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HINTS CN THE CCNDUCT LF MEETINGS
OF A RBCARD OF TRUSTEES
CF A4 MCSQUITC ARATENVENT DISTRICT

by

Harold Farnsworth Gray, Gr.P.H.,
Enmineer
Alameda County Mosagnite Abatement District

The operatinns nof a mosquito abntement district
in California are governel by a Board of Trustees, consisting
of five or nore Trustees., The Trustees in turn are controlled
in thelr operations by the nowers and duties imvosed by
Sections 2200 to 2398 of the Health and Safety Code, and
varions other laws relating tc administrative boards in
general,

The Trustees scrve without pav, thoush their
expenses may be defrayed from Digtrict funds. Usually the
Trustees are men with substantial business~s or ovrofessions
cof thelr own, and it woulid be unreasonale to expect them to
give large amounts of time and attentinn to the detaills of
the work of the District, In particular, the work of the
meetings of the Board should be so organized as to require a
minimu amount of time on treir part, but at the same time
insurine that all necessary actions are taken in a legal
manner, and prooerly recorded in their minutes,

In a nuwber of Districts in tne past it has
been apparent that many actions have been taken without
following safe lepal corocedures, and swuch actions cnuld be
questinned in court by a sult enterel by any taxovayer, with
resultant embarrassment to the Trustees, Thils 1s particu-~
larly true with recard to the procedure in paying monev for
services and supolies furnished to the District.

Sectinn 2312 vreauires that money shall be paild
out of the District fund (held by the County Treasurer) only
upon the warrant of the Board of Trustees, The warrant must
be signed by the President of the Board and countersigned by
the Secrotary. Furthermore, tecause of other laws governing
the payment of money out of the county treasury, each warrant
must be silgned by the County Auditor before it can be honored
by thne County Treasurer, It is obvinus that the Board of
Trustees can onlv authorize the vayment of money as a result
of action duly taken at a regular or speclal mecting of the
Board.

The Board is required to vrovide for the time
and place of holding its regular meetings, This presuovoses
that there will be regular, stated meetings, which of necessity
must be held at least monthly, and if emplnyees are to be
paid on a bi-weekly or semi-menthly basis, then at least two
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regular meetings per month will be required., These meetings
must be open to the public. In nrder te conduct a meeting,
a majority of the Trustees must be present,

The first thing necessary to ve done for the
convenlence of the Trustees, and to insure as far as possible
the presence of a quorum, 1s to arrange for regular notifilca-
tion of each Trustec sufficiently in advance of the time and
place of the next meeting of the Board. This should be done
by the Secretary of the Board of Trustees, thouch freqguently
he may delegate to the Suverintendent the duty of sending out
written notices by mail, signed by the Sucerintendent in the
name of the Secretary. These notices should be mailed three
or four days before the meeting date, In additinn, 1t 1is
advisable for the Suverintendient to call each Trustee on the
telephone a few hours before the meeting to ascertain 1if he
will be able to attend. If 1t 1s obvious that a quorum cannot
be attained, each Truetes should be notified by telephone, so
as to avold an unnecegssarv trip. An adjourned meeting should
be arranged for at a later date when a quorum can attend.

Prior to the actual time of meeting, the
Sunerintendent can schedule the work of the meeting, and have
all necessary documents in order, so that the meoting can
proceed with despatch and accomplish all the work reguired.

In the first place, all warrante should be
properly prepared with thelr supporting ourchase orders, in-
voices or payroll attached, so that as sron as they have
been examined and approvedl by vote of the Board, the warrants
can be sgigned by the President and Secretary. But in addition,
there should be furnished a 1ist of the warrants, gliving the
number, the nayee, the purpnse for which nald, the amount of
eacrt warrant, and the total of all the warrants, It 1s further
desirable to show on the liet of warrants the cash balance
on hand after paying ocut the t-tal of the warrants, It 1is
desirable that each Trustee be civen a copy of the list of
warrants, together with the sheet listing the husiness of the
meeting, The latter is usually called an "agenda",

The acenda is simply a schedule of the wnrk of
the meeting »f the Board., A normal agenda for a Brard mecting
would have the following items:

1. Roll call
Trustees present
Tructees absent

2. Reading of Minutes ~f the last previnus meeting,
and arnroval or aneniment of these minuvtegs,

3. Aporoval of vaviient of the warrants due and
pavable at the neeting.
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L, Brief report by Suwmerintendent on any important
matters: don't bother the Boardi with minor de-
talls, Secure authorization in advance of any
large or unusual expeniitures,

Discussion of and action on any sveclal nmatters
of business, e¢ach of which should be described
briefly on the agenda,

\J1
[ ]

6. Adjournnent

If a list of warrants has beon prepvared, it
will be unnecescary to tyne the 1list into the Iklinutes; 1nsetead,
the 1ist can he desirnated with an exhibit letter, such as "AW,
g, "CH, ete., and attached to the liinutes, Any recolutinns
prascaed by the Board can aleo be desicsnated as exhibits and
attached.

