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Town Meeting in Lexington

Introduction

This handbook is designed to familiarize new Toweelihg Members with the workings of
Town Meeting. The book can also serve as a refertall participants in Lexington
government including Town officials, committee meargy and other citizens.

Besides describing procedures and practices, thke ¢iges a short history of Town Meeting in
Lexington and contains practical advice on beimgteld to Town Meeting and on how to
become an informed and effective Town Meeting Membe

Additional useful information is contained in a goamion volume callefowN OFLEXINGTON
BoARD ANDCOMMITTEEHANDBOOK available from the Town Clerk’s office.

History

Lexington was incorporated as a town on March 3131 Six days later its first Town Meeting
was held. Records of public meetings dating bad&@® are kept by the Town Clerk in the
Town Office Building. Town Meeting is a New Englapdenomenon and is found only in those
six states. The first Massachusetts towns werergedeby informal gatherings of freemen.
Attendance at Town Meetings was compulsory andrabss were fined. As town business
became more complex, the townspeople “selectedaicetitizens (Selectmen) to carry on the
town’s business between Town Meetings.

When attendance was no longer compulsory at TowetiNgs, it became important to define
what matters might be acted on at these sessiomssglents would know in advance of
anything that might interest them. This notice Ineedhe Warrant, containing the articles of
business to be taken up at each Town Meeting. TaedBof Selectmen and other Boards set
policy for the Town; in contrast, the Town Meetisghe legislative body of local government.

As population increased, many towns found it diffico conduct business through a Town
Meeting open to the participation of all citizefmge first change in the form of town government
came in 1821 when the Massachusetts legislatussitotallow municipal or city governments

to be set up in towns of 12,000 or more inhabitdrégington has preferred to retain the Town
Meeting form of government. More than 100 yearsrlah 1926, the State constitution was
again modified to allow towns of more than 6,000abitants to have Representative Town
Meetings. Lexington was one of the first towns doat the Representative Town Meeting,
voting to accept this form of government in 1929.

In Lexington’s first Representative Town Meeting|din 1930, there were 51 members from
each of four precincts, for a total of 204. In 1966 Town was redistricted into six precincts,
and the number of elected Town Meeting Membersseast 33 per precinct for a total of 198.
In 1973, redistricting resulted in nine precincigw2l elected Town Meeting Members per
precinct, for a total of 189.

Of the 296 towns in Massachusetts with the selectto@n meeting form of government, 36,
including Lexington, currently have the Represematown Meeting form of government in
which the voters delegate legislative powers totetkrepresentatives, yet reserve the right to
speak at Town Meeting. (Source: Massachusetts Mpatidssociation, Spring 2013) The right
of referendum is also retained as a means of clrailg an affirmative vote of Town Meeting.
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Participants

Lexington is currently divided into nine precinatsch of which elects a total of Ziwn

Meeting M ember s for terms of three years. One-third of the memlaeeselected each year. In
addition to these 189 elected members, there arelides-at-Large. These are: Moderator, all
five Selectmen, the chair of the Appropriation Cottee, and the chair of the School
Committee. If they are residents of Lexington, Togvn Clerk, the Treasurer/Collector (formerly
called the Revenue Officer), Town Counsel and membkthe State Legislature also serve as
Members-at-Large.

Customarily, the Town Clerk and Town Counsel habs&ained from voting, limiting their roles,
respectively, to recording and providing informatidhe Moderator has ordinarily, but not
always, abstained from debating and voting.

TheTown Moderator is elected by the voters each March for a one-tgrar and presides over
the business and conduct of Town Meeting. The Matdeicalls the meeting to order, determines
the presence of a quorum, and announces the resualiisvoting. The Moderator has complete
authority to enforce all rules, procedures, andil@gns, and to maintain decorum at the
meeting. The Moderator appoints the members oAgpgopriation Committee, the Capital
Expenditures Committee, the Cary Lecture Seriesi@itt@e, and Lexington’s representative on
the Minuteman Regional School Committee and magutleorized to appoint special com-
mittees. The Moderator may seek advice on theitgg#larticles, motions, and procedures from
Town Counsel, although the final decision on praeed is the Moderator’s.

At the start of each Annual Town Meeting, the M@der nominates, and Town Meeting elects, a
Deputy Moderator who officiates if the Moderator is absent, is dislified, wishes to speak at
the meeting, or has a personal interest in theoougcof the vote on a particular article.

TheTown Clerk is appointed by the Town Manager. In addition tmgehe custodian of Town
records, the Town Clerk records the proceedingdld@own Meetings and elections and notifies
Town Meeting Members of Town Meetings.

The Selectmen retain a law firm to handle the Teviegal affairs. A member of the firm is
designated as Lexington®wn Counsel and is officially appointed as such by the Selectme
Town Counsel advises the Selectmen during preparafithe Warrant to ensure that articles are
in proper legal form. The Counsel is availabledonsultation on the legality of citizens’ articles.
Anyone submitting such an article should consutt dfficial. The Moderator usually consults
Town Counsel on legal questions.

TheBoard of Selectmen consists of five elected members serving overlapginee-year terms.
Historically, this Board serves as the Town’s exieubody, responsible for overall leadership
and coordination of Town affairs. In Lexington tgdthe Board also acts as the Board of Public
Works. The Selectmen make many appointments {gegBoard of Appeals, the Comptroller, the
Town Counsel, Town Manager and the Trustees ofi®uhlsts). In addition, they must approve
some appointments made by the Town Manager. Theetgatn set the time and place of Town
Meeting, prepare and issue the Warrant, and délcepreliminary order in which articles are
considered. Town Meeting, often at the suggestidheSelectmen, can subsequently change
the order of articles. For most Warrant Articlése Selectmen vote to adopt a formal position of
support or opposition and present these positionsg Town Meeting.
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The Town Manager is a professional manager paid by the Town to sasvbiechief
administrator of the Town'’s staff, and is appoinbgtthe Selectmen for a three-year term. This
official attends all Town Meetings and speaks ditlas when called upon. The Town Manager
prepares the municipal capital and operating bidgased on a judgment of the needs of the
Town after consultation with department heads amdroittee chairmen and presents it to the
Selectmen for their recommendations. The Selecsrandget is then submitted to Town
Meeting. With the exception of the Comptroller ahd Superintendent of Schools, the Town
Manager appoints all of the heads of administradimeartments within the Town, such as the
Police Chief and the Fire Chief, as well as sonmaradtees, such as the Recreation and
Permanent Building Committees.

The Appropriation Committee, appointed by the Moderator, consists of nine mesi0

serve overlapping three-year terms. This commstgees as one of the two fiscal advisory
bodies to Town Meeting and the Town. No vote onfamncial motion may be taken by Town
Meeting without first hearing this committee’s remmendation. The committee has authority to
transfer money from the Reserve Fund to be usatktt extraordinary and unforeseen
municipal and school expenditures between Town Mget The committee considers the overall
financial needs, programs, and problems of the Town

TheCapital Expenditures Committee, the other fiscal advisory bodglsoappointed by the
Moderatorconsists of five members who serve overlappingetlyear terms. This committee is
responsible for updating five-year projections apital expenditures. Some Capital projects
reviewed by this committee are: street improvemesgwer and water upgrades and building
construction and remodeling projects. After coregidn with other Town officials and boards,

the committee recommends whether a project shalchidertaken and when a project should be
started. The committee is also required to repbether it endorses each recommendation of the
Community Preservation Committee to Town Meetii@e€ the following discussion on that
committee.) Further, no vote may be taken by Towaefihg on Capital projects and on projects
recommended by the Community Preservation Commigtdeut having heard the Capital
Expenditures Committee’s recommendation.

