting individuals under state law are
not required to report gifts in excess of one hundred dollars ($100) so long as those gifts are
given to the official or employee by a personal friend or co-worker and the circumstances
demonstrate that the motivation for the gift was the personal or social relationship rather than
an attempt to obtain the goodwill or otherwise influence the official or employee in the

performance of his or her official duties. Factors to be considered in determining whether a gift
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was motivated by a personal or social relationship may include but shall not be limited to:
whether the relationship began before or after the official or employee obtained his or her office
or position; the prior history of gift giving between the individuals; whether the gift was given in
connection with a holiday or other special occasion; whether the donor personally paid for the
gift or sought a tax deduction or business reimbursement; and whether the donor gave similar
gifts to other officials or employees at or near the same time. If the personal friend or co-worker
is a vendor, lobbyist or principal or employer of a lobbyist that lobbies the county or municipality
as applicable, then the official or employee shall not accept a gift in excess of one hundred
dollars ($100) in accordance with subsections (a)(1) and (b)(1).

All other gifts. All officials or employees who are not reporting individuals under state law and
who receive any gift in excess of one hundred dollars (5100), which is not otherwise excluded or
prohibited pursuant to this subsection, shall complete and submit an annual gift disclosure
report with the county commission on ethics no later than November 1 of each year beginning
November 1, 2011, for the period ending September 30 of each year. All officials or employees
who are not reporting individuals under state law and who do not receive a gift in excess of one
hundred dollars (5100) during a given reporting period shall not file an annual gift disclosure
report. The annual gift disclosure report shall be created by the county commission on ethics and

shall be in a form substantially similar in content as that required by state law.

(g) For the purposes of this section, "gift" shall refer to the transfer of anything of economic value, whether

in the form of money, service, loan, travel, entertainment, hospitality, item or promise, or in any other

form, without adequate and lawful consideration. Food and beverages consumed at a single setting or a

meal shall be considered a single gift, and the value of the food and beverage provided at that sitting or

meal shall be considered the value of the gift. In determining the value of the gift, the recipient of the gift

may consult, among other sources, Florida Statutes, §112.3148, and the Florida Administrative Code as

may be amended.

(1) Exceptions. The provisions of subsection (g) shall not apply to:

a.
b.

Political contributions specifically authorized by state or federal law;

Gifts from relatives, domestic partners, and dependents named on the official's or employee's
latest federal income tax return, or one's household member;

Awards for professional or civic achievement;

Materials such as books, reports, periodicals or pamphlets which are solely informational or of an
advertising nature;

Gifts solicited or accepted by county or municipal officials or employees as applicable on behalf
of the county or municipality in performance of their official duties for use solely by the county
or municipality for a public purpose;

Publicly advertised offers for goods or services from a vendor under the same terms and
conditions as are offered or made available to the general public;

Inheritance or other devise;

Registration fees and other related costs associated with educational or governmental
conferences, meetings or seminars and travel expenses either properly waived or inapplicable

pursuant to section 2-443(f), provided that attendance is for governmental purposes, and
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attendance is related to their duties and responsibilities as an official or employee of the county
or municipality;

i. Aticket, pass or admission in connection with public events, appearances or ceremonies related
to official county or municipal business, if furnished by a nonprofit sponsor organization of such
public event, or if furnished pursuant to a contract between the event's non-profit sponsor and
the county or municipality as applicable, provided the sponsor organization does not employ a
lobbyist, and further provided the ticket, pass or admission is given by a representative of the
sponsor organization who is not otherwise a vendor, lobbyist, principal or employer of a lobbyist.
Notwithstanding the exception as provided in this subsection, the ticket, pass or admission must
be disclosed in accordance with the gift law reporting requirements of subsections (f)(1) and
(A(2);

j.  Expenditures made in connection with an event sponsored by a nonprofit organization funded in
whole or in part with public funds whose primary function is to encourage and attract tourism or
other business opportunities for the benefit of Palm Beach County or the municipalities as
applicable, provided the sponsor organization does not employ a lobbyist, and further provided
that the invitation to the event is made by a representative of the sponsor organization and the
representative is not otherwise a vendor, lobbyist, principal or employer of a lobbyist.
Notwithstanding the exception as provided in this subsection, the expenditure must be disclosed
in accordance with the gift law reporting requirements of subsections (f)(1) and (f)(2).

(h) Solicitation of contributions on behalf of a non-profit charitable organization.

(1) Notwithstanding the prohibition on gifts as outlined in subsections (a) and (b), the solicitation of
funds by a county or municipal official or employee for a non-profit charitable organization, as
defined under the Internal Revenue Code, is permissible so long as there is no quid pro quo or other
special consideration, including any direct or indirect special financial benefit to the official or
employee or to the person or entity being solicited. The solicitation by an official or employee as
contemplated herein, is expressly prohibited if made to any person or entity with a pending
application for approval or award of any nature before the county or municipality as applicable.

(2) To promote the full and complete transparency of any such solicitation, officials and employees shall
disclose, on a form provided by the commission on ethics, the name of the charitable organization,
the event for which the funds were solicited, the name of any person or entity that was contacted
regarding a solicitation or pledge by the official or employee, and the amount of the funds solicited or
pledged if known. The form shall be completed legibly and shall be filed with the commission on
ethics. The form shall be filed within thirty (30) days from the occurrence of the event for which the
solicitation was made, or if no event, within thirty (30) days from the occurrence of the solicitation.

(3) Officials and employees may not use county or municipal staff or other county or municipal resources

in the solicitation of charitable contributions described in this subsection.

(Ord. No. 2011-011, §1(Exh. 1), 5-17-11)
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Sec. 2-445. Anti-nepotism law.

An official may not appoint, employ, promote, advance, or advocate for appointment, employment,
promotion, or advancement in or to a position in the county or municipality as applicable in which the official is
serving or over which the official exercises jurisdiction or control, any individual who is a relative or domestic
partner of the official. An individual may not be appointed, employed, promoted, or advanced in or to a position in
the county or a municipality if such appointment, employment, promotion, or advancement has been advocated
by an official, serving in or exercising jurisdiction or control over the county or municipality as appropriate, who is
a relative or domestic partner of the individual or if such appointment, employment, promotion, or advancement
is made by a collegial body of which a relative or domestic partner of the individual is a member. However, this
section shall not apply to appointments to boards other than those with land-planning or zoning responsibilities in
those municipalities with less than thirty-five thousand (35,000) population. This section does not apply to persons
serving in a volunteer capacity who provide emergency medical, firefighting, or police services. Such persons may
receive, without losing their volunteer status, reimbursements for the costs of any training they get relating to the
provision of volunteer emergency medical, firefighting, or police services and payment for any incidental expenses
relating to those services that they provide. Mere approval of budgets shall not be sufficient to constitute
"jurisdiction or control" for the purposes of this section.

(1) For the purposes of this section, "official" means any official or employee in whom is vested the
authority by law, rule, or regulation, or to whom the authority has been delegated, to appoint,
employ, promote, or advance individuals or to recommend individuals for appointment, employment,
promotion, or advancement in connection with employment in the county or municipality as
applicable.

(2) For the purposes of this section, "relative" means spouse, parent, child, sibling, uncle, aunt, first
cousin, nephew, niece, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law,
sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or

half-sister.

(Ord. No. 2011-011, §1(Exh. 1), 5-17-11)
Sec. 2-446. Ethics training.

(a) Officials and employees, as public servants, are considered stewards of the public trust and should aspire
to the highest level of integrity and character. Officials and employees shall be informed of their ethical
responsibilities at the start of their public service, and shall receive updates and training materials on
ethics issues throughout the span of their public service. The county administrator or municipal
administrator as applicable shall establish by policy a mandatory training schedule for all officials and
employees which shall include mandatory periodic follow-up sessions. This policy may also address ethics
training for entities that receive county or municipal funds as applicable.

(b) The commission on ethics shall develop and deliver, or contract with other entities to develop and deliver,
training programs. The commission on ethics shall coordinate and cooperate with all affected county or
municipal entities, departments, agencies, boards, councils and commissions to ensure that effective and

meaningful training experiences are delivered in a timely and efficient manner.

(Ord. No. 2011-011, §1(Exh. 1), 5-17-11)
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Sec. 2-447. Noninterference.

It shall be a violation of this article for any person: (a) to retaliate against, punish, threaten, harass, or

penalize any person for communicating, cooperating with, or assisting the commission on ethics or the inspector

general; or (b) to interfere, obstruct or attempt to interfere or obstruct without valid legal basis any investigation

conducted by the commission on ethics or the inspector general.

(Ord. No. 2011-011, §1(Exh. 1), 5-17-11)

Sec. 2-448. Administration, enforcement and penalties.

(a)

(b)

(c)

(d)

The commission on ethics shall be empowered to review, interpret, render advisory opinions, and enforce
this code of ethics pursuant to the procedures established in the county commission on ethics ordinance.
Jurisdiction of the commission on ethics with respect to advisory opinions rendered shall extend to all
county and municipal officials and employees, and all other persons and entities required to comply with
the provisions of this code and the county lobbyist registration ordinance, including but not limited to
lobbyists, their employers and principals, and contractors and vendors.

A finding by the commission on ethics of a violation of any part of this article shall subject the person or
entity to public reprimand, a fine of up to five hundred dollars ($500), or both. The commission on ethics
may also order the person or entity to pay restitution when the person or entity or a third party has
received a pecuniary benefit as a result of the person's violation.

Upon a finding of the commission on ethics that a violation of this article or the lobbyist registration
ordinance resulted in a contract, grant, subsidy, license, permit, franchise, use, certificate, development
order or other benefit conferred by the county or municipality as applicable, then such contract, grant,
subsidy, license, permit, franchise, use, certificate, development order or other benefit may be rescinded
or declared void by the board of county commissioners or the local municipal governing body as
applicable.

The commission on ethics may in its discretion refer willful violations of sections 2-443, 2-444(a), 2-444(b),
2-444(c), 2-444(e), or 2-447 to the state attorney. Pursuant to Florida Statutes, §125.69, a person who
violates the sections of the article set forth in this section 2-448(d) shall be subject to prosecution in the
name of the state in the same manner as first degree misdemeanors are prosecuted, and upon conviction,
such person shall be punished by a fine not to exceed one thousand dollars ($1,000), imprisonment not to

exceed one (1) year, or both.

(Ord. No. 2011-011, §1(Exh. 1), 5-17-11)
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I. HISTORY OF FLORIDA’S ETHICS LAWS

Florida has been a leader among the states in establishing ethics standards for public officials
and recognizing the right of citizens to protect the public trust against abuse. Our state Constitution
was revised in 1968 to require a code of ethics, prescribed by law, for all state employees and non-
judicial officers prohibiting conflict between public duty and private interests.