If an agenda has been oronerly prepared, it can
be used by the addition of notes, entered thereon in writing,
as the basls for preoarings the Minutes of the meeting., The
time of ovening and closing the meetine should be shown; for
each motion or resclution there should te noted the Trustee
who moved and who s:sconded, and the vote thereon,

As soon as pessible after the Board mneeting,
usually the next day, the Seciretary should dictate the Minutes
of the meetling, and they checul? be tvpewritten, f~1lowing a
general pattern., There ghould he statedl first the date and
place of meeting, and the time when called to order; secnndly,
the Trustees precent and abeent, and third; the reaiing and
approval or amenrdment of the iinutes of the previocus meeting.
Thercafter there should fellow scriatum the varions actions
taken hy the Board, includins matters dlscussad without action,
or matters dlscuessed and postononed as to action, Finally,
the time of adjournment should be stated.

The Minutes, whan typed and the exhibits
attached, should be signed by tlie Secretary. When approved
at a cubsequent meeting of the 3oard of Trustees, the CSecretary
should endorse thereon the date and fact of asoroval, cr
approval as amended. Corrections nr amendments should be
Initialled by the Sceretary,

In some Districts the writins of the Winutes
1s delegate by the Becretary to the Sug~rintenient, subject
to review by the Secrevary before precsentaticn to the Board,
In one dlstrict the Jinutes whan preoare’d are Aunlicated
(except for exhibits) ani aailed tn cach Trustae, within a
few days after each meeting,

The Minutes, with all exhibits, should be kept
In the District office as permanent records, and shou'!d be
bound in some satisfactorv monner,
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Fach meeting of the Board of Trustees igs con-
ducted by the Frecident, or the Vice-Preosident in his absence.
However, the Suc2rintendent can dn much to make the work of
the Beard at 1ts meetings simpler, more effective and ex-
peditiouns, and busy Trustees will avpreciate his eftfertas in
this direction, Part of the Superintendent's job is tn think
ahcad and prepare in advonce for various actions which must
be taken by the Board, or by other agencles. For examole,
each November he should prevare letters addressed to the Board
of Cuvsrvisnrs or to the City Councils of the citics in his
district, notifying them of the explratinn of the terms of
office of Trustees on January &nd following, and requesting
the appointment of a Trustee for the ensuing two year term.

At the November meeting the Board should direct the Secretary
to send these letters,

At the proper time, also, the Sur~rintendent
should prepare the preliminary budget for the ensulng fiscal
year, wilth supportins data, anl preferably shonld send indivi-
dual copies to each Trustee about 2 werks in odvance of the
date for considering and adopting the budget,

When any svecial problems of major iupcrtance
are to come up for consideration by the Trustees, the Suverin-
tendent should vrevare and send to the Trustecs, in advance
of the meeting, a sneclal report or memeransia glving all
gssential information theraon.

If an annexation 1s to be accomolighed, the
Superintendent shou!d scoo not anly that all necessory forms
are prepared with the advice nf the Dietrict Attormer's office,
but he should ovrenare a schedule for all the actious to be
taken, includins publication, and aleo an arenda for the
hearing on thne annexation petition,

The suggestinons made hereln will make 1t possible
to conduct Board mectings in an ord-orly and efficiant method,
and the saving in time and encrcoy of the Trustees will be
appreciated by them,

Mr. Gray: The paper on DDT will be vrerented by an Assistant,
Mr. lcGowan.

TWC YEARS!' EXFERIRNCE
WITH DDT IN THE
ALAMEDA CCQUNTY KOSQUITC ABATEMENT DISTRICT

by
Thomas F. McGowan, Assistant to the Enzineer
and
Harold Farnsworth Gray, Encineer

In December 1943 the Alameda County Mosoulto
Abatement District verformed a limitel amount of experiuental
spraying with DDT and cooperat-d in laboratory experiments at