Other committees and boards present motions andstispecific Warrant articles that are
within their purview. Of these, the most importamdy be theschool Committee, since the

school budget accounts for a large portion of thembudget. The committee consists of five
elected members serving overlapping three-yearstefime School Committee’s duties cover
establishment of policy and the appointment ofShperintendent of Schools. The committee, in
close cooperation with the Superintendent of Sd)qokpares the school budget and holds a
formal public hearing on the budget as require®tage law. The total school budget figure is
presented and voted on as a single item in the RBwdyet as, by State statute, the School
Committee has the authority to readjust any andpahding within the school budget as they
deem necessary.

The Community Preservation Committee (CPC) consists of nine members. Six members are
selected by Town bodies (Conservation Commissitamrithg Board, Recreation Committee,
Historical Commission, Housing Authority, and HmgsPartnership) whose roles have a
bearing on a key component of the Community Presienv Act (Open Space, Historic
Resources, Recreational Land, and Community [A#ibld] Housing). The three remaining
members are appointed at the discretion of thedokSelectmen. The CPC administers
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applications for funding via the Community PreséioraAct (CPA), and makes
recommendations to Town Meeting on qualifying pctge

The Conservation Commission consists of seven members appointed by the Towralylam

with the Selectmen’s approval for overlapping thyear terms. It was established to protect and
preserve the Town’s natural resources and to adteimihe State Wetlands Protection Act, which
gives the commission a quasi-judicial role. The gossion has the power, through Town
Meeting, to acquire land for conservation, as &slto enforce State and local wetland by-laws.
Thus, the commission adds articles to the Warreopgsing the Town acquire, through direct
purchase, easement, or gift, parcels of land foseovation and passive recreation.

ThePlanning Board consists of five elected members serving overlapginee-year terms, and
an associate member appointed by the Planning Bbhedassociate member votes on special
permits (which require a super-majority) if a reguPlanning Board member is absent or has a
conflict. By State law the Planning Board is respble for planning, zoning, and subdivision
control. Articles may be initiated by the PlanniBgard. Citizens’ articles involving zoning
changes are discussed by the Board, which musttrep@nd make recommendations about
them to Town Meeting. Public hearings are requicedoning articles. A two-thirds vote of the
Town Meeting is required to change a zoning by-law.

TheRecreation Committee is composed of five members serving overlappimgetyear terms
appointed by the Town Manager with the Selectmapjzoval. It plans the Town’s year-round
recreation program. It also oversees the Pine Mesadsolf Club, which, in addition to other
user fees, generates funds for the Recreation fifrger=und for maintaining the golf course and
for other recreation programs. The Recreation Cdtemusually submits a funding request for
recreation capital, and participates on any oth&les related to its role in the Town.

TheHousing Authority consists of four elected members and one membeirgpd by the
Governor, who serve overlapping five-year termss tesponsible for the planning, financing,
construction, and administration of subsidized hay$or people of low income, including the
elderly.

LexHAB, the Lexington Housing Assistance Board, consifseven members appointed by the
Selectmen for overlapping three-year terms. It ples affordable housing for low- and
moderate-income families, administers the Muzzeydominium resale restrictions, and
consults with other Town boards on privately depelbresidential developments containing
affordable units.

All Registered Voters of the Town mayparticipate in Article 1 of the Warrant for the Aral

Town Meeting, which is the annual election of Towefficials. During Town Meeting those
citizens who are not Town Meeting Members may, th#h Moderator’s permission, speak about
an article. Voters should discuss their views amtcerns with their Town Meeting Members and
other elected and appointed officials before ToweeNhg. The Town Meeting Members
Association usually sponsors public information timggs to discuss the Warrant articles during
the weeks preceding Town Meeting. This is an oppaty for citizens and Town Meeting
Members to become informed about the articles.

Visitorsat Town Meeting usually fall into one of three gires: 1) interested residents, 2)
technical or legal experts or consultants, andoB)}mesidents who have a direct interest in one or



Town Meeting in Lexington

more of the articles. Non-resident visitors whohwig speak on a particular article may do so
with the Moderator’s recognition and Town Meeting&mission.

The Warrant

The Warrant, the name given to the agenda for Tlating, is the “warning” or notification
issued to the citizens, stating the time, placd,sarmbject matter to be discussed at the meeting.
Each item of business is called a Warrant Article.

Traditionally, the Warrant is addressed to onéneffown’s constables, who are required to give
notice of the meeting to the Town’s residents. Wagrant must be served at least 7 days before
the Annual Town Meeting and 14 days before a Sp&oian Meeting.

The Warrant is mailed to each household in Lexingpmsted in the Town Office Building, on
the Town web site, and copies are made availalimgt Memorial Library. Further notification
of the Town Meeting is publicly posted in the To®ifice Building before each session stating
the date, time, place, and list of articles by nandiill to be acted upon.

Town Meeting may deliberate and vote only on thed®contained in the Warrant. Every action
taken on a particular Warrant article must be witie “scope” of that article. Under
Massachusetts law, the Moderator has the sole @atythm decide whether a motion falls within
the scope of the article.

Town meeting may also consider resolutions, whrehexpressions of the Town Meeting’s
feelings, and do become part of the official Towadiding record but are not legally binding.
Like other actions, their subject matter must lida@¢h in a Warrant article for them to be
considered.

The order of articles on the Warrant is determibgthe Board of Selectmen, who try to
organize the business of Town Meeting accordingutgect matter and in an order that will
assist discussion of major proposals. Town Meeatargvote to take up an article “out of order”
or postpone consideration while other articlescargsidered.

Citizens of the Town may present an article onsuhject to be included in the Warrant. For
more information, see the section entitled “HowPtepare an Article for the Warrant”. The
Warrant for the Annual Town Meeting “closes” airad set by the Board of Selectmen, usually
the end of December, after which no new citizerntielas may be submitted.

When and Where

Article 1 on the Warrant for the Annual Town Meetiis always reserved for the election of
Town officials. Thus, the first session of Town Nlag is the Town’s annual election, and all
registered voters in Town are participating in TdWeeting when they vote for Town officials
during the annual election.

Lexington’s General By-laws call for the electianite held annually on the first Monday in
March. By State law, in years when there is a Beggtial primary, the election may be held on
the same day as the National election. Polls op&r8 a.m. and close at 8:00 p.m. The date of
the second session (that is, the first deliberatassion) is determined by the Selectmen and is
specified in the Warrant. It is customarily heldaMonday or Wednesday two or three weeks
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after the election. Subsequent sessions are usetlyon the following Wednesdays and
Mondays, except during school vacation week anchajor religious holidays, until final action
has been taken on each Article on the Warrant.

Special Town Meetings may be held at any time lolepof the Selectmen or upon petition of
200 registered voters. With the required publiga®tit is also possible to hold a Special Town
Meeting during a formal recess of the Annual Toweeling. This process is often used to
expedite action on an appropriation requested duha Special Town Meeting.

For many years, the length of the Warrant has pdec the completion of Town Meeting
business in a single evening. Depending on thelesgd complexity of the Warrant, the Annual
Town Meeting may continue for four to seven weék®, nights a week, until all articles have
been disposed of.

Town Meeting deliberative sessions are normallg elMargery Milne Battin Hall at the Cary
Memorial Building, but may be held any place in lngton or simultaneously in more than one
place as long as communication between the si@gitable.

While Town Meeting is in session, the Moderatoesubver activities within the Town Meeting
hall as well as any activities within the buildidgemed to be obtrusive to the operation of Town
Meeting. Sessions begin promptly at the time dedaghin the Warrant. Town Meeting Members
are expected to arrive early enough to collectihaces issued to them for electronic voting and
to obtain printed information pertinent to the s&ssThis material is distributed via the Town
Meeting Members Association (TMMA) tables in thel. It is also available to visitors.