Florida’s first successful constitutional initiative resulted in the adoption of the Sunshine
Amendment in 1976, providing additional constitutional guarantees concerning ethics in government.
In the area of enforcement, the Sunshine Amendment requires that there be an independent
commission (the Commission on Ethics) to investigate complaints concerning breaches of public trust
by public officers and employees other than judges.

The Code of Ethics for Public Officers and Employees is found in Chapter 112 (Part lll) of the Florida
Statutes. Foremost among the goals of the Code is to promote the public interest and maintain the
respect of the people for their government. The Code is also intended to ensure that public officials
conduct themselves independently and impartially, not using their offices for private gain other than
compensation provided by law. While seeking to protect the integrity of government, the Code also
seeks to avoid the creation of unnecessary barriers to public service.

Criminal penalties, which initially applied to violations of the Code, were eliminated in 1974 in favor
of administrative enforcement. The Legislature created the Commission on Ethics that year “to serve
as guardian of the standards of conduct” for public officials, state and local. Five of the Commission’s
nine members are appointed by the Governor, and two each are appointed by the President of the
Senate and Speaker of the House of Representatives. No more than five Commission members may be
members of the same political party, and none may be lobbyists, or hold any public employment during
their two-year terms of office. A chair is selected from among the members to serve a one-year term
and may not succeed himself or herself.

In 2018, Florida’s Constitutional Revision Commission proposed, and the voters adopted, changes
to Article Il, Section 8. The earliest of the changes will take effect December 31, 2020, and will prohibit
officials from abusing their position to obtain a disproportionate benefit for themselves or their
spouse, child, or employer, or for a business with which the official contracts or is an officer, partner,
director, sole proprietor, or in which the official owns an interest. Other changes made to the
Constitution place restrictions on lobbying by certain officeholders and employees, and put additional
limits on lobbying by former public officers and employees. These changes will become effective
December 31, 2022.



Il. ROLE OF THE COMMISSION ON ETHICS

In addition to its constitutional duties regarding the investigation of complaints, the Commission:

e Renders advisory opinions to public officials;
e Prescribes forms for public disclosure;

e Prepares mailing lists of public officials subject to financial disclosure for use by Supervisors of
Elections and the Commission in distributing forms and notifying delinquent filers;

e Makes recommendations to disciplinary officials when appropriate for violations of ethics and

disclosure laws, since it does not impose penalties;
¢ Administers the Executive Branch Lobbyist Registration and Reporting Law;
¢ Maintains financial disclosure filings of constitutional officers and state officers and employees; and,

¢ Administers automatic fines for public officers and employees who fail to timely file required annual
financial disclosure.

lll. THE ETHICS LAWS

The ethics laws generally consist of two types of provisions, those prohibiting certain actions or
conduct and those requiring that certain disclosures be made to the public. The following descriptions
of these laws have been simplified in an effort to provide notice of their requirements. Therefore, we
suggest that you also review the wording of the actual law. Citations to the appropriate laws are in

brackets.

The laws summarized below apply generally to all public officers and employees, state and local,
including members of advisory bodies. The principal exception to this broad coverage is the exclusion
of judges, as they fall within the jurisdiction of the Judicial Qualifications Commission.

Public Service Commission (PSC) members and employees, as well as members of the PSC
Nominating Council, are subject to additional ethics standards that are enforced by the Commission
on Ethics under Chapter 350, Florida Statutes. Further, members of the governing boards of charter
schools are subject to some of the provisions of the Code of Ethics [Sec. 1002.33(26), Fla. Stat.], as are
the officers, directors, chief executive officers and some employees of business entities that serve as
the chief administrative or executive officer or employee of a political subdivision. [Sec. 112.3136, Fla.
Stat.].



A. PROHIBITED ACTIONS OR CONDUCT

1. Solicitation and Acceptance of Gifts

Public officers, employees, local government attorneys, and candidates are prohibited from
soliciting or accepting anything of value, such as a gift, loan, reward, promise of future employment,
favor, or service, that is based on an understanding that their vote, official action, or judgment would
be influenced by such gift. [Sec. 112.313(2), Fla. Stat.]

Persons required to file financial disclosure FORM 1 or FORM 6 (see Part Il F of this brochure), and
state procurement employees, are prohibited from soliciting any gift from a political committee,
lobbyist who has lobbied the official or his or her agency within the past 12 months, or the partner,
firm, employer, or principal of such a lobbyist or from a vendor doing business with the official’s
agency. [Sec. 112.3148, Fla. Stat.]

Persons required to file FORM 1 or FORM 6, and state procurement employees are prohibited from
directly or indirectly accepting a gift worth more than $100 from such a lobbyist, from a partner, firm,
employer, or principal of the lobbyist, or from a political committee or vendor doing business with
their agency. [Sec.112.3148, Fla. Stat.]

However, notwithstanding Sec. 112.3148, Fla. Stat., no Executive Branch lobbyist or principal shall
make, directly or indirectly, and no Executive Branch agency official who files FORM 1 or FORM 6 shall
knowingly accept, directly or indirectly, any expenditure made for the purpose of lobbying. [Sec.
112.3215, Fla. Stat.] Typically, this would include gifts valued at less than $100 that formerly were
permitted under Section 112.3148, Fla. Stat. Similar rules apply to members and employees of the
Legislature. However, these laws are not administered by the Commission on Ethics. [Sec. 11.045, Fla.
Stat.]

Also, persons required to file Form 1 or Form 6, and state procurement employees and members
of their immediate families, are prohibited from accepting any gift from a political committee. [Sec.
112.31485, Fla. Stat.]

2. Unauthorized Compensation

Public officers or employees, local government attorneys, and their spouses and minor children are
prohibited from accepting any compensation, payment, or thing of value when they know, or with the
exercise of reasonable care should know, that it is given to influence a vote or other official action.
[Sec. 112.313(4), Fla. Stat.]



3. Misuse of Public Position

Public officers and employees, and local government attorneys are prohibited from corruptly using
or attempting to use their official positions or the resources thereof to obtain a special privilege or
benefit for themselves or others. [Sec. 112.313(6), Fla. Stat.]

4. Disclosure or Use of Certain Information

Public officers and employees and local government attorneys are prohibited from disclosing or
using information not available to the public and obtained by reason of their public position, for the
personal benefit of themselves or others. [Sec. 112.313(8), Fla. Stat.]

5. Solicitation or Acceptance of Honoraria

Persons required to file financial disclosure FORM 1 or FORM 6 (see Part lll F of this brochure), and
state procurement employees, are prohibited from soliciting honoraria related to their public offices
or duties. [Sec. 112.3149, Fla. Stat.]

Persons required to file FORM 1 or FORM 6, and state procurement employees, are prohibited from
knowingly accepting an honorarium from a political committee, lobbyist who has lobbied the person’s
agency within the past 12 months, or the partner, firm, employer, or principal of such a lobbyist, or
from a vendor doing business with the official’s agency. However, they may accept the payment of
expenses related to an honorarium event from such individuals or entities, provided that the expenses
are disclosed. See Part Il F of this brochure. [Sec. 112.3149, Fla. Stat.]

Lobbyists and their partners, firms, employers, and principals, as well as political committees and
vendors, are prohibited from giving an honorarium to persons required to file FORM 1 or FORM 6 and
to state procurement employees. Violations of this law may result in fines of up to $5,000 and
prohibitions against lobbying for up to two years. [Sec. 112.3149, Fla. Stat.]

However, notwithstanding Sec. 112.3149, Fla. Stat., no Executive Branch or legislative lobbyist or
principal shall make, directly or indirectly, and no Executive Branch agency official who files FORM 1
or FORM 6 shall knowingly accept, directly or indirectly, any expenditure made for the purpose of
lobbying. [Sec. 112.3215, Fla. Stat.] This may include honorarium event related expenses that formerly
were permitted under Sec. 112.3149, Fla. Stat. Similar rules apply to members and employees of the
Legislature. However, these laws are not administered by the Commission on Ethics. [Sec. 11.045, Fla.
Stat.]



B. PROHIBITED EMPLOYMENT AND BUSINESS RELATIONSHIPS

1. Doing Business With One’s Agency

(a) A public employee acting as a purchasing agent, or public officer acting in an official capacity,
is prohibited from purchasing, renting, or leasing any realty, goods, or services for his or her agency
from a business entity in which the officer or employee or his or her spouse or child owns more than
a 5% interest. [Sec. 112.313(3), Fla. Stat.]

(b) A public officer or employee, acting in a private capacity, also is prohibited from renting,
leasing, or selling any realty, goods, or services to his or her own agency if the officer or employee is a
state officer or employee, or, if he or she is an officer or employee of a political subdivision, to that
subdivision or any of its agencies. [Sec. 112.313(3), Fla. Stat.]

2. Conflicting Employment or Contractual Relationship

(a) A public officer or employee is prohibited from holding any employment or contract with any
business entity or agency regulated by or doing business with his or her public agency. [Sec. 112.313(7),
Fla. Stat.]

(b) A public officer or employee also is prohibited from holding any employment or having a
contractual relationship which will pose a frequently recurring conflict between the official’s private
interests and public duties or which will impede the full and faithful discharge of the official’s public
duties. [Sec. 112.313(7), Fla. Stat.]

(c) Limited exceptions to this prohibition have been created in the law for legislative bodies, certain
special tax districts, drainage districts, and persons whose professions or occupations qualify them to
hold their public positions. [Sec. 112.313(7)(a) and (b), Fla. Stat.]

3. Exemptions—Pursuant to Sec. 112.313(12), Fla. Stat., the prohibitions against doing business
with one’s agency and having conflicting employment may not apply:

(a) When the business is rotated among all qualified suppliers in a city or county.

(b) When the business is awarded by sealed, competitive bidding and neither the official nor his
or her spouse or child have attempted to persuade agency personnel to enter the contract. NOTE:
Disclosure of the interest of the official, spouse, or child and the nature of the business must be filed
prior to or at the time of submission of the bid on Commission FORM 3A with the Commission on Ethics
or Supervisor of Elections, depending on whether the official serves at the state or local level.



(c) When the purchase or sale is for legal advertising, utilities service, or for passage on a common

carrier.

(d) When an emergency purchase must be made to protect the public health, safety, or welfare.

(e) When the business entity is the only source of supply within the political subdivision and there
is full disclosure of the official’s interest to the governing body on Commission FORM 4A.

(f) When the aggregate of any such transactions does not exceed $500 in a calendar year.

