
Southwest Washington Regional Transportation Council 

Board of Directors 

 

Meeting Rules of Procedure 
 
Through the execution of an lnterlocal Agreement, units of state and local governments 
and other interested parties established the Southwest Washington Regional 
Transportation Council (SWRTC) to perform the functions of a Metropolitan Planning 
Organization (MPO) and a Regional Transportation Planning Organization (RTPO). 

 
These Rules of Procedure are adopted pursuant to the Bylaws and are intended to 
govern the meetings and business of the Council's governing body, known as the 
"Board."  

 
The Board’s primary role and purpose at each meeting is to carry out the duties of the 
corporation as defined in the Interlocal Agreement.  Meetings of the Council shall focus 
on executing the business of the corporation and to advance the Unified Planning Work 
Program.  Recurring oversight for administrative matters of the corporation has been 
delegated to a standing committee.  

 
1. GENERAL RULES 

 
1.1 Meeting Are Public: All meetings of the Board shall be governed by the 

applicable laws and administrative orders regulating the Washington Open 
Public Meetings Act (Chapter 42.30 RCW).  Exceptions are granted to carry 
out executive sessions as defined in Chapter 42.30 RCW. 
 

1.2 Quorum: At least a majority of the voting Directors of the Corporation shall be 
present at a meeting to constitute a quorum for the transaction of business at 
all meetings.  Quorum requirements may be adjusted in the future if there is a 
change in the number of voting members. 
  

1.3 Attendance of Staff: The Executive Director shall attend all meetings of the 
Board unless excused by the Chair. RTC staff shall attend Board meetings at 
the request of the Chair or Executive Director. 

 
1.4 Journal of Proceedings: A journal of all proceedings (minutes) of the Board 

shall be kept by the Clerk of the Board. The approved minutes shall constitute 
the official record of the Board. 

 
1.5 Recording of Meetings:   For the convenience of the public, RTC may make audio 

recordings of the regular meetings of the Board.  Live telecast and recordings 
of the meetings which include video may also be made by third party vendor, 
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and may be used to represent the official recording of the meeting (when 
available).  Recordings of other meetings or workshops are made as directed 
by the Board or as needed to facilitate the completion of meeting minutes or 
summaries.  RTC does not guarantee or warrant that recordings of the meeting 
in any fashion will be available, due to technical limitations which be outside of 
the control of RTC. 

 
2. MEETING FORMAT 

 
2.1 Regular Board Meetings:  

 
2.1.1 Date and Time:  The Board shall meet regularly on the meeting dates 

and times as adopted by Resolution at the Annual meeting.   The typical 
regular meeting date is on the first Tuesday of each month beginning at 
4:00 p.m. and ending at 6:00 p.m. 
 
• The Board and/or Chair may amend the regular meeting date at the 

discretion (date, time, location, cancellation).   Such amendment 
shall be published in accordance with the agency’s routine public 
meeting notification procedures.  

 
2.1.2 Location:  The location of the meetings shall be at the location duly 

advertised on the official meeting Agenda.   
 

2.2 Continued and Adjourned Sessions: Any meeting of the Board may be 
continued or adjourned from day to day, or for more than one day, but no 
adjournment shall be for a longer period than until the next regular meeting. 

 

2.3 Executive Sessions: The Board may hold an executive session during a 

regular or special meeting. Executive sessions refer to a portion of a regular 
ꞏor special meeting of a governing body closed to the public for the purposes 
established by RCW 42.30.110. Before convening in executive session, the 
Chair shall publicly announce the purpose for excluding the public from the 
meeting and the time when the executive session will be concluded. The 
announced time limit for executive sessions may be extended by 
announcement from the Chair. No final action by the Board shall occur during 
an Executive Session.   
 

2.3.1  Confidentiality.  All participants to an executive session must keep 
confidential all oral and written information provided or communicated 
therein. Confidentiality also extends to and includes information 
provided to Directors outside of executive sessions when the information 
is considered exempt from disclosure under the Public Records Act or 
the Code of Ethics for Municipal Officers. 
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2.4 Hybrid Access:  Regular meetings shall proceed in a hybrid meeting format 

(telephone, internet, or other communications media).  In such circumstances, 
RTC staff shall establish a remote meeting format which provides for full 
participation by each member or alternate and public access.  Members of the 
public shall be entitled to access RTC Board meetings through telephone, 
internet or any other technology that enables the public to follow the 
proceedings of the RTC Board in real time.  

 
• A Director or alternate may individually participate in a meeting by 

remote format so long as all members may simultaneously hear 
each other and participate interactively during the meeting. 
Participation by such means shall constitute the equivalent of 
presence in person at a meeting for purposes of establishing a 
quorum, voting, and for all other purposes. Provided, that individual 
remote meeting participation shall coordinated with RTC staff, and 
in the event remote meeting logistics cannot be established, RTC 
staff shall notify Directors or alternate.   

 
3. CHAIR DUTIES 

 
3.1 Chair: The Chair presides at all meetings of the Board. In the absence of the 

Chair, the Vice Chair shall preside. In the absence of the Chair and Vice Chair, 
a majority of the remaining Board may, by a majority vote of those present, 
appoint a presiding officer for one meeting. 