TMMA asks that each document be signed, datedjrathcate the Article to which it refers, and
be placed on the table by 7:00 p.m. When posdiliffeyent colored papers should be used to
distinguish updated versions at subsequent sessions

Since 1973, seating for Town Meeting Members has lmeganized by precinct. The floor of the
hall is divided into nine blocks of seats. Thisamgement makes it easy for observers to identify
their precinct representatives. Precinct blocks notgte from back to front at successive
sessions, so members all have an opportunity to gie back, middle, and front of the hall.
Citizens and other observers may sit in the redin@hall or in the balcony.

In recent years, a café in the side hall has affsreicks and desserts, and Members are asked to
leave a donation for café items. Food is not peeaiiin the main hall, except that Town Meeting
Members may have water with them. Refreshmentsbaaerved and consumed only in the
hallway. When Town Meeting is in session, peoplthahalls are asked to converse quietly.

Procedures

This section provides a summary of Lexington TowetMg procedures. It includes many
customs that have been adopted over the yearsstlimimary is not a legal document but is
intended as a general guide to understanding timelgot of Town Meeting.

The purpose of Town Meeting is to consider and taken on all the articles in the Warrant.
Many of the rules of order and procedure for thedemt of Town Meeting business are dictated
by State statute, Town by-laws, or tradition. Addial guidance is found ifown Meeting Time,
an adaptation of Robert’s Rules of Order, publistyethe Massachusetts Moderators
Association. All business is conducted throughNteglerator, who presides at Town Meeting.
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Relevant information for Town Meeting Members isigable on the Town Meeting Members
Association website ai-tp: //www.lexingtontmma.org/ and on the TMMA tables in the lobby
when Town Meeting is in session.

In a typical session, seating in the central flobBattin Hall is reserved for Town Meeting
Members. Citizens may sit in the balcony or inllaek section of the hall. Citizens may address
the Town Meeting, but they may not make motionsmuogt not participate in any votes.

Town Meeting sessions are usually broadcast liveextMedia and made available for on-
demand viewing via the LexMedia websii€tp: //ww.lexmedia.org/ within a day or so after
each session.

Opening

The Moderator calls the Annual Town Meeting to oréiéembers use their electronic voting
devices to “check in” via the electronic voting ®a. This serves both to establish that a
guorum is present and to identify any malfunctigndevices requiring replacement.

Once the initial formalities are completed, the Miador announces, “The meeting is now open
on Article 2.” (Remember that Article 1 is the aahliown election.) Under Article 2, which
remains open throughout the meeting, all reporfoain Officers, Boards, and Committees are
received. Town Meeting Members are asked to reaaeh report individually and place it on
file with the Town Clerk. This vote places the rejpn record with the Town but does not imply
approval, adoption, or endorsement, of the report.

Article 2 also allows Members to elect a Deputy Mi@dor, nominated by the Moderator, who
will serve during deliberation on articles where oderator has a conflict of interest or if the
Moderator is otherwise unavailable.

Following Article 2, the meeting takes up the descin the order listed in the Warrant unless
otherwise voted by Town Meeting. (It is usualtioe financial Articles to be deferred to a date 4
weeks after publication of the recommended TownSeitbol budget book. This provides the
financial committees, Town Meeting Members, anddes®s time to review that document and,
as needed, prepare their reports to the Meeting.)

On certain special occasions, which do not falhimithe scope of the articles on the Warrant,

the Town Meeting may go into recess. An examplehen citizens are honored or thanked for
their public service or when a board or committelesdor time to caucus in order to arrive at a
position on a motion under consideration.

A session of Town Meeting is frequently adjournedezessed for the purpose of calling to order
a Special Town Meeting for which a separate Warastbeen issued. When the Warrant for the
Special Town Meeting is completed, that meetingissolved and the main Town Meeting is
resumed. The Special Town Meeting may also beuadgal or recessed before it is completed,
in which case the main Town Meeting resumes. WherSpecial Town Meeting is to be re-
convened, the main Town Meeting is again recessadjourned in order to call to order the
Special Town Meeting.
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Speaking at Town Meeting and Rules of Debate

No one may speak without first being recognizedhgyModerator. Each speaker always
addresses the Moderator, and all questions ane@iBkeaddressed through this official. For
example, "Madam/Mr. Moderator, through you mayK tiee Selectmen ...?

Although any citizen may seek to be recognizedhieyModerator to speak at Town Meeting,
only Town Meeting Members are permitted to makeiomstand amendments and to vote on
articles. Each time a Town Meeting member risespak, he or she should first address the
Moderator and then give his or her name and preddward and committee members should
give their names and their board or committeeiaffdn. Citizens should state their name and
address before proceeding with their remarks.

All speakers are asked to use a microphone. Thierthgee microphones on the floor for the
Town Meeting Members’ remarks labeledes’, “ No”, and “?” (Question), and an additional
microphone in the balcony for other citizens. Thosking motions, presentations, or
amendments should use the presenter’s microphdhe &bnt of the hall.

According to the Town By-laws, no person may speake than ten minutes at any one time
without being recognized again by the Moderatowkler, the moderator has the discretion to
reduce this time limit. In current practice, preees and reporting boards/committees are limited
to 10 or fewer minutes, although complicated zomiresentations or major budget presentations
may be allowed a maximum of 20 minutes. During tieb@sponding speakers are limited to no
more than three minutes, and questions to no rharetivo minutes. These restrictions were put
in place in consultation with the Town Meeting MasmdbAssociation.

No member may speak more than twice on any issgepéto correct a mistake or to answer a
guestion, without first obtaining permission of theeting. In addition, a speaker must wait until
all others who wish to speak have been called lygdore speaking a second time. If, however, a
motion contains distinct sections dealing with miskar subjects which are discussed and
amended separately (as in the Operating and C&hitidets) the rule of speaking only once
applies to each new section and not to the entoom Speaking to an amendment does not
count as time toward speaking to the main motion.

Remarks must be relevant to the subject under sksaui. It is best to be concise and to limit
remarks to points not made by previous speakeiscédsed one-minute comment can be more
effective than an all-encompassing, and possildymdant, review. Questions to boards and
committees should, whenever possible, be submiittedliting prior to debate on an article.
During debate, questions should be asked oneimeaand the answer listened to, before going
on to the next question. Answers to questions atel@ducted from the time remaining to the
guestioner.

Personal attacks on individuals, committees, @aagitgroups are not allowed. Applause and
demonstrations of approval or disapproval are eomjtted. (During a recess, indicating
approval is permitted when individuals and orgatinize are being honored.) All members shall,
at the request of the Moderator, be silent.

Interrupting a speaker is only permitted for:
* Apoint of order -- a member questions a procedupen which the Moderator then rules)
» Serving notice of reconsideration of an article eftinas been previously voted on

-8-
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» A privileged motion which may be to question the preg of a quorum, to recess, adjourn,
dissolve, or a question of privilege (for instanites microphones need to be adjusted so
speakers can be heard)

The Moderator asks, "For what purpose does the Memde?" The Member replies, for
example, "For a point of order, Madam/Mr. Moderat®dhe Moderator says, "The member will
state his (her) point of order." Having heard tbenp the Moderator rules on the question. Then
the interrupted speaker continues or is requestegserve further remarks if they have been
ruled out of order.

Any citizen may speak at Town Meeting under theeséime limits as Town Meeting Members.
Those citizens wishing to be heard should notieyModerator in advance, but it is perfectly
proper, if no one has the floor, to stand and sedde recognized by saying, “Madam/Mr.
Moderator.” The Moderator is available for constitta for anyone seeking to participate.