(g) When the business transacted is the deposit of agency funds in a bank of which a county, city,
or district official is an officer, director, or stockholder, so long as agency records show that the
governing body has determined that the member did not favor his or her bank over other qualified
banks.

(h) When the prohibitions are waived in the case of ADVISORY BOARD MEMBERS by the appointing
person or by a two-thirds vote of the appointing body (after disclosure on Commission FORM 4A).

(i) When the public officer or employee purchases in a private capacity goods or services, at a
price and upon terms available to similarly situated members of the general public, from a business
entity which is doing business with his or her agency.

(j) When the public officer or employee in a private capacity purchases goods or services from a
business entity which is subject to the regulation of his or her agency where the price and terms of the
transaction are available to similarly situated members of the general public and the officer or
employee makes full disclosure of the relationship to the agency head or governing body prior to the

transaction.

4. Additional Exemptions

No elected public officer is in violation of the conflicting employment prohibition when employed
by a tax exempt organization contracting with his or her agency so long as the officer is not directly or
indirectly compensated as a result of the contract, does not participate in any way in the decision to
enter into the contract, abstains from voting on any matter involving the employer, and makes certain
disclosures. [Sec. 112.313(15), Fla. Stat.]



5. Legislators Lobbying State Agencies

A member of the Legislature is prohibited from representing another person or entity for
compensation during his or her term of office before any state agency other than judicial tribunals.
[Art. 1, Sec. 8(e), Fla. Const., and Sec. 112.313(9), Fla. Stat.]

6. Employees Holding Office

A public employee is prohibited from being a member of the governing body which serves as his or
her employer. [Sec. 112.313(10), Fla. Stat.]

7. Professional and Occupational Licensing Board Members

An officer, director, or administrator of a state, county, or regional professional or occupational
organization or association, while holding such position, may not serve as a member of a state
examining or licensing board for the profession or occupation. [Sec. 112.313(11), Fla. Stat.]

8. Contractual Services: Prohibited Employment

A state employee of the executive or judicial branch who participates in the decision-making
process involving a purchase request, who influences the content of any specification or procurement
standard, or who renders advice, investigation, or auditing, regarding his or her agency’s contract for
services, is prohibited from being employed with a person holding such a contract with his or her
agency. [Sec. 112.3185(2), Fla. Stat.]

9. Local Government Attorneys

Local government attorneys, such as the city attorney or county attorney, and their law firms are
prohibited from representing private individuals and entities before the unit of local government
which they serve. A local government attorney cannot recommend or otherwise refer to his or her
firm legal work involving the local government unit unless the attorney’s contract authorizes or
mandates the use of that firm. [Sec. 112.313(16), Fla. Stat.]

10. Dual Public Employment

Candidates and elected officers are prohibited from accepting public employment if they know or
should know it is being offered for the purpose of influence. Further, public employment may not be
accepted unless the position was already in existence or was created without the anticipation of the
official’s interest, was publicly advertised, and the officer had to meet the same qualifications and go
through the same hiring process as other applicants. For elected public officers already holding public
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employment, no promotion given for the purpose of influence may be accepted, nor may promotions
that are inconsistent with those given other similarly situated employees. [Sec. 112.3125, Fla. Stat.]

C. RESTRICTIONS ON APPOINTING, EMPLOYING, AND CONTRACTING WITH RELATIVES

1. Anti-Nepotism Law

A public official is prohibited from seeking for a relative any appointment, employment, promotion,
or advancement in the agency in which he or she is serving or over which the official exercises
jurisdiction or control. No person may be appointed, employed, promoted, or advanced in or to a
position in an agency if such action has been advocated by a related public official who is serving in or
exercising jurisdiction or control over the agency; this includes relatives of members of collegial
government bodies. NOTE: This prohibition does not apply to school districts (except as provided in
Sec. 1012.23, Fla. Stat.), community colleges and state universities, or to appointments of boards,
other than those with land-planning or zoning responsibilities, in municipalities of fewer than 35,000

residents. Also, the approval of budgets does not constitute “jurisdiction or control” for the purposes
of this prohibition. This provision does not apply to volunteer emergency medical, firefighting, or

police service providers. [Sec. 112.3135, Fla. Stat.]

2. Additional Restrictions

A state employee of the executive or judicial branch or the PSC is prohibited from directly or
indirectly procuring contractual services for his or her agency from a business entity of which a relative
is an officer, partner, director, or proprietor, or in which the employee, or his or her spouse, or children
own more than a 5% interest. [Sec. 112.3185(6), Fla. Stat.]

D. POST OFFICE HOLDING AND EMPLOYMENT (REVOLVING DOOR) RESTRICTIONS

1. Lobbying by Former Legislators, Statewide Elected Officers, and Appointed State Officers

A member of the Legislature or a statewide elected or appointed state official is prohibited for two
years following vacation of office from representing another person or entity for compensation before
the government body or agency of which the individual was an officer or member. Former members
of the Legislature are also prohibited for two years from lobbying the executive branch. [Art. Il, Sec.
8(e), Fla. Const. and Sec. 112.313(9), Fla. Stat.]

2. Lobbying by Former State Employees

Certain employees of the executive and legislative branches of state government are prohibited
from personally representing another person or entity for compensation before the agency with which
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they were employed for a period of two years after leaving their positions, unless employed by another
agency of state government. [Sec. 112.313(9), Fla. Stat.] These employees include the following:

(a) Executive and legislative branch employees serving in the Senior Management Service and
Selected Exempt Service, as well as any person employed by the Department of the Lottery having
authority over policy or procurement.

(b) Persons serving in the following position classifications: the Auditor General; the director of
the Office of Program Policy Analysis and Government Accountability (OPPAGA); the Sergeant at Arms
and Secretary of the Senate; the Sergeant at Arms and Clerk of the House of Representatives; the
executive director and deputy executive director of the Commission on Ethics; an executive director,
staff director, or deputy staff director of each joint committee, standing committee, or select
committee of the Legislature; an executive director, staff director, executive assistant, legislative
analyst, or attorney serving in the Office of the President of the Senate, the Office of the Speaker of
the House of Representatives, the Senate Majority Party Office, the Senate Minority Party Office, the
House Majority Party Office, or the House Minority Party Office; the Chancellor and Vice-Chancellors
of the State University System; the general counsel to the Board of Regents; the president, vice
presidents, and deans of each state university; any person hired on a contractual basis and having the
power normally conferred upon such persons, by whatever title; and any person having the power
normally conferred upon the above positions.

This prohibition does not apply to a person who was employed by the Legislature or other agency
prior to July 1, 1989; who was a defined employee of the State University System or the Public Service
Commission who held such employment on December 31, 1994; or who reached normal retirement
age and retired by July 1, 1991. It does apply to OPS employees.

PENALTIES: Persons found in violation of this section are subject to the penalties contained in the
Code (see PENALTIES, Part V) as well as a civil penalty in an amount equal to the compensation which
the person received for the prohibited conduct. [Sec. 112.313(9)(a)5, Fla. Stat.]

3. Additional Restrictions on Former State Employees

A former executive or judicial branch employee or PSC employee is prohibited from having
employment or a contractual relationship, at any time after retirement or termination of employment,
with any business entity (other than a public agency) in connection with a contract in which the
employee participated personally and substantially by recommendation or decision while a public
employee. [Sec. 112.3185(3), Fla. Stat.]

A former executive or judicial branch employee or PSC employee who has retired or terminated
employment is prohibited from having any employment or contractual relationship for two years with
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any business entity (other than a public agency) in connection with a contract for services which was
within his or her responsibility while serving as a state employee. [Sec.112.3185(4), Fla. Stat.]

Unless waived by the agency head, a former executive or judicial branch employee or PSC employee
may not be paid more for contractual services provided by him or her to the former agency during the
first year after leaving the agency than his or her annual salary before leaving. [Sec. 112.3185(5), Fla.
Stat.]

These prohibitions do not apply to PSC employees who were so employed on or before Dec. 31,
1994,

4. Lobbying by Former Local Government Officers and Employees

A person elected to county, municipal, school district, or special district office is prohibited from
representing another person or entity for compensation before the government body or agency of
which he or she was an officer for two years after leaving office. Appointed officers and employees of
counties, municipalities, school districts, and special districts may be subject to a similar restriction by
local ordinance or resolution. [Sec. 112.313(13) and (14), Fla. Stat.]

E. VOTING CONFLICTS OF INTEREST

State public officers are prohibited from voting in an official capacity on any measure which they know
would inure to their own special private gain or loss. A state public officer who abstains, or who votes on a
measure which the officer knows would inure to the special private gain or loss of any principal by whom he
or she is retained, of the parent organization or subsidiary or sibling of a corporate principal by which he or
she is retained, of a relative, or of a business associate, must make every reasonable effort to file a
memorandum of voting conflict with the recording secretary in advance of the vote. If that is not possible,
it must be filed within 15 days after the vote occurs. The memorandum must disclose the nature of the
officer’s interest in the matter.

No county, municipal, or other local public officer shall vote in an official capacity upon any measure
which would inure to his or her special private gain or loss, or which the officer knows would inure to the
special private gain or loss of any principal by whom he or she is retained, of the parent organization or
subsidiary or sibling of a corporate principal by which he or she is retained, of a relative, or of a business
associate. The officer must publicly announce the nature of his or her interest before the vote and must file
a memorandum of voting conflict on Commission Form 8B with the meeting’s recording officer within 15
days after the vote occurs disclosing the nature of his or her interest in the matter. However, members of
community redevelopment agencies and district officers elected on a one-acre, one-vote basis are not
required to abstain when voting in that capacity.
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No appointed state or local officer shall participate in any matter which would inure to the officer’s
special private gain or loss, the special private gain or loss of any principal by whom he or she is
retained, of the parent organization or subsidiary or sibling of a corporate principal by which he or she
is retained, of a relative, or of a business associate, without first disclosing the nature of his or her
interest in the matter. The memorandum of voting conflict (Commission Form 8A or 8B) must be filed
with the meeting’s recording officer, be provided to the other members of the agency, and be read
publicly at the next meeting.

If the conflict is unknown or not disclosed prior to the meeting, the appointed official must orally
disclose the conflict at the meeting when the conflict becomes known. Also, a written memorandum
of voting conflict must be filed with the meeting’s recording officer within 15 days of the disclosure
being made and must be provided to the other members of the agency, with the disclosure being read
publicly at the next scheduled meeting. [Sec. 112.3143, Fla. Stat.]

F. DISCLOSURES

Conflicts of interest may occur when public officials are in a position to make decisions that affect
their personal financial interests. This is why public officers and employees, as well as candidates who
run for public office, are required to publicly disclose their financial interests. The disclosure process
serves to remind officials of their obligation to put the public interest above personal considerations.
It also helps citizens to monitor the considerations of those who spend their tax dollars and participate
in public policy decisions or administration.