 
3.2 Call to Order: The meetings of the Board shall be called to order by the Chair. 

In the absence of both the Chair and Vice Chair, the meeting shall be called to 
order by the Clerk of the Board for the appointment of a presiding officer. 

 
3.3 Procedures and Points of Order: The Chair with the assistance of the 

RTC General Counsel shall determine all parliamentary procedures and 
points of order, subject to the right of any Director to appeal to the Board. 

 
3.4 Questions to Be Stated: Prior to a vote, the Chair shall state the motion, 

call the question, and announce the result. 
 

3.5 Presiding Officers' Powers: The Chair may move, second, debate and 
vote subject only to such limitations of debate as are by these rules imposed 
on all members and shall not be deprived of any of the rights and privileges 
of a Director by reason of acting as the Chair.   Additional powers to manage 
public comments and matters of the Agenda order are further described 
herein. 
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3.6 Adjournment.  There being no further business, the Chair adjourns the 

meeting. 
 
3.7 Parliamentary Authority: Robert's Rules of Order (Newly Revised), shall 

govern the parliamentary authority at all Board meeting proceedings, unless 
otherwise superseded by governing law. 

 
4. VOTING AND MOTIONS 

 

4.1 General: Votes during Board meetings shall be taken by voice.  At the request 
of the Chair or any voting Director a roll call vote shall be recorded by 

the Clerk of the Board.   

 

4.1.1 Actions:  A simple majority (more than half of those present when a 
Quorum is present) is required to approve an action unless the rules of 
parliamentary procedure or the Bylaws require greater than a majority 
vote. A tie vote results in no action. 

 

4.1.2 Quorum:  If a quorum is not present, or is lost after convening the 
meeting, Actions must be postponed until a quorum is present, for a 
period no longer than until the next regular meeting.  Other non-action 
matters before the Board may proceed in order at the Chair’s discretion. 

 
4.2 Motions: No motion shall be considered or debated until duly seconded. 

Thereafter, the motion shall be recorded and, if desired by any Director, it shall 
be read by the Clerk of the Board before it is discussed. 

 
4.3 Motion to Amend: A motion to amend a pending motion must be accepted 

by the Maker, and shall then proceed unless there is an objection from a 
voting Director. Upon objection, the motion to amend shall be treated as a 
separate question to include a second and vote of the Board. 
 

4.4 Motions to Reconsider: A motion to reconsider must be made by a Director 
who voted with the majority on the principal question and must be made at 
the same or succeeding regular meeting. 
 

4.5 Conflict of Interest: Any Director who is disqualified from voting on a matter for 
any purpose, including but not limited to a conflict of interest, shall not participate 
in the discussion or debate of a Motion. Prior to the discussion or debate, the 
Director shall identify the reason for their disqualification or conflict. 
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4.6 Limitations on Voting:  
 

4.6.1 Ex-officio Directors to the Board may participate fully in the discussion of 
each Agenda item, but are restricted from casting a final vote on any 
motion or any related procedural action.  
   

4.6.2 For matters pertaining solely to the carrying out of agency duties of 
functions of the WA Growth Management Act (Chapters 36.70 and 47.80 
RCW), the Action must obtain a simple majority affirmative vote of the 
Washington agency Directors before a matter may be adopted.  

 
5. PUBLIC PARTICIPATION 

 
5.1 General: The public is welcome at all Board meetings and is encouraged to 

attend and participate. Recognition of a public speaker by the Chair is a 
prerequisite for an orderly and effective meeting. It is expected that all speakers 
will deliver their comments in a courteous and efficient manner and will speak 
only to the subject under consideration. 

 
5.2 Procedures: Under agenda item "Public Comment" persons may address 

Agenda items they wish to discuss with the Board.    
 

5.2.1 Advance registration:  To accommodate those persons desiring to make 
public comment at the meeting, Advance registration is required for both 
in-person and remote comment.   Persons should comply with those 
registration requirements as published on the Board Agenda and 
posted on RTC’s website. 
 

5.2.2 Time Allowances:  The Chair shall allow a public comment period of no 
longer than 30 minutes in total, in order to carry out the business of the 
Board. Individual public comments shall be subject to a three (3) minute 
maximum per speaker, unless amended.    Comments shall only be 
made from the podium microphone or via online testimony. If a speaker 
exceeds the allotted time, is speaking on matters unrelated to RTC 
business or is otherwise disruptive to the meeting, the Chair may require 
RTC staff to turn off the microphone. In the case of remote testimony, 
the speaker will be muted. If the speaker continues to address the Board 
thereafter, the Chair has the authority to suspend the speaker from 
public comment for a period of up to one hundred and eighty (180) days. 
The Chair may also seek the assistance of any law enforcement officer 
to restore order as set forth in Section 5.4.2.  
 
• the Chair has the authority to limit the individual speaker time 

allowances (for the whole), in order to accommodate the total 
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number of persons who have registered in advance to provide 
public comment during the meeting.  
 