Main Motions

All discussion of Article topics first requiresn@ain motion offeredby a Town Meeting

Member. The motion asks for a specific, detailetbacn an Article in the Warrant. Warrant
articles are typically written to allow for a reastly broad range of discussion, giving Town
Meeting the flexibility it needs to complete its tkoThe motion may not propose anything that
falls outside the scope of what’s described invifagrant. The motion includes all necessary
details to delineate the proposed action. If fugderequested, the amounts and sources of all
necessary funds will be specified in the main mmotio

The text of a main motion is ideally available feview in advance, but may not be available
until the session in which it is considered. Puntepies of motions are provided to all Members
and are among the documents distributed at the TNtNXmation tables outside the main hall.
Occasionally a main motion that was previouslyrthsted will be revised, so always be sure
you have the latest version. A main motion mayreraded during deliberation. (See later
section on Subsidiary Motions, which includes adssion of amendments.)

The Moderator introduces an Article by name, aatest “The motion is the one before you
dated ... and on file with the Town Clerk.” The texthe main motion is projected on a screen
at the front of the hall. The Moderator recognittesproposing member, who then states: “I so
move.” No second is required.

Additional information about preparing a main matis available in the section “How to
Prepare a Motion for Town Meeting.”
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Subsidiary Motions

In addition to main motions, Members may make otjees of motions in order to affect the
process of debate. Debate on a subsidiary motibmited to ten minutes, and a person may
speak only once for no longer than three minufdabel subsidiary motion is an amendment,
however, debate may continue for thirty minutesasichanged by vote of Town Meeting.

The following table summarizes the various kindsnotions and the precedence each receives.
The table has been modified for Lexington's prachiomTown Meeting Timby Johnson,
Trustman & Wadsworth, and published by the Masssettsi Moderators Association, as
amended.

Parliamentary Motion Guide

. May May
Rank | Maotions (by type) Debatahl&dmendable Reconside Interrupt
Privileged Motions
1 Dissolve or adjourn sine die No No No Yes
2 Adjourn to a fixed time or recess Yes Yes No Yes
3 Point of no quorum No No No Yes
4 Fix the time to (or at) which to adjourm Yes Yes Yes Yes
5 Questions of privilege No No No Yes
Subsidiary Motions
6 Lay on the table No No No No
7 Move the previous question No No No No
8 Close debate at a specified time Yes Yes Nog Nio
9 Postpone to a time certain Yes Yes Yes No
10 Commit or refer Yes Yes Yes No
11 Amend (or substitute) Yes Yes Yes No
12 Postpone indefinitely Yes Yes Yes No
Incidental M otions
Note i |Point of order No No No Yes
Division of a question Yes Yes No No *
Separate consideration Yes Yes No N@
Fix the method of recording the vote No Yes Yes No
Withdraw or modify a motion No No No No
Waive limitations of § 15, art. V, i.e. No No No No
speak more than twice or longer than
10 minutes
Main Motions
None | Main Motion Yes Yes Yes No
Note ii | Reconsider or rescind Note ii No No No
None | Take from the table No No No No
None | Advance an Article Yes Yes Yes No

Note i: Same rank as the motion out of which they arise.
Note ii: Same rank and debatable to the same extent asotien being reconsidered.
* If the Moderator deems it appropriate, or attbguest of 25 members
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Additional explanation of some of the subsidiarytimes are noted below:

The followingincidental motions are in order at any time and are not subject bate to
waivethe limitations on speaking (more than twice or more than ten minutesyissolve the
meeting, and tohave the vote be recorded (by electronic vote, roll call vote or written ).
The latter motion must be mabeforethe voting begins.

To lay upon thetable means to adjourn debate on the question to suehasra member moves
to take from thetable and debate resumes. These motions are not debatable

To movethe previous question is also not debatable. If the majority is in fawebate ends,
except for the three minutes allowed to the makéinemain motion or amendment.

To close the debate at a specified time sets a limit to the length of debate. To date llais been
used rarely in Lexington.

To postponeto atime certain is to postpone action until a specified time dtilunspecific
article has been acted upon. This is used to peawunde for gathering further information or to
delay action on a question.

To commit, or re-commit, or refer sends the article to a specified Town board, corsions or
committee for further consideration, usually wiihedtions to report to a future session of the
meeting or to a future Town Meeting.

A motion that is susceptible thvision may be divided if the Moderator deems it best®r 2
members present so request. It means that a vioteeceaken on each part separately.

To amend is to change the main motion in some way. The amemt may not exceed the scope
of the article. Amendments must be submitted, iting;, in triplicate, to the Town Clerk. The
Moderator, Town Counsel, and the maker of the mastion should be given as much advance
notice as possible. A Member proposing an amendtoemfinancial motion should, if possible,
notify the Appropriation Committee and (if appraig) the Capital Expenditures Committee
and/or the Community Preservation Committee betoeesession to give these committees time
to consider an opinion on the amendment. Likewisakers of amendments to Zoning motions
should consult with the Planning Board as earlg@ssible. Advance consultation with the
Moderator can be extremely helpful, as he or sinesoggest appropriate wording and the
relevant boards/committees to notify. Copies ofdhmeendments (unless spontaneously
composed during debate) should be made availablleecoRMMA information table.

Debate on anotion to amend shall be thirty minutes unless changed by a vbie@wn

Meeting. No person may speak for more than threrites or more than once. A simple majority
vote carries an amendment, whereupon it becomégiidie main motion and debate resumes
on the main motion as amended. If the amendmdsf thscussion reverts to the main motion.

A substitute motion is an amendment that replaces the entire orignudion. When there are

two or more competing motions dealing with numbarspunts of money, or lengths of time, the
Town Meeting must vote first on the largest numbes,greatest amount, or the longest time.
Only if the largest figure is defeated can the rimgetote on a lesser figure.

To postpone indefinitely means to dismiss the article from consideratiothieycurrent Town
Meeting. It “kills” the article and is often useg the sponsors when they have decided not to
bring the matter before the meeting after all.
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The motions tdable, to take from the table, and tomove the previous question are valid only
if there are no introductory or concluding remankade with the motion.

Moving the previous question is used to end the debate. The previous questaynb® moved

on the main motion alone, an amendment alone, dh@main motion and any pending
amendmentd-or a valid motion, the speaker may say ofilynove the previous question.”
Introductory and/or concluding remarks are out afier and will invalidate the motioi.he
Moderator then says, “Shall the question now b&pAivote in favor will terminate debate, and
the speaker who offered the main motion or the aime&mt on which the previous question was
voted has three minutes to speak that may be usfeded, or relinquished to another member. If
the question is voted on the main motion and amemdnogether, the makers of both the
amendment and the main motion each have three esinoitspeak, after which the question is
voted upon. Alternatively one can move to closeatielat a specified time, a motion which,
unlike moving the previous question, is debatable.

Voting

Thequorum for transaction of Town Meeting business is 100 ners. Following the initial
confirmation of a quorum at the beginning of a Ntegtthe presence of a quorum is assumed,
and all votes are valid unless a member rises tbtkhe quorum before the results of the vote
on a motion have been declared and a count shawgethier than 100 members are present.

All subsidiary motions and most main motions regu@rsimple majority vote for passage.
However, a two-thirds vote is required to authottze Town to take land by eminent domain, to
change the zoning by-law, and to authorize borrgwin

In 2014 the Town acquired an electronic vote reogrdystem and adopted a set of operating
rules for its use. Modifications to these rules rhaysuggested by the Moderator but must be
ratified by two-thirds vote of Town Meeting.

At check-in, each Town Meeting Member is issuedimlpered, labeled hand-held device and
will use that same device for the duration of Tdveeting. However, a Town Meeting member
may report any malfunction by rising to a poinpefsonal privilege, and will be issued a
replacement device if necessary.

Votes may be taken electronically at the discretibthe Moderator or at the request of 20
Members who rise for the purpose. In practice, &#w@iates are used for procedural motions such
as receiving reports, adjournment and taking &didut of order; electronic votes are used for all
other substantive main motions and amendmentstHarease, Town Meeting Members must
vote from their seats, either with their precinctteeir board or committee.