All public officials and candidates do not file the same degree of disclosure; nor do they all file at
the same time or place. Thus, care must be taken to determine which disclosure forms a particular

official or candidate is required to file.

The following forms are described below to set forth the requirements of the various disclosures
and the steps for correctly providing the information in a timely manner.

1. FORM 1 - Limited Financial Disclosure
Who Must File:
Persons required to file FORM 1 include all state officers, local officers, candidates for local elective

office, and specified state employees as defined below (other than those officers who are required by
law to file FORM 6).
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STATE OFFICERS include:

1) Elected public officials not serving in a political subdivision of the state and any person appointed
to fill a vacancy in such office, unless required to file full disclosure on Form 6.

2) Appointed members of each board, commission, authority, or council having statewide jurisdiction,
excluding members of solely advisory bodies; but including judicial nominating commission members;
directors of Enterprise Florida, Scripps Florida Funding Corporation, and CareerSource Florida, and
members of the Council on the Social Status of Black Men and Boys; the Executive Director, governors,
and senior managers of Citizens Property Insurance Corporation; governors and senior managers of
Florida Workers’ Compensation Joint Underwriting Association, board members of the Northeast
Florida Regional Transportation Commission, and members of the board of Triumph Gulf Coast, Inc.;
members of the board of Florida is for Veterans, Inc.; and members of the Technology Advisory Council
within the Agency for State Technology.

3) The Commissioner of Education, members of the State Board of Education, the Board of Governors,
local boards of trustees and presidents of state universities, and members of the Florida Prepaid College
Board.

LOCAL OFFICERS include:

1) Persons elected to office in any political subdivision (such as municipalities, counties, and special
districts) and any person appointed to fill a vacancy in such office, unless required to file full disclosure
on Form 6.

2) Appointed members of the following boards, councils, commissions, authorities, or other bodies of
any county, municipality, school district, independent special district, or other political subdivision: the
governing body of the subdivision; a community college or junior college district board of trustees; a
board having the power to enforce local code provisions; a planning or zoning board, board of
adjustments or appeals, community redevelopment agency board, or other board having the power to
recommend, create, or modify land planning or zoning within the political subdivision, except for citizen
advisory committees, technical coordinating committees, and similar groups who only have the power to
make recommendations to planning or zoning boards, except for representatives of a military installation
acting on behalf of all military installations within that jurisdiction; a pension board or retirement board
empowered to invest pension or retirement funds or to determine entitlement to or amount of a pension

or other retirement benefit.

3) Any other appointed member of a local government board who is required to file a statement of
financial interests by the appointing authority or the enabling legislation, ordinance, or resolution creating
the board.
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4) Persons holding any of these positions in local government: mayor; county or city manager; chief
administrative employee or finance director of a county, municipality, or other political subdivision;
county or municipal attorney; chief county or municipal building inspector; county or municipal water
resources coordinator; county or municipal pollution control director; county or municipal environmental
control director; county or municipal administrator with power to grant or deny a land development
permit; chief of police; fire chief; municipal clerk; appointed district school superintendent;
community college president; district medical examiner; purchasing agent (regardless of title) having
the authority to make any purchase exceeding $35,000 for the local governmental unit.

5) Members of governing boards of charter schools operated by a city or other public entity.

6) The officers, directors, and chief executive officer of a corporation, partnership, or other business
entity that is serving as the chief administrative or executive officer or employee of a political subdivision,
and any business entity employee who is acting as the chief administrative or executive officer or
employee of the political subdivision. [Sec. 112.3136, Fla. Stat.]

SPECIFIED STATE EMPLOYEE includes:

1) Employees in the Office of the Governor or of a Cabinet member who are exempt from the Career
Service System, excluding secretarial, clerical, and similar positions.

2) The following positions in each state department, commission, board, or council: secretary or state
surgeon general, assistant or deputy secretary, executive director, assistant or deputy executive
director, and anyone having the power normally conferred upon such persons, regardless of title.

3) The following positions in each state department or division: director, assistant or deputy director,
bureau chief, assistant bureau chief, and any person having the power normally conferred upon such
persons, regardless of title.

4) Assistant state attorneys, assistant public defenders, criminal conflict and civil regional counsel,
assistant criminal conflict and civil regional counsel, public counsel, full-time state employees serving
as counsel or assistant counsel to a state agency, judges of compensation claims, administrative law
judges, and hearing officers.

5) The superintendent or director of a state mental health institute established for training and

research in the mental health field, or any major state institution or facility established for corrections,
training, treatment, or rehabilitation.
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6) State agency business managers, finance and accounting directors, personnel officers, grant
coordinators, and purchasing agents (regardless of title) with power to make a purchase exceeding
$35,000.

7) The following positions in legislative branch agencies: each employee (other than those employed
in maintenance, clerical, secretarial, or similar positions and legislative assistants exempted by the
presiding officer of their house); and each employee of the Commission on Ethics.

What Must Be Disclosed:

FORM 1 requirements are set forth fully on the form. In general, this includes the reporting person’s
sources and types of financial interests, such as the names of employers and addresses of real property
holdings. NO DOLLAR VALUES ARE REQUIRED TO BE LISTED. In addition, the form requires the
disclosure of certain relationships with, and ownership interests in, specified types of businesses such
as banks, savings and loans, insurance companies, and utility companies.

When to File:

CANDIDATES for elected local office must file FORM 1 together with and at the same time they file
their qualifying papers.

STATE and LOCAL OFFICERS and SPECIFIED STATE EMPLOYEES are required to file disclosure by July
1 of each year. They also must file within thirty days from the date of appointment or the beginning of
employment. Those appointees requiring Senate confirmation must file prior to confirmation.

Where to File:

Each LOCAL OFFICER files FORM 1 with the Supervisor of Elections in the county in which he or she
permanently resides.

A STATE OFFICER or SPECIFIED STATE EMPLOYEE files with the Commission on Ethics. [Sec.
112.3145, Fla. Stat.]

2. FORM 1F - Final Form 1 Limited Financial Disclosure

FORM 1Fis the disclosure form required to be filed within 60 days after a public officer or employee
required to file FORM 1 leaves his or her public position. The form covers the disclosure period
between January 1 and the last day of office or employment within that year.
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3. FORM 2 - Quarterly Client Disclosure

The state officers, local officers, and specified state employees listed above, as well as elected
constitutional officers, must file a FORM 2 if they or a partner or associate of their professional firm
represent a client for compensation before an agency at their level of government.

A FORM 2 disclosure includes the names of clients represented by the reporting person or by any
partner or associate of his or her professional firm for a fee or commission before agencies at the
reporting person’s level of government. Such representations do not include appearances in
ministerial matters, appearances before judges of compensation claims, or representations on behalf
of one’s agency in one’s official capacity. Nor does the term include the preparation and filing of forms
and applications merely for the purpose of obtaining or transferring a license, so long as the issuance
of the license does not require a variance, special consideration, or a certificate of public convenience
and necessity.

When to File:

This disclosure should be filed quarterly, by the end of the calendar quarter following the calendar
guarter during which a reportable representation was made. FORM 2 need not be filed merely to indicate
that no reportable representations occurred during the preceding quarter; it should be filed
ONLY when reportable representations were made during the quarter.

Where To File:

LOCAL OFFICERS file with the Supervisor of Elections of the county in which they permanently
reside.

STATE OFFICERS and SPECIFIED STATE EMPLOYEES file with the Commission on Ethics. [Sec.
112.3145(4), Fla. Stat.]

4. FORM 6 - Full and Public Disclosure

Who Must File:

Persons required by law to file FORM 6 include all elected constitutional officers and candidates for
such office; the mayor and members of the city council and candidates for these offices in Jacksonville;
the Duval County Superintendent of Schools; judges of compensation claims (pursuant to Sec. 440.442,
Fla. Stat.); members of the Florida Housing Finance Corporation Board and members of expressway
authorities, transportation authorities (except the Jacksonville Transportation Authority), bridge
authority, or toll authorities created pursuant to Ch. 348 or 343, or 349, or other general law.
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What Must be Disclosed:

FORM 6 is a detailed disclosure of assets, liabilities, and sources of income over $1,000 and their
values, as well as net worth. Officials may opt to file their most recent income tax return in lieu of listing
sources of income but still must disclose their assets, liabilities, and net worth. In addition, the form
requires the disclosure of certain relationships with, and ownership interests in, specified types of
businesses such as banks, savings and loans, insurance companies, and utility companies.

When and Where To File:
Incumbent officials must file FORM 6 annually by July 1 with the Commission on Ethics.
CANDIDATES must file with the officer before whom they qualify at the time of qualifying. [Art. Il, Sec. 8(a)

and (i), Fla. Const., and Sec. 112.3144, Fla. Stat.]

5. FORM 6F - Final Form 6 Full and Public Disclosure

This is the disclosure form required to be filed within 60 days after a public officer or employee
required to file FORM 6 leaves his or her public position. The form covers the disclosure period
between January 1 and the last day of office or employment within that year.

6. FORM 9 - Quarterly Gift Disclosure

Each person required to file FORM 1 or FORM 6, and each state procurement employee, must file a
FORM 9, Quarterly Gift Disclosure, with the Commission on Ethics on the last day of any calendar quarter
following the calendar quarter in which he or she received a gift worth more than $100, other than gifts
from relatives, gifts prohibited from being accepted, gifts primarily associated with his or her business or
employment, and gifts otherwise required to be disclosed. FORM 9 NEED NOT BE FILED if no such gift was
received during the calendar quarter.

Information to be disclosed includes a description of the gift and its value, the name and address of
the donor, the date of the gift, and a copy of any receipt for the gift provided by the donor. [Sec. 112.3148,
Fla. Stat.]

7. FORM 10 - Annual Disclosure of Gifts from Government Agencies and Direct-Support Organizations and
Honorarium Event Related Expenses

State government entities, airport authorities, counties, municipalities, school boards, water
management districts, and the South Florida Regional Transportation Authority, may give a gift worth
more than $100 to a person required to file FORM 1 or FORM 6, and to state procurement employees, if
a public purpose can be shown for the gift. Also, a direct-support organization for a governmental entity
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may give such a gift to a person who is an officer or employee of that entity. These gifts are to be reported
on FORM 10, to be filed by July 1.

The governmental entity or direct-support organization giving the gift must provide the officer or
employee with a statement about the gift no later than March 1 of the following year. The officer or
employee then must disclose this information by filing a statement by July 1 with his or her annual
financial disclosure that describes the gift and lists the donor, the date of the gift, and the value of the
total gifts provided during the calendar year. State procurement employees file their statements with
the Commission on Ethics. [Sec. 112.3148, Fla. Stat.]