5.3 Individual Responsibility:   Before testifying, persons shall first obtain 
recognition by the Chair, and introduce themselves to the Board by: stating 
their name, city-county of residence, and subject of their comments.     
 
5.3.1 Subjects:  Public comments shall relate to the meeting Agenda, and/or, 

the general duties of the Agency.    
 
5.4 Order and Conduct:     The Chair is authorized to administer the Board meeting 

in a manner which provides for the carrying out of Board business, and which 
prioritizes the execution of Board business over public participation.    
 
5.4.1 The Chair may exercise discretion to end a person’s public comment if 

deemed obscene, profane, derogatory, harassing, slanderous, clearly 
extraneous to the duties and responsibilities of SWRTC, or threatening 
towards individual Directors or RTC staff. 
 

5.4.2 The Chair has the authority to remove any person(s) from the meeting 
room, if that person(s) presence and behavior is: disrupting, delaying or 
impeding the orderly conduct of the meeting and/or makes the carrying 
out of the meeting infeasible; or, presents an actual or perceived threat 
of physical harm or safety to anyone in attendance at the meeting room.  
The Chair and Executive Director may command the assistance of any 
law enforcement officer to enforce all lawful order to restore order at any 
meeting. 

 
6. PREPARATION OF AGENDA 

 
6.1 Preparation: The Clerk of the Board, under the direction of the Executive 

Director, will prepare the agenda for each Board meeting setting forth a brief 
description of each item to be considered by the Board.  
 

6.1.1 The Executive Director will share the Draft Agenda with the Board’s 
Executive Committee, to review prior to publication.    

 
6.2 Items:  An item to be considered by the Board at a regular meeting will be 

placed on the agenda by order of priority: 1) corporate operations and 
governance; 2) actions to fulfill agency duties and functions; and, 3) discussion 
topics related to agency duties and functions and of long range planning related 
to the WA Growth Management Act.    
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6.3 Publication: The agenda will generally be published in final form to the Board, 
staff, media, and public by the Tuesday preceding the announced meeting date; 
and no later than 24-hours preceding the meeting date. 
 

6.3.1 An item may be placed on the Agenda after initial notice and publication, 
if deemed a corporate necessity.   In such instances, the Revised 
Agenda shall be published in replacement of the original, and the 
addition(s) shall be clearly disclosed.    
 

6.3.2 In such cases where an addition is proposed less than 24-hours to the 
meeting convening, a revised Agenda will be prepared and introduced 
at the Board meeting, and will be subject to approval prior to considering 
the proposed addition. 

 
6.3.3 Nothing contained herein shall prevent the Board from amending the 

meeting Agenda, by majority vote, at the beginning of the Board 
meeting.   Thereafter, any amendment to the meeting Agenda shall 
require a two thirds majority vote. 
 

6.4 New Topics / Initiatives:  Directors may raise new topics or issues 
during the Other Business period of the Agenda.    
 
6.4.1 In raising a new topic or issue, the Director shall present a statement 

of how the topic or issue relates to the existing Unified Planning Work 
Program or the agency’s duties and responsibilities as defined in the 
Interlocal Agreement or by state law.  Prior to opening up the matter 
for further discussion with the Council, a voting Director shall move to 
approve the discussion which requires a second by a voting Director.   
If the motion is approved by majority vote, the Chair will direct further 
discussion of the topic.   

 
6.4.2 After discussion of the topic, the Council may, by majority vote, 

determine whether to move the topic or issue forward as a future 
agenda item or as a request for follow-up by the Executive Director. 

 
7. AGENDA FORM 

 
7.1 Order of Business: The meeting Agenda of the Board of Directors shall 

generally be published as follows: 
 

1. Call to Order and Roll Call of Members 
2. Approval of the Board Agenda 
3. Public Comment 
4. Actions items 

a. Consent  
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b. Regular 
5. Discussion / Information Items 
6. Other Business 

a. From the Board 
b. From the Executive Director 
c. Next Meeting 

7. Adjourn 
 

7.2 Exceptions:  Nothing prohibits the meeting Chair from conducting the meeting 
of the Board in a manner which fulfills the intent of the published Agenda.      

 
7.2.1 The Chair may, with the approval of the Board, consider agenda items out 

of order. 
 

8. SUSPENSION AND AMENDMENT OF RULES 
 

8.1 Suspension of These Rules: Any provision of these rules may be 
temporarily suspended by a vote of a majority of the Board. 

 

8.2 Amendment of These Rules: These rules may be amended, or new rules 
adopted by an affirmative vote of two thirds of all voting members of the Board 
present at the Annual Meeting of the Board or at any regular meeting of the 
Board, provided that the proposed amendments or new rules shall have been 
introduced into the record at a prior Board meeting. 

 
 
 

 
ADOPTED by the Board of the Southwest Washington Regional Transportation 
Council on the 2nd day of December, 2025. 
 
 
 
___________________________________ 
Chair of the Board 
 
 
ATTEST: 
 
 
___________________________________ 
Secretary 
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