When an electronic vote is called for, a countd@lack is displayed on the projection screen,
and Town Meeting Members must vote during the iai@did voting period by pressing 1 fées

2 for No, or 3 toAbstain One’s vote may be revised by pressing a diffenemtber at any time
before the countdown clock expires. At the enchefutoting period, the projection screen will
display, by precinct and in alphabetical order, bt recorded for each member. Members can
thus verify that their votes registered corrediltyl issue challenges if either their vote appears
incorrect or if it appears that someone voted vehoot present. The recorded votes of each Town
Meeting session will be published on the Town'’s siebwithin 24 hours.

-12-



Town Meeting in Lexington

Members must keep their voting devices with themllagimes during a session and must never
use a voting device other than their own. At thé eheach session of Town Meetimgembers
must return their voting devicés the designated checkers.

While the bylaws still provide for standing votesdaoll-call votes, it is expected that unless
significant problems develop with the electronisteyn, those methods will be functionally
replaced by electronic vote recording.

The following paragraphs describe the voting procedif, for any reason, electronic voting is
not used.

A voicevoteis called first. The Moderator announces, “Thesdyave it,” or “The nays have it,”
and the Town Clerk records the votestAnding vote is called if the Moderator is in doubt, or if

20 members question the Moderator’s interpretaticihe voice vote for a motion requiring a
majority vote or 7 members for a motion requirindeast a two-thirds vote. If a standing vote is
called, tellers are used to count the vote in gaehinct. The tellers are selected by the
Moderator, who usually calls on the precinct cldrkseport the count for their precinct to the
Town Clerk. The Moderator calls for members to Bsd remain standing until counted, first for
“yes” and next for “no” votes. The Moderator annoes the votes as they are reported from each
precinct. The Town Clerk computes the totals ardMloderator announces the result.

A recorded vote may be requested by any member who must speciéghehit is to be taken by

a poll of the meeting (roll-call) or in writing. 50 members agree, a recorded vote is ordered. In
the case of aoll-call vote, the Town Clerk calls the name of each member, aigthaally by
precinct. Members calls out “Yes”, “No”, or “Abstdj and the Clerk records each vote. The
totals are added by the Town Clerk and announcdtiédioderator. In the case ohaitten

vote, a list of the members is circulated in each preiciMembers record their votes in the
appropriate places and affix their signatures leethidir names. The signed list constitutes the
official vote of the meeting. In either case, teearded votes must be posted in the Town Office
Building within 24 hours of the vote and must remposted for two weeks.

Reconsideration

Any member may serveotice of reconsideration (the intention to re-open debate and voting on
an article).The notice of reconsideration must be given wismrminutes of the vote on the
article’s motion, at the same session of the mgefihe member says, “Madam/Mr. Moderator, |
serve notice of reconsideration of Article ...” Thed&rate acknowledges this by announcing,
“Notice of reconsideration is timely and duly ndteahd the Clerk records that fact and the time.

To ensure the budget is balanced when Town Me&idgsolved, it must be possible to
reconsider all financial articles. In 2011, Townafiag amended its by-laws to permit
reconsideration without prior notice, for the pwspamf balancing the budget.

Although the Moderator usually first allows thesarof notice of reconsideration to make the
actual motion if he or she chooses, any memberhetieves that new information might change
the vote may make the motion. It has been a loagdsatg tradition that those who serve notice
of reconsideration give advance notice at leastsession before they plan to bring an article
back for reconsideration.

Debate on a motion to reconsider is limited to 30utes, and while the by-law specifies that no
one may speak more than five minutes at one tinrmeave than once without permission of the
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meeting, as a practical matter, reconsideratiomeis also subject to the moderator’s three-
minute rule. A vote on a motion to reconsider isitgelf subject to reconsideration.

The vote on the following motions may not be reeda®ed: to adjourn, for the previous
guestion, to lay upon the table, to take from #i#d, and to close debate at a specified time. No
guestion may be reconsidered more than once eitapan article may be re-opened witht a
vote. Traditionally, this procedure has been usdy t correct a technical error in the motion.

Adjournment

The Selectmen will customarily make the motiondgarn, though any member may move
adjournment. The motion to adjourn must includedat, time, and location of the next
proposed session, and the motion is debatable si@dcely, the Members will choose to remain
long enough to take up one or two more articleddfgating the motion to adjourn.

Town Meeting Members are all volunteers and mose lmagular jobs. Many of them must
sacrifice evenings with their family to participateTown Meeting, and many have real time
constraints (e.g., due to the need for babysitiehsle they are considering the Town’s business.
Therefore, as a courtesy to Members, a motion jmuad is usually made no later than

10:45 p.m. In respect of this goal, no articlevidrich prolonged debate is anticipated should be
brought up after 10:00 p.m., and no article of aragnitude should be brought up after

10:15 p.m.

Dissolution

When every article on the Warrant has been coresidand disposed of, the Selectmen will make
a motion to dissolve the meeting. Once that mgbasses, the Moderator announces: “I hereby
declare this meeting dissolved.”
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After Town Meeting is Dissolved

Referenda

Private citizens may still have “the last word” e\adter the close of Town Meeting. Certain
actions of Town Meeting do not take effect untiefidays, exclusive of Sundays and holidays,
after final dissolution of the meeting. During tbdre days, a petition for a referendum signed
by not less than three percent of the registeréersanay be filed with the Board of Selectmen.

If a petition contains the necessary valid sigreguthe Selectmen must within 10 days set a date
for a special election which must be held withind2fys. The right of referendum is limited to
challenging araffirmative voteof Town Meeting.

Only certain types of Town Meeting actions are sabjo a referendum:
1. Avote authorizing an expenditure of $20,000 or enas a special appropriation.

2. Avote establishing a new board or office or aliohg an old board or office or merging
two or more boards or offices; a vote fixing themeof office of Town officers where
such term is optional, or changing the number ahimers of a board.

3. Avote to adopt or amend a Town by-law.

A vote of Town Meeting cannot be overturned unkessajority of the people voting in the
referendum vote to do sand this majority must comprise at least 20 peroétite registered
voters of the Town.

Proposition 2% and Overrides

The statute MGL Chap. 59, Sec. 21C, commonly knag/Rroposition 2%, limits the total

annual tax levy to be at or below the Towigigy limit, and establishes the annual increase in the
levy limit to be the sum of the current fiscal yednew growth” plus 2.5% of the previous

year’s levy limit. “New growth” is the assesseduabf property added to the tax rolls and
property which has had an increase in its assesdadtion over the prior year’s valuation, other
than as part of a general revaluation (i.e., nemstraction, renovations and other increases)
multiplied by the prior year tax rate. Note thag thvy limit continues to grow according to the
Proposition 2% formula, independent of the actamllévy set by municipal government. The
difference, if any, between the levy limit and thg levy is known as “excess levy capacity”.

Operating Budget Overrides

The citizens may vote toverride the annual growth limit of 2.5%, allowing a largecrease in
the levy limit. The amount of the override is thedded to the current levy limit to establish a
new levy limit. This becomes the new base on wkieh2.5% increase is calculated for the
following fiscal year.

If Town Meeting votes funds contingent on an owrior the operating budget and a majority
of the Selectmen vote to hold an override votej the override election is held. The question to
be placed on the ballot must state the purposeecbterride and the dollar amount. To pass an
override requires a majority vote of approval. Teevn’s tax levy limit will be permanently
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increased by the override amount if the overridapigroved. Once the levy limit has been raised,
the Town is free to set the tax levy to any amairdr below the new levy limit.

Note that the Selectmen have the sole power, bgjarity vote, to call for an override vote. The
vote may be called before or after Town Meetinghibuld be noted that even though a Town
Meeting may vote funds contingent on an overrititha Selectmen do not vote to hold the
override vote, then the appropriations in the ksicevert to the non-contingency values.