In addition, a person required to file FORM 1 or FORM 6, or a state procurement employee, who
receives expenses or payment of expenses related to an honorarium event from someone who is
prohibited from giving him or her an honorarium, must disclose annually the name, address, and
affiliation of the donor, the amount of the expenses, the date of the event, a description of the
expenses paid or provided, and the total value of the expenses on FORM 10. The donor paying the
expenses must provide the officer or employee with a statement about the expenses within 60 days
of the honorarium event.

The disclosure must be filed by July 1, for expenses received during the previous calendar year,
with the officer’'s or employee’s FORM 1 or FORM 6. State procurement employees file their
statements with the Commission on Ethics. [Sec. 112.3149, Fla. Stat.]

However, notwithstanding Sec. 112.3149, Fla. Stat., no executive branch or legislative lobbyist or
principal shall make, directly or indirectly, and no executive branch agency official or employee who
files FORM 1 or FORM 6 shall knowingly accept, directly or indirectly, any expenditure made for the
purpose of lobbying. This may include gifts or honorarium event related expenses that formerly were
permitted under Sections 112.3148 and 112.3149. [Sec. 112.3215, Fla. Stat.] Similar prohibitions apply
to legislative officials and employees. However, these laws are not administered by the Commission
on Ethics. [Sec. 11.045, Fla. Stat.] In addition, gifts, which include anything not primarily related to
political activities authorized under ch. 106, are prohibited from political committees. [Sec. 112.31485
Fla. Stat.]

8. FORM 30 - Donor’s Quarterly Gift Disclosure

As mentioned above, the following persons and entities generally are prohibited from giving a gift
worth more than $100 to a reporting individual (a person required to file FORM 1 or FORM 6) or to a state
procurement employee: a political committee; a lobbyist who lobbies the reporting individual’s or
procurement employee’s agency, and the partner, firm, employer, or principal of such a lobbyist; and
vendors. If such person or entity makes a gift worth between $25 and $100 to a reporting individual or
state procurement employee (that is not accepted in behalf of a governmental entity or charitable
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organization), the gift should be reported on FORM 30. The donor also must notify the recipient at the
time the gift is made that it will be reported.

The FORM 30 should be filed by the last day of the calendar quarter following the calendar quarter in
which the gift was made. If the gift was made to an individual in the legislative branch, FORM 30 should
be filed with the Lobbyist Registrar. [See page 35 for address.] If the gift was to any other reporting
individual or state procurement employee, FORM 30 should be filed with the Commission on Ethics.

However, notwithstanding Section 112.3148, Fla. Stat., no executive branch lobbyist or principal shall
make, directly or indirectly, and no executive branch agency official or employee who files FORM 1 or
FORM 6 shall knowingly accept, directly or indirectly, any expenditure made for the purpose of lobbying.
This may include gifts that formerly were permitted under Section 112.3148. [Sec. 112.3215, Fla. Stat.]
Similar prohibitions apply to legislative officials and employees. However, these laws are not administered
by the Commission on Ethics. [Sec. 11.045, Fla. Stat.] In addition, gifts from political committees are
prohibited. [Sec. 112.31485, Fla. Stat.]

9. FORM 1X AND FORM 6X - Amendments to Form 1 and Form 6

These forms are provided for officers or employees to amend their previously filed Form 1 or Form

IV. AVAILABILITY OF FORMS

LOCAL OFFICERS and EMPLOYEES who must file FORM 1 annually will be sent the form by mail from the
Supervisor of Elections in the county in which they permanently reside not later than JUNE 1 of each year.
Newly elected and appointed officials or employees should contact the heads of their agencies for copies
of the form or download it from www.ethics.state.fl.us, as should those persons who are required to file
their final disclosure statements within 60 days of leaving office or employment.

ELECTED CONSTITUTIONAL OFFICERS, OTHER STATE OFFICERS, and SPECIFIED STATE EMPLOYEES who
must file annually FORM 1 or 6 will be sent these forms by mail from the Commission on Ethics by JUNE 1
of each year. Newly elected and appointed officers and employees should contact the heads of their
agencies or the Commission on Ethics for copies of the form or download it from www.ethics.state.fl.us, as
should those persons who are required to file their final disclosure statements within 60 days of leaving
office or employment.
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Any person needing one or more of the other forms described here may also obtain them from a
Supervisor of Elections or from the Commission on Ethics, P.O. Drawer 15709, Tallahassee, Florida 32317-
5709. They are also available on the Commission’s website: www.ethics.state.fl.us.

V. PENALTIES

A. Non-criminal Penalties for Violation of the Sunshine Amendment and the Code of Ethics

There are no criminal penalties for violation of the Sunshine Amendment and the Code of Ethics.
Penalties for violation of these laws may include: impeachment, removal from office or employment,
suspension, public censure, reprimand, demotion, reduction in salary level, forfeiture of no more than
one-third salary per month for no more than twelve months, a civil penalty not to exceed $10,000, and
restitution of any pecuniary benefits received, and triple the value of a gift from a political committee.

B. Penalties for Candidates

CANDIDATES for public office who are found in violation of the Sunshine Amendment or the Code
of Ethics may be subject to one or more of the following penalties: disqualification from being on the
ballot, public censure, reprimand, or a civil penalty not to exceed $10,000, and triple the value of a gift
received from a political committee.

C. Penalties for Former Officers and Employees

FORMER PUBLIC OFFICERS or EMPLOYEES who are found in violation of a provision applicable to
former officers or employees or whose violation occurred prior to such officer’s or employee’s leaving
public office or employment may be subject to one or more of the following penalties: public censure
and reprimand, a civil penalty not to exceed $10,000, and restitution of any pecuniary benefits
received, and triple the value of a gift received from a political committee.

D. Penalties for Lobbyists and Others

An executive branch lobbyist who has failed to comply with the Executive Branch Lobbying Registration
law (see Part VIII) may be fined up to $5,000, reprimanded, censured, or prohibited from lobbying executive
branch agencies for up to two years. Lobbyists, their employers, principals, partners, and firms, and political
committees and committees of continuous existence who give a prohibited gift or honorarium or fail to
comply with the gift reporting requirements for gifts worth between $25 and $100, may be penalized by a
fine of not more than $5,000 and a prohibition on lobbying, or employing a lobbyist to lobby, before the
agency of the public officer or employee to whom the gift was given for up to two years. Any agent or person
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acting on behalf of a political committee giving a prohibited gift is personally liable for a civil penalty of up
to triple the value of the gift.

Executive Branch lobbying firms that fail to timely file their quarterly compensation reports may be fined
S50 per day per report for each day the report is late, up to a maximum fine of $5,000 per report.

E. Felony Convictions: Forfeiture of Retirement Benefits

Public officers and employees are subject to forfeiture of all rights and benefits under the
retirement system to which they belong if convicted of certain offenses. The offenses include
embezzlement or theft of public funds; bribery; felonies specified in Chapter 838, Florida Statutes;
impeachable offenses; and felonies committed with intent to defraud the public or their public agency.
[Sec. 112.3173, Fla. Stat.]

F. Automatic Penalties for Failure to File Annual Disclosure

Public officers and employees required to file either Form 1 or Form 6 annual financial disclosure
are subject to automatic fines of $25 for each day late the form is filed after September 1, up to a
maximum penalty of $1,500. [Sec. 112.3144 and 112.3145, Fla. Stat.]

VI. ADVISORY OPINIONS

Conflicts of interest may be avoided by greater awareness of the ethics laws on the part of public
officials and employees through advisory assistance from the Commission on Ethics.

A. Who Can Request an Opinion

Any public officer, candidate for public office, or public employee in Florida who is in doubt about
the applicability of the standards of conduct or disclosure laws to himself or herself, or anyone who
has the power to hire or terminate another public employee, may seek an advisory opinion from the
Commission about himself or herself or that employee.

B. How to Request an Opinion

Opinions may be requested by letter presenting a question based on a real situation and including
a detailed description of the situation. Opinions are issued by the Commission and are binding on the
conduct of the person who is the subject of the opinion, unless material facts were omitted or misstated
in the request for the opinion. Published opinions will not bear the name of the persons involved unless
they consent to the use of their names; however, the request and all information pertaining to it is a
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public record, made available to the Commission and to members of the public in advance of the
Commission’s consideration of the question.

C. How to Obtain Published Opinions

All of the Commission’s opinions are available for viewing or download at its website:
www.ethics.state.fl.us.

VIl. COMPLAINTS

A. Citizen Involvement

The Commission on Ethics cannot conduct investigations of alleged violations of the Sunshine
Amendment or the Code of Ethics unless a person files a sworn complaint with the Commission alleging
such violation has occurred, or a referral is received, as discussed below.

If you have knowledge that a person in government has violated the standards of conduct or
disclosure laws described above, you may report these violations to the Commission by filing a sworn
complaint on the form prescribed by the Commission and available for download at
www.ethics.state.fl.us. The Commission is unable to take action based on learning of such misdeeds
through newspaper reports, telephone calls, or letters.

You can obtain a complaint form (FORM 50), by contacting the Commission office at the address
or phone number shown on the inside front cover of this booklet, or you can download it from the
Commission’s website:
www.ethics.state.fl.us.

B. Referrals

The Commission may accept referrals from: the Governor, the Florida Department of Law
Enforcement, a State Attorney, or a U.S. Attorney. A vote of six of the Commission’s nine members is
required to proceed on such a referral.

C. Confidentiality
The complaint or referral, as well as all proceedings and records relating thereto, is confidential
until the accused requests that such records be made public or until the matter reaches a stage in the

Commission’s proceedings where it becomes public. This means that unless the Commission receives
a written waiver of confidentiality from the accused, the Commission is not free to release any
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documents or to comment on a complaint or referral to members of the public or press, so long as the
complaint or referral remains in a confidential stage.

A COMPLAINT OR REFERRAL MAY NOT BE FILED WITH RESPECT TO A CANDIDATE ON THE DAY OF THE
ELECTION, OR WITHIN THE 30 CALENDAR DAYS PRECEDING THE ELECTION DATE, UNLESS IT IS BASED
ON PERSONAL INFORMATION OR INFORMATION OTHER THAN HEARSAY.

D. How the Complaint Process Works

Complaints which allege a matter within the Commission’s jurisdiction are assigned a tracking
number and Commission staff forwards a copy of the original sworn complaint to the accused within
five working days of its receipt. Any subsequent sworn amendments to the complaint also are
transmitted within five working days of their receipt.