Debt Exclusions

A debt exclusion is an authorization to set the tax levy highenttiee levy limit in order to
cover the cost of a specific project. A super-mgjqfour of five) of the Selectmen must first
vote to place a debt exclusion question on thebfdl an upcoming election, and the question
must then be approved by a majority of the citiz&ysState law, the wording of a debt
exclusion question must state the scope of workeroplated to be financed by borrowing, but
may not specify a dollar amount.

The Town'’s levy limit is not increased by a suct@lsdebt exclusion, but the Town may set a
total tax levy above the levy limit until the spe=il project is fully funded.

The additional funds are typically used to covdstdeervice on financing issued for the specified
project. This is referred to aexcluded debt service” because it is excluded from the standard
Proposition 2% limits.

In concert with a debt exclusion referendum, Toweelthg must also appropriate funds for the
specific project. This appropriation will be corgent on a successful debt exclusion referendum,
unless the necessary referendum has already bpevvagd by the citizens. As with all motions
that involve issuing bonds, the appropriation reggia two-thirds vote of Town Meeting.

In summary, voters in a debt exclusion referendegidt whether to allow a tax levy in excess
of the levy limit for a specific purpose, and ToMeeting approves the actual amount that may
be spent for that purpose. Note that, dependindp@mproject, the debt may be incurred in one or
more stages, and this will impact the amount amehty of the corresponding debt service.

Finances

One of the primary functions of the Town Meetinghe appropriation of money from various
sources for the operation of the Town. The prinfanding sources are property taxes,
borrowing, enterprise funds, the Community Predeuad-und, State aid, stabilization funds,
and other revenues. Funds for the fiscal year eaappropriated only by vote of the Town
Meeting. The fiscal year begins on July 1 followihg Annual Town Meeting and ends June 30
of the following year.

One of the articles on the Warrant of the AnnualifdMeeting is the operating budget of the
Town. This budget includes personnel services figalaf all Town employees, including school
personnel) and expenses (supplies, energy, postgefor all departments of the Town. It also
includes the cost of the Town’s debt service amdlifng for the Town’s pension system.
Components of the operating budget of the Towrlistexd as separate line items. A separate vote
is taken on a line item if a motion is made to adyelelete, or postpone it or if it is divided into

a separate main motion. After each line item has be@entified, the operating budget is voted as
a whole.
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Other financial articles on the Warrant addressit@hpeeds or may involve funds for special
projects involving major or unusual expenditures.

The Budget Process

This section describes the process by which Legimgtannual budget is developed and
prepared for presentation to the Annual Town Megtivhere it may be modified by a vote of
the Town Meeting.

The process of developing the financial requestisilead to the annual budget involves the
simultaneous efforts of a number of elected anaigped Town officials. The timetable and
regulations for development of the annual Town letidge specified in the Selectmen-Town
Manager Act (Chapter 753 of the Acts of 1968, asrathed). All boards, departments,
committees, commissions and officers of the Toweépt the school department) annually
prepare and submit budget requests for the follgvistal year to the Town Manager. A detailed
estimate of capital expenditures for the next figars must also be submitted to the Manager, as
well as to the Capital Expenditures Committee.

At the Town Manager’s request the School Committeist submit a total budget estimate for
the following fiscal year. The Superintendent oh&als, in consultation with staff, prepares a
budget and submits it to the School Committee, wvkhen prepares its proposed school budget.
State law requires that the School Committee hgldkdic hearing on its proposed budget. The
Lexington Public School operating budget then apgpas a single line item to be voted as part
of the annual Town operating budget. Lexingtonseasment for the Minuteman Regional High
School appears as a separate line item.

The Town Manager prepares the annual budget fofah based on these requests. For each
fiscal year, the Town Manager prepares a PreligiBardget and Financing Plan (commonly
known as the “White Book”) covering municipal capiand operating budgets, based on a
judgment of the needs of the Town after consulteswith department heads and committee
chairs—most significantly the School Committee’s-e-qmesents it to the Selectmen for their
review and recommendations. The Selectmen’s budglgleén submitted to Town Meeting as the
Recommended Budget and Financing Plan (commonlwRras the “Brown Book”).

The Town Manager must also include his estimate®School budget and of the expected tax
rate for the following fiscal year.

Meetings are scheduled with the Selectmen anddive Manager for those departments or
organizations making the requests. Recently, thedyiation Committee and, when
appropriate, the Capital Expenditures Committeeetimen included in these meetings.
Typically, the requesting departments and orgaitizatalso meet separately with the appropriate
financial committees.

A series of Budget Collaboration or “Summit” megsrconsisting of the Selectmen, School
Committee, Appropriations Committee, and Capitgbé&nditures Committee also precedes the
submitting of the budget to Town Meeting.

The Appropriation Committee has the responsibibtynake recommendations to the Town
Meeting on all funding questions. Members of th@Agpriation Committee attend meetings of
various Town bodies likely to have articles onWiarrant requesting money, in order to keep the
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full Appropriation Committee informed and prepatedinalyze and evaluate the requests to be
made at Town Meeting. The Appropriation Committablizhes its recommendations to the
Town, providing the Selectmen’s budget figures miethtifying those items on which it
disagrees with the recommendations of the SelectAsadditional information becomes
available the report may be frequently updatedsaqglemented before and during the Annual
Town Meeting.

The Capital Expenditures Committee has the respuitgito review capital requests that are
submitted to it in order to make a five-year prtigt of capital expenses for the Town. Capital
expenses are those that do not recur annually &oderbenefits accrue to the Town over an
extended period of time. Examples include sewersaregt construction, building construction,
public works equipment, and land acquisition. Tloentittee studies and evaluates all requested
capital items. In addition, the Town Manager arelBoard of Selectmen are required to submit
a copy of the capital budget, together with theaammendations, to the Committee. The
Committee then makes its own recommendations aheuwturrent capital items on the Warrant.
These recommendations and estimates of anticipati@e capital projects are included in the
Annual Report of the Capital Expenditures Committee

The Board of Selectmen makes the final decisiomuthe form and presentation of department
requests to the Town Meeting. The Board presemrtbtidget articles at the Annual Town
Meeting, except for the two school budgets. Thegon School budget is presented by the
School Committee, and Lexington’s share of the M@man Regional High School budget is
presented by Lexington’s representative to the Miman School Committee. In its capacity as
the Town’s Board of Public Works, the Selectmero gisesent the articles proposed for the
Department of Public Works.

After any article on the Warrant involving an appniation of funds has been presented to the
Town Meeting, the Appropriation Committee and/ax @apital Expenditures Committee are
required to report their recommendations to therTtMeeting before a vote is taken. Any
member of the Town Meeting may discuss or deba&atticle prior to the vote.

The Lexington School budget includes some itemskwhre mandated by the State, and yet are
only partially funded or even completely unfundgdliie State. Assessments for those specified
State services and mandates must be funded bytie Which results in new or additional local
services or cost obligations over which the Towretey has little or no control.

Revenues

Over 80% of Town revenue is raised through resideahd commercial property taxes.

Some local receipts come from fines, investmentnme, license fees, and excise taxes. Revenue
from the School Department’s fees for student &ttdeand bus transportation is also included in
this category.

Enterprise funds have been created for water, wasée, and recreation. These accounts are
supported by user fees for a given service andotidepend on taxes for operating revenue.

The State is another source of revenue for the T@gnificant State aid partially supports roads
(Chapter 90), the school system (Chapter 70), alatigvarious smaller grants. In most cases
these funds do not completely offset the costbedeé programs. The State also makes payments
in lieu of taxes for some tax-exempt property.
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The federal government also contributes in a miveyy to the Town’s revenue through grants for
specific purposes.

Borrowing

The Town engages in both short-term and long-tesmolving. Long-term loans (greater than
one year) are usually secured with a bond to fieanajor Town projects such as the
construction of buildings or sewers or the acquisiof real estate. An article for which
borrowing is proposed must be passed by at leasthirds of the Town Meeting. Borrowing for
major expenditures allows the cost of the projedid spread over several years.

Short-term loans are those that must be repaidmatiie year and are typically bond
anticipation notes (BANs). Such loans are sometinses! to finance expenditures that will later
be incorporated into a major long-term bond issue.

Reserve Fund

TheReserve Fund is appropriated by Town Meeting each year in anwamnot to exceed 5%

of the tax levy of the preceding year. Money in Reserve Fund may be transferred by the
Appropriation Committee to pay for “extraordinanyunforeseen expenditures” that arise during
the year. Any amount left over at the end of therymcomes part of available funds, which may
later be certified as “free cash”.

TheOverlay account is a sum of money that is added by thes&sse to the total amount
appropriated by Town Meeting before the tax ratgeisin order to provide the Town a cushion
against possible tax abatements. (Tax abatementga@nted where exempt real estate or
personal property has been assessed or wheredagabkstate or personal property has been
overvalued or disproportionately valued. The aggssmay abate real estate and personal
property taxes on broad grounds, including inabttit pay, with the approval of the State
Commissioner of Revenue.) Any amount left in thee@ay account after the tax accounts of the
fiscal year are settled is transferred to@herlay SurplusAccount. The overlay surplus may

be appropriated by Town Meeting for specific pugsos

Under Massachusetts law, an amount known as “felk’dor, in Lexington, th&nreserved
Fund Balance) is certified as of the beginning of each fiscahyby the State Bureau of
Accounts. Together with certain subsequent taxipeseree cash is used as the basis for
appropriations by Town Meeting from available fundiich are not required to be included in
the annual tax levy. Subject to certain adjustméngs cash is surplus revenue less uncollected
and overdue property taxes from prior years.

In emergency situations the Board of Selectmen make expenditures from available funds,
but these are limited to matters of public heaittl safety and are subject to the approval of the
Commonwealth.

Tax Rate

Each year the Assessors make a new estimate tftdle@ssessed value of all taxable property in
Town for the following fiscal year. They then cdltie a uniform single tax rate based upon the
appropriations voted by the Town Meeting, Statessments, and overlay. From this gross
amount are deducted the estimated receipts frosoatces.
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The Selectmen then set both the residential andraymal real-estate tax rates for the year at a
Tax Classification Hearing where they decide howcimaf the tax burden, if any, will be shifted
onto the commercial and industrial class of prgpert

The annual increase in real-estate taxes is linfiyeldw, which in turn limits the increase in the
Town'’s expenditures unless an override is voted nkare information, see the section titled
“Proposition 2% and Overrides”.

Fiscal Administration

TheTown Comptroller, appointed by the Board of Selectmen for a thres-term, is
responsible for maintaining the official accountmegords for the entire Town including the
school department. All payments for bills as welklae payrolls are prepared by the
Comptroller’s office.

TheTreasurer/Collector (formerly called th&Revenue Officer), appointed by the Town
Manager, manages the Town’s bank accounts. TheUdie@Collector collects and deposits
receipts and pays the bills and salaries which baes processed by the Comptroller. The
Treasurer/Collector decides where Town funds apesited and may invest excess revenues
pending their use for operating expenses. Withapigoval of the Selectmen, the
Treasurer/Collector may incur short-term loansnticgation of tax receipts, although
Lexington has not borrowed in anticipation of resllate taxes in many years. The Revenue
Officer also acts for the Selectmen in the saleexfington’s borrowing instruments.

TheBoard of Assessors is composed of three members appointed by the Tdamager for
three-year terms. With the aid of a computerizedlazse the Assessors assess the value of each
parcel of property in Town and report the totalneahs of January 1 each year. This basic
information is used in computing the tax rate. Board of Assessors is responsible to the State
Department of Revenue.

How to...

How to Run for Election

Any registered voter may run for election to Towed#ing. A new candidate must obtain
nomination papers from the Town Clerk’s office, ahis in the Town Office Building, 1625
Massachusetts Avenue, on the first floor just ogpdbe main entrance. These papers must be
signed by ten registered voters who live in thedadeatte’s precinct. Precinct voters may sign
papers for as many candidates as they wish. Papestshave valid signatures, that is, the
signatures must correspond exactly to the nameiseowoting list with the correct address. To
compensate for possible errors, it is recommenklaane obtain at least fifteen signatures.
These nomination papers must be submitted to tlaedBaf Registrars at the Town Clerk’s office
at least 49 days before the election.

An incumbent Town Meeting Member may become a @atdifor re-election by giving written
notice thereof to the Town Clerk at least 56 dagfete Election Day. The Town Clerk issues a
courtesy inquiry for Town Meeting Members to congland return, indicating their intent to
run for reelection. Incumbents do not have torfibenination papers if notification of their intent
to run for office is submitted to the Town Clerk thye designated deadline.
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How to Run a Campaign

Town Meeting candidates often create campaigndlpeomoting themselves. Campaign
literature should be signed with the name and agdoéa citizen, usually the candidate.
Campaign literature may be distributed in publiagels. Door-to-door distribution of handbills or
flyers is customary. Material without postage affixshould not be placed in home mail boxes;
doing so may result in substantial charges by ti& Bostal Service. Posted signs on public
property are illegal in Lexington. Political sigas private property are subject to the Town'’s
sign bylaw.

Several weeks in advance of Election Day, the loealspapers, thieexington Minutemaand

The Colonial Timesprint information about the Town-wide candidafBise Minuteman also
publishes an election guide with each candidaespanse to questions asked by the League of
Women \oters.

The League of Women Voters usually sponsors a @atel’ Night one or two weeks before the
election, at which Town Meeting candidates may gmetheir views to the attending citizens
from their precinct. Other organizations, such @gimborhood associations, sometimes hold
similar meetings. Other groups may also solicitten statements from candidates on their
positions on issues.

In addition to distributing flyers, candidates ofteold campaign signs outside the polls.
Campaigning within 150 feet of the entrance to imgpplace on Election Day is illegal. Hand-
held or car-top signs outside the 150-foot limé& eommon on Election Day.

How to Prepare an Article for the Warrant

An article may be placed in the Warrant by petitibar an annual Town Meeting ten registered
voters must sign the petition. For a special Toweelhg 100 registered voters must sign the
petition. To compensate for possible errors, ieommended that more than the minimum
number of signatures be obtained. The wording adréinle for the Warrant should be carefully
written to meet legal requirements while fulfillitige intent of the petition. Advice may be
obtained from Town Meeting Members and Town Counsel

The article petition must be received at the Salects Office before the closing date for the
Warrant, usually in late December, as set by thecBwen. It is helpful to have Town Counsel
review language for any citizen-petitioned warraricle to ensure that the language
accomplishes the article intent. The deadline@eafSpecial Town Meeting is at least one
month before the first session of the meeting.

If the article requires the expenditure of monemeeting should be scheduled with the
Selectmen and the Appropriation Committee (andcéaital item, with the Capital Expenditures
committee) before mid-January. If the article regsiia public hearing, the appropriate board
should be contacted far enough in advance to dowhe hearing and the required public notice
for the hearing.

How to Prepare a Motion for Town Meeting

The draft of an article sponsor’s motion shouldsbbmitted to the Moderator and Town Counsel
well in advance of the first session of Town Megtso that it can be reviewed for wording,
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legality, and scope. The final version of the motwall be printed by the Selectmen’s Office for
distribution to Town Meeting Members.

How to Become Informed

Preparation is an asset to effective participati@mmsiderable information can be obtained by
reviewing available publications of the Town, bieatling some meetings, and through
discussions with Town Meeting Members. Informatmay also be found on the TMMA website
athttp://www.lexingtontmma.org/.

Most relevant published information about the Tagvavailable in the reference section of the
Cary Memorial Library and on the Town’s web pageta&b: //ww.lexingtonma.gov/.