Once a complaint is filed, it goes through three procedural stages under the Commission’s rules. The
first stage is a determination of whether the allegations of the complaint are legally sufficient: that is,
whether they indicate a possible violation of any law over which the Commission has jurisdiction. If the
complaint is found not to be legally sufficient, the Commission will order that the complaint be dismissed
without investigation, and all records relating to the complaint will become public at that time.

In cases of very minor financial disclosure violations, the official will be allowed an opportunity to
correct or amend his or her disclosure form. Otherwise, if the complaint is found to be legally sufficient,
a preliminary investigation will be undertaken by the investigative staff of the Commission. The second
stage of the Commission’s proceedings involves this preliminary investigation and a decision by the
Commission as to whether there is probable cause to believe that there has been a violation of any of
the ethics laws. If the Commission finds no probable cause to believe there has been a violation of the
ethics laws, the complaint will be dismissed and will become a matter of public record. If the Commission
finds probable cause to believe there has been a violation of the ethics laws, the complaint becomes
public and usually enters the third stage of proceedings. This stage requires the Commission to decide
whether the law was actually violated and, if so, whether a penalty should be recommended. At this
stage, the accused has the right to request a public hearing (trial) at which evidence is presented, or the
Commission may order that such a hearing be held. Public hearings usually are held in or near the area

where the alleged violation occurred.

When the Commission concludes that a violation has been committed, it issues a public report of its
findings and may recommend one or more penalties to the appropriate disciplinary body or official.

When the Commission determines that a person has filed a complaint with knowledge that the
complaint contains one or more false allegations or with reckless disregard for whether the complaint
contains false allegations, the complainant will be liable for costs plus reasonable attorney’s fees
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incurred by the person complained against. The Department of Legal Affairs may bring a civil action to
recover such fees and costs, if they are not paid voluntarily within 30 days.

E. Dismissal of Complaints At Any Stage of Disposition

The Commission may, at its discretion, dismiss any complaint at any stage of disposition should it
determine that the public interest would not be served by proceeding further, in which case the
Commission will issue a public report stating with particularity its reasons for the dismissal. [Sec.
112.324(12), Fla. Stat.]

F. Statute of Limitations

All sworn complaints alleging a violation of the Sunshine Amendment or the Code of Ethics must be
filed with the Commission within five years of the alleged violation or other breach of the public trust. Time
starts to run on the day AFTER the violation or breach of public trust is committed. The statute of limitations
is tolled on the day a sworn complaint is filed with the Commission. If a complaint is filed and the statute
of limitations has run, the complaint will be dismissed. [Sec. 112.3231, Fla. Stat.]

VIil. EXECUTIVE BRANCH LOBBYING

Any person who, for compensation and on behalf of another, lobbies an agency of the executive
branch of state government with respect to a decision in the area of policy or procurement may be
required to register as an executive branch lobbyist. Registration is required before lobbying an agency
and is renewable annually. In addition, each lobbying firm must file a compensation report with the
Commission for each calendar quarter during any portion of which one or more of the firm’s lobbyists
were registered to represent a principal. As noted above, no executive branch lobbyist or principal can
make, directly or indirectly, and no executive branch agency official or employee who files FORM 1 or
FORM 6 can knowingly accept, directly or indirectly, any expenditure made for the purpose of lobbying.
[Sec. 112.3215, Fla. Stat.]

Paying an executive branch lobbyist a contingency fee based upon the outcome of any specific
executive branch action, and receiving such a fee, is prohibited. A violation of this prohibition is a first
degree misdemeanor, and the amount received is subject to forfeiture. This does not prohibit sales
people from receiving a commission. [Sec. 112.3217, Fla. Stat.]

Executive branch departments, state universities, community colleges, and water management

districts are prohibited from using public funds to retain an executive branch (or legislative branch)
lobbyist, although these agencies may use full-time employees as lobbyists. [Sec. 11.062, Fla. Stat.]
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Online registration and filing is available at www.floridalobbyist.gov. Additional information
about the executive branch lobbyist registration system may be obtained by contacting the Lobbyist
Registrar at the following address:

Executive Branch Lobbyist Registration
Room G-68, Claude Pepper Building
111 W. Madison Street
Tallahassee, FL 32399-1425
Phone: 850/922-4987

IX. WHISTLE-BLOWER’S ACT

In 1986, the Legislature enacted a “Whistle-blower’s Act” to protect employees of agencies and
government contractors from adverse personnel actions in retaliation for disclosing information in a
sworn complaint alleging certain types of improper activities. Since then, the Legislature has revised
this law to afford greater protection to these employees.

While this language is contained within the Code of Ethics, the Commission has no jurisdiction or
authority to proceed against persons who violate this Act. Therefore, a person who has disclosed
information alleging improper conduct governed by this law and who may suffer adverse
consequences as a result should contact one or more of the following: the Office of the Chief
Inspector General in the Executive Office of the Governor; the Department of Legal Affairs; the
Florida Commission on Human Relations; or a private attorney. [Sec. 112.3187 - 112.31895, Fla.
Stat.]

X. ADDITIONAL INFORMATION

As mentioned above, we suggest that you review the language used in each law for a more
detailed understanding of Florida’s ethics laws. The “Sunshine Amendment” is Article I, Section 8, of
the Florida Constitution. The Code of Ethics for Public Officers and Employees is contained in Part IlI
of Chapter 112, Florida Statutes.

Additional information about the Commission’s functions and interpretations of these laws may be
found in Chapter 34 of the Florida Administrative Code, where the Commission’s rules are published,
and in The Florida Administrative Law Reports, which until 2005 published many of the Commission’s
final orders. The Commission’s rules, orders, and opinions also are available at www.ethics.state.fl.us.

If you are a public officer or employee concerned about your obligations under these laws, the staff
of the Commission will be happy to respond to oral and written inquiries by providing information

about the law, the Commission’s interpretations of the law, and the Commission’s procedures.
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XI. TRAINING

Constitutional officers, elected municipal officers, and commissioners of community
redevelopment agencies (CRAs) are required to receive a total of four hours training, per calendar
year, in the area of ethics, public records, and open meetings. The Commission on Ethics does not

track compliance or certify providers.

Visit the training page on the Commission’s website for up-to-date rules, opinions, audio/video
training, and opportunities for live training conducted by Commission staff. A comprehensive online
training course addressing Florida’s Code of Ethics, as well as Sunshine Law, and Public Records Act is
available via a link on the Commission’s homepage.
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CITY OF GREENACRES

INTEROFFICE MEMORANDUM

#9508A.013
TO: MAYOR AND CITY COUNCIL
ALIL MEMBERS OF CITY BOARDS/COMMITTEE/COMMISSION
FROM: SONDRA K. HILL, CITY CLERK
RE: ADOPTION OF RESOLUTION NO. 95-20

DISCLOSURE PROCEDURES FOR EX-PARTE COMMUNICATIONS
DATE: AUGUST 31, 1995

COPIES: TEDD E. POVAR, CITY MANAGER
PAMELA S. TERRANOVA, CITY ATTORNEY

At their special meeting of August 24, 1995, the City
Council unanimously approved Resolution No. 95-20 adopting
disclosure procedures relating to ex-parte communications
with elected and/or appointed public officials in
accordance with newly adopted legislation, pursuant to
F.S. Section 286.0115.

Through the adoption of this resolution, there will be
procedures in place that provides the greatest public
access under the law for public officials charged with
making recommendations and/or taking final action through
quasi-judicial proceedings.

Attached you will find a copy of Resolution No. 95-20
providing the information and disclosure procedures.
Please read carefully the "Access Permitted”, (1), (2), (3)
and (4) sections that outline the procedures.

Should any elected and/or appointed official take part
in an ex-parte communication, prior to the final quasi-
judicial action, the approved "Disclosure Form"™ (attached
to this resolution) must be completed and submitted to the
city Clerk to be maintained as part of the official City
records.

In the event an elected and/or appointed official is
unable to complete the Ex-parte Disclosure Form, the
official shall verbally disclose the substance of such
communications as part of the official meeting and prior to
final action being taken on the matter.




INTEROFFICE MEMORANDUM #9508A.013

RESOLUTION NO. 95-20

DISCLOSURE PROCEDURES - EX-PARTE COMMUNICATIONS
Page 2

Should you have any questions, please feel free to
contact me; if you need additional "Disclosure Forms", they
can be obtained by giving me a call and I will forward them
to you.

e T it/

ONDRA K. HILL
CITY CLERK

Attachment - Resolution No. 95-20
Disclosure Form




RESOLUTION NO. 95-20
A RESOLUTION ADOPTED BY THE CITY COUNCIL OF THE
CITY OF GREENACRES, FLORIDA, ADOPTING DISCLOSURE
PROCEDURES RELATING TO EX-PARTE COMMUNICATIONS
WITH ELECTED AND/OR APPOINTED PUBLIC OFFICIALS IN
ACCORDANCE WITH NEWLY ADOPTED LEGISLATION WHICH

IS CODIFIED AT SECTION 286.0115, FLORIDA
STATUTES; AND PROVIDING FOR AN EFFECTIVE DATE.

WHEREAS, the Legislature of the State of Florida
recently revised Chapter 286, Florida Statutes, in order to
allow the public to voice its opinions to 1local public
officials, both elected and appointed, so long as certain
disclosure procedures are followed; and

WHEREAS, the State Legislature has determined that in
order to remove the presumption of prejudice from ex-parte
communications with local appointed and elected public
officials, a municipality must adopt disclosure procedures,
either by Ordinance or by Resolution in accordance with
Section 285.0115, Florida Statutes; and

WHEREAS, the City Council of the City of Greenacres
desires to adopt such disclosure procedures in order to
allow the greatest public access possible under the law to
its elected and appointed public officials who act in
quasi-judicial proceedings, and therefore, desire to adopt

an appropriate disclosure process.




RESOLUTION NO. 95-20
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NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF
THE CITY OF GREENACRES, FLORIDA, THAT:

Section 1. The City Council of the City of Greenacres,
Florida, hereby adopts the following public disclosure
process relating to elected and/or appointed public
officials who hold positions on any board, council
comnittee, or commission charged with making recommenda-
tions and/or taking final action on any quasi-judicial
matter:

Access Permitted: Any person not otherwise
prohibited by statute, City Charter provision or City
ordinance may discuss with any 1local public official
(elected and/or appointed) the merits of any matter on
which quasi-judicial action may be taken by any board,
council, committee, or commission on which the local public
official is a member, so long as the following process is
observed.

(1) The substance of any ex-parte communi-
cation with a 1local public official (elected and/or
appointed) which relates to quasi-judicial action pending
before the official shall not be presumed prejudicial to
the action if the subject of the communication and the
identity of the person, group or entity with whom the
communication took place is disclosed and made a part of

the record before final action on the matter.
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(2) A local public official may read a
written communication from any person. However, a written
communication that relates to quasi-judicial action pending
before a local public official shall not be presumed
prejudicial to the action and such written communication
shall be made a part of the record before final action on
the matter.

(3) Local public officials may conduct
investigations and site visits and may receive expert
opinions regarding quasi-judicial action pending before
them. Such activities shall not be presumed prejudicial to
the action if the existence of the investigation, site
visit or expert opinion is made a part of the record before
the final action on the matter.

(4) Disclosure made pursuant to paragraphs
(1), (2), and (3) must be made before or during the public
meeting at which a vote is taken on such matters, so that
persons who have opinions contrary to those expressed in
the ex-parte communication are given a reasonable oppor-
tunity to refute or respond to the communication. This
section does not subject local public officials to Part III
of Chapter 112 for not complying with this section.
Moreover, if disclosure 1is able to be made before the
public meeting, said elected and/or appointed public

officials shall complete an Ex-Parte Disclosure Form,
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attached hereto as Exhibit "A", and by this reference made
a part hereof. All forms shall be submitted to the City
Clerk to be included and maintained as a part of the
official City records. The City Clerk shall make all
submitted disclosure forms available for inspection and
copying to any and all interested persons prior to final
action being taken on such matter. Said Ex-Parte
Disclosure Form shall be completed by each elected and/or
appointed official prior to final quasi-judicial action
being taken on the matter which was the subject of the
communication. In the event an elected and/or appointed
official is unable to complete the Ex-Parte Disclosure
Form, then said official shall verbally disclose the
substance of such communications as part of the official
meeting and prior to final action being taken on the matter.

Section 2. The City Council of the City of Greenacres,
Florida, hereby directs the city Clerk to inform all
elected and appointed public officials, which includes
members of City Council, boards, committees and
commissions, of the ex-parte communication disclosure
procedures through a copy of this resolution upon execution
by the Mayor and City Council.

Section 3. This Resolution shall take effect immedi-

ately upon its passage and adoption.
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RESOLVED AND ADOPTED this 24th day of _August s 1995.

Voted
J@%ZZ,«W (

S . Ferreri Betty D. Kante
Mayo; Deputy Mayor

ilman, District I

895//( (C/ES )

. Rawlins, Sr.
COunc11nan District II

VAN ANN

Charles E. Shaw
Councilman, Distri

Panel‘a S. Terranova, City Attorney




Chapter 10 - PERSONNEL!
Footnotes:
—- (1) -

Charter reference— Personal interests, art. VII, § 6; administrative departments, art. VIII.
Cross reference— Administration, Ch. 2; public safety department, § 2-116 et seq.
State Law reference— Code of ethics, F.S. § 112.311 et seq.

ARTICLE I. - IN GENERAL

Secs. 10-1—10-25. - Reserved.
ARTICLE Il. - CIVIL SERVICEHZ
Footnotes:

—(2) -

Charter reference— Civil service board, art. VIII, § 4.

DIVISION 1. - GENERALLY
Sec. 10-26. - Objectives.

It is hereby determined to be the objectives of the civil service board created pursuant hereto to
encourage and promote a proper personnel system for the classified personnel of the city to inspire public
confidence in the city service, to assist, through a proper personnel system, the administrative officials in
the efficient performance of their functions, and to provide employees in the classified service an
opportunity for honorable and useful employment.

(Code 1986, § 12-1.1(a))

Secs. 10-27—10-40. - Reserved.

DIVISION 2. - CIVIL SERVICE BOARDE!

Footnotes:
- (3) -

Charter reference— Civil service board, art. VI, § 4.
Cross reference— Boards, committees, commissions, 8§ 2-46 et seq.
Sec. 10-41. - Created.

There is hereby created a civil service board for the city pursuant to article VIII, section 4 of the city's
Charter.



(Code 1986, § 12-1.1(b); Ord. No. 2017-24 , § 2, 11-6-17)

Sec. 10-42. - Composition, voting.

The civil service board shall consist of the mayor and the five (5) members of the city council, each
sitting ex officio as members of the city's civil service board. The authority to vote on items as the civil
service board shall be the same as the voting rights of the mayor and city council set forth in article I,
section 1(b) and article Ill, section 8 of the city Charter. All other rights, privileges and responsibilities of
the mayor and members of the city council shall be the same when hearing a civil service board item.

(Code 1986, § 12-1.2(a); Ord. No. 2017-24 , § 2, 11-6-17))

Secs. 10-43—10-47. - Reserved.

Editor's note— Ord. No. 2017-24 , 8 2, adopted November 6, 2017, repealed 8§ 10-43—10-47.
Former 88 10-43—10-47 pertained to eligibility, vacancies, removal of members, quorum and
officers, rules and meetings, respectively, and derived from the Code of 1986.

Sec. 10-48. - Functions, powers.

The functions and powers of the city council sitting as the civil service board shall be as enumerated
in personnel policies established by the city council by resolution.

(Code 1986, § 12-1.2(g); Ord. No. 2017-24, § 2, 11-6-17))
Secs. 10-49—10-65. - Reserved.

ARTICLE IIl. - UNCLASSIFIED SERVICE

DIVISION 1. - GENERALLY

Sec. 10-66. - Notification of investigation.

(& Notice. Any unclassified employee who is under investigation which could lead to disciplinary action,
demotion, or dismissal shall be informed of the nature of the investigation prior to any interrogation
and shall be informed in writing of the name of all complainants. No dismissal, demotion, transfer,
reassignment, or other personnel action which might result in loss of pay or benefits or which might
otherwise be considered a punitive measure shall be taken against any unclassified employee
unless he is notified in writing of the action and the reasons therefor prior to the effective date of
such action.

(b) Request for hearing. Any unclassified employee who is under investigation which could lead to
disciplinary action, demotion, or dismissal, or who has already received disciplinary action, demotion,
or dismissal shall have the right to a review by the complaint review board upon written request to
the mayor within ten (10) days of receipt of the notice hereinabove referred to. The complaint review
board shall meet within thirty (30) days of the date of receipt of the letter requesting a hearing.

(Code 1986, § 12-3.1)

Secs. 10-67—10-80. - Reserved.


http://newords.municode.com/readordinance.aspx?ordinanceid=881768&datasource=ordbank
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DIVISION 2. - COMPLAINT REVIEW BOARDE!

Footnotes:
- (4) -

Cross reference— Boards, committees, commissions, § 2-46 et seq.

Sec. 10-81. - Membership; selection and qualification.

The complaint review board shall consist of three (3) members who shall serve without
compensation: one (1) member shall be selected by the mayor; one (1) member shall be selected by the
aggrieved unclassified employees; and one (1) member shall be selected by the two (2) previously
chosen members. The board members shall all be persons with occupations in the same profession or
trade as the aggrieved unclassified employee, and shall be selected from any state, county, or municipal
agency within the county.

(Code 1986, § 12-2.1)

Sec. 10-82. - Oaths and subpoenas.

The complaint review board or any member thereof may administer oaths and may issue subpoenas
to compel the attendance and obtain the testimony of witnesses and the production of documents and
other evidence in the making of investigations or in the holding of hearings. The subpoena shall be
served by the division of public safety and failure without valid excuse to respond thereto or to testify shall
constitute a misdemeanor under state law and be punishable in accordance therewith. A city employee
summoned as a witness shall receive no compensation therefor and shall suffer no loss of pay during the
time spent pursuant to the subpoena. Other witnesses shall be compensated by the city as provided by
the city council.

(Code 1986, § 12-2.2)

Sec. 10-83. - Employee witnesses.

The employee may summon any number of witnesses to testify in his behalf; all such withesses shall
be at the employee's expense.

(Code 1986, § 12-2.3)

Sec. 10-84. - Due process.
The complaint review board shall adopt rules of hearing procedure consistent with the judicial nature
of its functions and the requisites of fair and careful consideration of all relevant facts, but it need not

follow technical or formal rules of evidence. The board, the employee, and the discharging or demoting
officer may each be represented by counsel at any hearing. Such hearing shall be open to the public.

(Code 1986, § 12-2.4)

Sec. 10-85. - Cause for disciplinary proceedings.



Disciplinary actions shall be taken based on good cause, be equitable, without discrimination, and
based on the merits of the situation. The nature of the disciplinary action taken will relate to the
seriousness of the offense, the unclassified employee's past record of disciplinary action, the length of
service and departmental practices.

(Code 1986, § 12-2.5)

Sec. 10-86. - Reasons for disciplinary action.

Disciplinary action may be taken for the following reasons which shall not be exclusive of other just
and good causes. The following acts may be the cause for disciplinary action whether such acts occur on
or off duty.

(1) Conviction of a felony or misdemeanor involving moral turpitude.

(2) Indecent or immoral conduct.

(3) Commission of an act which would bring discredit to the city.

(4) Theft or willful neglect of city property, funds, equipment, materials and/or supplies.

(5) Solicitation and/or acceptance of any consideration or thing of value from any person with
whom the unclassified employee shall have an official relationship in the course of assigned
duty.

(6) Addiction to the habitual use to excess of alcoholic beverages, narcotic drugs, barbiturates, or
other stimulants, such that the same affect the performance of the unclassified employee.

(Code 1986, § 12-2.6)

Sec. 10-87. - Powers generally.

(&) Powers. The complaint review board shall serve in an advisory capacity and shall report a written
document, signed by all members, within ten (10) days of the date of its hearing. The report shall be
addressed to the mayor and members of the city council. The complaint review board shall suggest
as disciplinary action one (1) of the following or such other suggestions as may be deemed just and
reasonable following conclusion of the hearing.

(1) A written warning to be included in the unclassified employee's permanent employment file.
(2) A suspension with or without pay for a period not exceeding thirty (30) days.

(3) Demotion in pay.

(4) Dismissal.

The aforementioned disciplinary actions are not deemed cumulative and the complaint review board may
recommend any of the aforementioned or combination of both depending on the nature of the
proceedings and the results thereof.

(b) Reimbursement of lost wages. If, after investigation by the complaint review board a
recommendation of no disciplinary action be filed and the city council shall adopt such

recommendation, the unclassified employee shall suffer no loss of compensation or other rights by
reason of suspension.

(Code 1986, § 12-3.2)

Secs. 10-88—10-105. - Reserved.



ARTICLE IV. - RETIREMENT, PENSIONS AND OTHER EMPLOYEE BENEFIT PROGRAMS
DIVISION 1. - GENERALLY
Secs. 10-106—10-120. - Reserved.