Some information can be examined or is for satee@ffown Office Building.

The Annual Report of the Town contains information about the Tows bioards and
committees, and how it is operating. It provides itissions of the boards and committees and
tells what each has been doing during the past fedso lists members, and often includes
photographs.

The Annual Report also summarizes the action ofnifdMeeting on the previous year’s Warrant
and provides information about Town income and exfares.

Meetings of all Town boards and committees are apehe public. Notice of meetings of Town
committees, such as the School Committee, Boa8kl&dctmen, Planning Board, Financial
Committees, and Conservation Commission are pastéw Town Office Building opposite the
Town Clerk’s office and are published in thexington Minutemanewspaper and on the Town’s
website. Reports of the Appropriation Committeepi@d Expenditures Committee, and
Planning Board, as well as the Annual Report ofTihven are available at Cary Library.

The Code of Lexington includes the Town’s Genergl&®vs, which describe the structure of
Town government and many basic laws and includeules under which Town Meeting is
conducted; the Zoning By-laws, and Regulations. dau access the Code of Lexington via the
Town websitehttp: //www.lexingtonma.gov/ then choosing “Code of Lexington” from the
“Online Services” sub-heading. The Selectmen’s Policy and Procedures Mamgiavailable
from the office of the Selectmen or the Town Manayel also from the Selectmen page of the
Town websitehttp: //www. Texingtonma.gov/selectmen.cfm.

The Selectmen-Town Manager Act (Chapter 753 oRitte of 1968, amended) describes the
governmental structure unique to Lexington.

Chapter 215, Acts of 1929, established and delieasgton’s representative Town Meeting and
referendum process.

Public hearings required by law on Warrant artielessheld preceding Town Meeting. Notices
for these hearings and are posted in the Town ©Bigilding and are published in thexington
Minutemannewspaper. During February and March, the PlanBoeyd holds public hearings
on all pertinent Warrant articles involving thatalod.

The Town Meeting Members Association (TMMA) usudilylds public Warrant Information
meetings between the election and the first dediinex session of Town Meeting. At these
sessions, sponsors of the articles often providé@iadal information. A calendar of relevant
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events is distributed to all Town Meeting Memberdlwn advance and is published in the local
newspaper and the Warrant.

The TMMA also prepares a Warrant Information Reporthe Warrant articles prior to Town
Meeting. The TMMA usually sponsors a bus tour, geltyeon the Sunday before the first
deliberative session, to visit sites and obtaintaddhl information relevant to articles on the
Warrant. The Tour also provides an opportunity eetrinformally with other members of Town
Meeting.

The TMMA maintains an email list for the discussaiWarrant articles and other issues
affecting the Town. All Town Meeting Members, memdbef Town Committees and Town staff

may join the list and post to it. The general peibliay read all of the posts on
http://groups.google.com/d/forum/Textmma

How to Resign from Town Meeting

A Town Meeting member resigns by filing a writtestice of resignation with the Town Clerk.
Resignation is effective as of the date of filiAdormal letter of resignation is required so that
the vacancy can be filled in accordance with Leton Representative Town Meeting Act —
Chapter 215, Acts of 1929, identifying when unsgstd candidates for election qualify and
when a vote of the precinct members is requiredicBily, vacancies are filled from the list of
unsuccessful candidates at the most recent eleaticlescending order of votes received. If
there is no “candidate in waiting”, or if thereaisie, the vacancy is filled by nomination and vote
of the Town Meeting Members of the precinct.
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Town Meeting Members Association

All Town Meeting Members are ex officio memberdled Town Meeting Members Association
(TMMA). The goal of this organization is to estalithe factual basis necessary for intelligent
decisions and to assist in other constructive vimyise government of Lexington. Not an official
Town body, it is a private volunteer group opergtimder its own by-laws and supported
primarily by annual dues. The members from eachipceannually select three precinct
officers, Chair, Vice-Chair, and Clerk. These 2@me, together with the six Town-wide TMMA
officers, compose the executive committee of tl®aation. The six Town-wide officers of the
TMMA (Chair, Vice-Chair, Secretary, Treasurer, Wetster, and Communications Officer) are
elected at the annual meeting of the TMMA, whichssally held just before one of the Warrant
Information Meetings.

Activities of the TMMA include preparation of theaWant Information Report and the
sponsorship of several Warrant Information Meetitings are open to the public as well as to the
TMMA membership. Just before each Town Meeting,diganization sponsors a bus tour for its
members of sites particularly affected by the Wareaticles. TMMA sponsors its own website
athttp://www.lexingtontmma.org/. The TMMA also supports an e-mail list that prodde
information and a forum for extended discussiomafn Government issues year round.

The TMMA email list is available on a website (sdm®ve) that is readable by anyone. However,
only Town Meeting Members and members of variousrogtees can post to it. The TMMA has
established a mail-forwarding system that allovesdents to communicate by email with their
Town Meeting members, but does not expose the Mestdeual email addresses. The TMMA
websitehttp: //ww.lexingtontmma.org/ lists “email names” for Town Meeting Members.
Appending @lexingtontmma.org” to an email name produces an email address éomtamber,

for exampleedith.sandy@lexingtontmma.org

The TMMA Executive Committee usually meets on teeond Wednesday of each month in the
Town Office Building or Cary Memorial Building, &30 p.m. There are no meetings in months
when Town Meeting is in session and during the fm®of July and August. The Executive
Committee plans and schedules the TMMA activitiesgrs reports from subcommittees, hears
updates on budget and other Town matters from Tafficials and others with relevant
expertise, and discusses recommendations for irepremts in the operation of local
government. It also controls the disbursement oMAfunds for the TMMA activities, such as
the information booklet and bus tour. All Town MiegtMembers are invited to attend and
participate in these meetings on a non-voting basis Executive Committee Members receive
copies of the minutes of these monthly meetings.
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Ethics

Elected Town Meeting Members are not covered byMhassachusetts Conflict of Interest Laws
in G. L. Chapter 268A, which covers all other muypét employees and elected officials. The
exclusion of elected Town Meeting Members is beeadgheir special status as elected “voters”
rather than elected officials. They have been ettt exercise the right to vote on Town
matters. Town Meeting adopted the following nonelmig conflict of interest resolution under
Article 81, April 2, 1976:

Resolved that the Town Meeting Member abstain fvoting in any particular matter in which
to his knowledge, he, his immediate family or parf@ business organization in which he is
serving as officer, director, trustee, partnermap®yee, or any person or organizations with
whom he is negotiating or has any arrangement ecoimgeprospective employment has any
economic interest in the particular matter undersaderation.

This resolution constitutes a moral obligation loa part of all Town Meeting Members. It is
neither a regulation nor a part of the Town’s GahBly-laws. It does not have the force of law
and is thus not enforceable. In practice, some Telwating Members notify the Town Clerk in
writing of their intentions to abstain from voting certain articles because of possible conflict
of interest, and the Moderator so reports to theting at the time the votes are taken on such
articles. Other members rise and state their iltestat the time of debate. The resolution had
been preceded by a set of recommendations madedxy lrocTMMA committee, which
suggested the following Code of Ethics, which waspted by the Association on June 9, 1971.

Code of Ethics

1. Any person who is employed in any capacity (egoraey, architect, broker, etc.) by
another interested in the article under discusshauld disclose his or her employment
and relationship before speaking.

2. Any person who has a financial interest in theclrtunder discussion should disclose his
financial interest before speaking thereon.

3. Any person who is the spouse, parent, child, bratheister of a person who has a
financial interest in the article under discusssbiould disclose such relationship before
speaking thereon.

4. Any Town Meeting Member who is referred to in thmae paragraphs 1, 2, or 3 should
consider a voluntary abstention from voting ondhigcle in question. Notification of
such abstention should, if possible, be given éoMloderator in writing before the
session in which the article is considered, bilgast before debate on the article.
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