DIVISION 2. - FEDERAL OLD AGE AND SURVIVOR'S INSURANCE PROGRAME!

Footnotes:
- (5) -

Federal law reference—Title Il of the Social Security Act 42 U.S.C. §§ 401—425.
State Law reference— Social security for public employees, F.S. ch. 650.

Sec. 10-121. - Declaration of policy.

It is hereby declared to be the policy of the city to extend, effective as of January 1, 1963, to the
employees and officials thereof, not excluded by law nor excepted herein, the benefits of the system of
Old Age and Survivors Insurance as authorized by the Federal Social Security Act and amendments
thereto, and by F.S. ch. 650; and to cover by such plan all services which constitute employment, as
defined in F.S. § 650.02, performed in the employ of the city by employees and officials thereof, including
service of an emergency nature, service in any class or classes of elective positions, service in any class
or classes of positions the compensation for which is on a fee basis, and the class of part-time employees
performing legal services.

(Code 1986, § 12-4.1(a))

Sec. 10-122. - Exclusions from coverage.

There is hereby excluded from the coverage authorized by section 10-121, any authority to include in
any agreement entered into under section 10-123 any service, position, employee, or official now covered
by or eligible to be covered by an existing retirement system.

(Code 1986, § 12-4.1(b))

Sec. 10-123. - Agreement with state agency.

The mayor shall execute all necessary agreements and amendments thereto with the state for the
purpose of extending the benefits provided by the system of Old Age and Survivors Insurance to the
employees and officials of this city, as provided in this division, which agreement shall provide for such
methods of administration of the plan by the city as are found by the state to be necessary and proper,
and shall be effective with respect to services in employment covered by such agreement performed on
and after the first day of January, 1963.

(Code 1986, § 12-4.1(c))

Sec. 10-124. - Withholding from salaries and wages.



Withholdings from salaries, wages or other compensation of employees and officials for the purpose
provided in section 10-121 shall be made in the amounts and at such times as may be required by
applicable state or federal laws or regulations, and shall be paid over to the state.

(Code 1986, § 12-4.1(d))
Sec. 10-125. - Appropriations by city.

There shall be appropriated from available funds derived from the general funds of the city, such
amounts, at such times, as may be required to pay promptly the contributions and assessments required
of the city, as employer, by applicable state or federal laws or regulations, which shall be paid over to the
state at the times and in the manner provided by law and regulation.

(Code 1986, § 12-4.1(e))

Sec. 10-126. - Records and reports.

The city shall keep such records and make such reports as may be required by applicable state or
federal laws or regulations, and shall adhere to the regulations of the state with respect to purposes set
out in section 10-121.

(Code 1986, § 12-4.1(f))

Sec. 10-127. - Custodian; withholding and reporting agent.

(&) The city treasurer is hereby designated the custodian of all sums withheld from the compensation of
officers and employees and of the appropriated funds for the contribution of the city.

(b) The city treasurer is hereby made the withholding and reporting agent and charged with the duty of
maintaining personnel records for the purposes of this section.

(Code 1986, § 12-4.1(g))

Sec. 10-128. - Social security act adopted.

The city does hereby adopt the terms, conditions, requirements, reservations, benefits, privileges
and other conditions thereunto appertaining, of title Il of the Social Security Act, as amended, for and on
behalf of all officers and employees of its departments and agencies to be covered under the agreement
provided by section 10-123.

(Code 1986, § 12-4.1(h))
Secs. 10-129—10-145. - Reserved.
DIVISION 3. - RETIREMENT SYSTEMS AUTHORIZED

Sec. 10-146. - Florida Retirement System.

The city adopts the provisions of the "Florida Protection of Public Employees' Benefits Act" in that
full-time and part-time, regular employees of the city and its departments with an initial hire date of
December 31, 1995 or prior are members of the Florida Retirement System, subject to applicable state
laws and regulations. The city shall revoke its membership in the Florida Retirement System by providing



notification required by chapter 95-338, Florida Laws, to the state division of retirement which shall be
postmarked no later than December 15, 1995. Notification shall consist of this division as well as any and
all resolutions adopting retirement plans for employees with an initial hire date of January 1, 1996, or
later.

(Code 1986, § 12-4.2; Ord. No. 95-24, § 1, 12-4-95)
State Law reference— Florida retirement system, F.S. ch. 121.

Sec. 10-147. - City sponsored retirement plans.

The city shall adopt a resolution or resolutions establishing retirement plans for all full-time and part-
time regular employees of the city with an initial hire date of January 1, 1996 or thereafter. All full-time
and part-time regular employees who are hired on or after January 1, 1996, may not participate in the
Florida Retirement System and the city has no obligation to the Florida Retirement System with respect to
such employees. All full-time and part-time regular employees who are hired on or after January 1, 1996,
must participate in the city sponsored retirement plan in effect at the date of their employment. The city
retirement plans may include the appointment of plan administrators and pension boards. Any plan
designed for special risk personnel whose position descriptions require the possession of police and/or
fire certifications shall meet the minimum requirements of F.S. ch. 175 and F.S. ch. 185 as amended.

(Ord. No. 95-24, § 1, 12-4-95; Ord. No. 00-33, § 3a., 8-7-00)

Sec. 10-148. - Public safety officers and firefighters retirement plan and trust.

(& A retirement plan and trust for the firefighters and public safety officers of the city is hereby
established, effective the 1 stday of January 1996. The instruments which represent the terms of said
plan and trust include the Florida Municipal Pension Trust Fund Trust Joinder Agreement (exhibit
"A"), Florida Municipal Pension Trust Fund Defined Benefit Plan and Trust Adoption Agreement
(exhibit "B-3" including the Amendment No. 1 to the Share Plan - attachment 1, and Amendment No.
1 to the Retirement Plan Changes for Sworn Law Enforcement Officers Effective February 1, 2016 -
attachment 2), the Florida Municipal Pension Trust Fund Defined Benefit Plan Document, (exhibit
"C"), the Florida Municipal Pension Trust Fund, Master Trust Agreement (exhibit "D-1") and the
Investment Policy (exhibit "E"), and will be and remain exhibits to this section, remanded to the
custody of the city clerk who will maintain such for public inspection.

(b) The city council shall have the power to amend said plan and trust adopted by this section at such
time or times as considered in the best interest of the city, its firefighters and public safety officers
and its citizens.

(c) The city council hereby expressly authorizes the participation of said plan and trust in the Florida
Municipal Pension Trust Fund and hereby authorizes the administration of said plan and trust, and
the investment of funds of said plan and trust, within the procedures, policies and methods outlined
in the fund's master trust agreement.

(d) The city council hereby empowers the mayor with the authority to execute such documents and
agreements as required for participation in the Florida Municipal Pension Trust Fund.

(Ord. No. 96-35, 8§ 1—4, 8-19-96; Ord. No. 00-23, § 1, 6-5-00; Ord. No. 01-01, § 1, 3-5-01;
Ord. No. 2002-05, § 1, 3-18-02; Ord. No. 2008-13, § 1, 5-5-08; Ord. No. 2011-14, 8§ 1, 10-17-11;
Ord. No. 2012-05, 8§ 1, 2-6-12; Ord. No. 2016-08, § 1, 1-28-16; Ord. No. 2019-04 , § 1, 3-18-19;
Ord. No. 2019-09, 8 1, 8-19-19)

Sec. 10-149. - General employees retirement plan and trust.


http://newords.municode.com/readordinance.aspx?ordinanceid=948603&datasource=ordbank
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(@)

(b)

(€)

(d)

(e)

(f)

(9)

A retirement plan and trust for the general employees of the City of Greenacres is hereby
established, effective the 1 st day of January, 1996. Said plan and trust is hereby re-established,
effective October 1, 2001, to include the Plan and Trust components of a 401(a) Defined
Contribution Plan and 457(b) Deferred Compensation Plan as provided by the Florida Municipal
Pension Trust Fund. The instruments which represent the terms of said re-established plan and trust
include the Trust Joinder Agreement for Defined Contribution Plans Under Florida Municipal Pension
Trust Fund Master Trust Agreement (Exhibit "A-1"), Trust Joinder Agreement for Deferred
Compensation Plans Under Florida Municipal Pension Trust Fund Master Trust Agreement (Exhibit
"A-2"), Florida Municipal Pension Trust Fund 401(a) Defined Contribution Plan Adoption Agreement
(Exhibit "B-1a"), Florida Municipal Pension Trust Fund 457(b) Deferred Compensation Plan Adoption
Agreement (Exhibit "B-2"), the Florida Municipal Pension Trust Fund 401(a) Defined Contribution
Plan (Exhibit "C-1"), the Florida Municipal Pension Trust Fund 457(b) Deferred Compensation Plan
(Exhibit "C-2"), the Florida Municipal Pension Trust Fund, Master Trust Agreement (Exhibit "D"
together with the 1 stamendment thereto) and the Investment Policy (Exhibit "E") will be and remain
exhibits to this section, and are hereby remanded to the custody of the city clerk who will maintain
such for public inspection.

The city hereby commits to the terms of the adoption agreements attached hereto as Exhibits "B-1"
and "B-2".

The city shall abide by the terms of the plans, attached hereto as Exhibits "C-1" and "C-2", the Trust
Joinder Agreements, attached hereto as Exhibits "A-1" and "A-2", and the Master Trust Agreement,
attached hereto as Exhibit "D", including all investment, administrative, and service of the Plans, and
all applicable provisions of the Internal Revenue Code and other applicable law.

The city hereby acknowledges that the Master Trustees of the Florida Municipal Pension Trust Fund
are only responsible for the Plans, as attached hereto as Exhibits "C-1" and "C-2", and have no
responsibility for other employee benefit plans maintained by the city.

The City Council of the City of Greenacres shall have the power to amend said plan and trust
adopted by this section at such time or times as considered in the best interest of the city, its general
employees and its citizens.

The City Council of the City of Greenacres hereby expressly authorizes the participation of said plan
and trust in the Florida Municipal Pension Trust Fund and hereby authorizes the administration of
said plan and trust, and the investment of funds of said plan and trust, within the procedures and
methods outlined in the Fund's Master Trust Agreement.

The City Council of the City of Greenacres hereby empowers the mayor with the authority to
execute such documents and agreements as required for participation in the Florida Municipal
Pension Trust Fund.

(Ord. No. 96-36, §§ 1—4, 9-10-96; Ord. No. 00-33, §§ 1, 2, 3b., 8-7-00; Ord. No. 01-02, § 1, 3-
19-01; Ord. No. 2001-19, § 1, 9-25-01; Ord. No. 2007-11, § 1, 6-18-07; Ord. No. 2016-09, § 1,
1-28-16)
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