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The Votes Are In And...



MEMBER BENEFITS
Legislative Services

Legal Services

Contract Services

Resources

Valuable Publications

Events & Training

Policy Development & Advocacy
Policy Committees
Legislative Tracking
Kansas Legislative Guide
Candidate Questionnaires

Legal Inquiries & Ordinance Services
Amicus Briefs

Codification
LEAPS
Model Personnel Policies

Salary Survey
Municipal Revenue Practices Survey
League News
Fiscal Data and Tax Rate Book
Budget Tips
Disaster Resources
Grants & External Funding
Sample Ordinances

Kansas Government Journal
Governing Body Handbook
City Officials Manual
Standard Traffic Ordinance
Uniform Public Offense Code

Annual Conference
Local Government Day
Legislative Dinners
Governing Body Institute and Mayor's Conference
Municipal Training Institute
Webinars

League membership consists of cities with populations of 20 to over 389,000 and every size in between. Cities collectively 
represent over 99% of the population of incorporated areas in Kansas, and 83% of the population of the state.

Advocacy
The League serves 
as the unified voice 

of Kansas cities.

Research
Legal inquiries are a 
core function of the 

League.

Training
Good local government 

is the heart of our 
association.

www.lkm.org
Latest news and 

resources at your 
fingertips.

Our mission is to strengthen and advocate for the interests of the 
cities in Kansas, to advance the general welfare, and promote the 
quality of life of the people who live within our cities.

April 29-30, 2022 
Manhattan, Kansas
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Congratulations on your election 
to public office! As a new member of 
your city’s governing body, you serve a 
vital role in your community. Serving 
in an elected municipal office is an 
exciting, challenging, and humbling 
experience. No level of government 
offers the opportunity for more day-
to-day contact with the electors — a 
factor that is almost always a blessing. 

We understand  your first 
few months in office can be an 
overwhelming time as you are 
presented daily with information 
you need to know while trying to 
simultaneously govern. To help you 
navigate, we have compiled “must 
know” information. We encourage 
you to attend the upcoming Governing 
Body Institute in April where League 
staff will cover in-depth, important topics such as municipal 
finance, personnel management and the Kansas Open 
Meetings Act (KOMA), as well as many other crucial 
areas for a governing body to understand. The Governing 
Body Institute is also an excellent time to network with 
fellow mayors, councilmembers, and commissioners as we 
collectively work for the betterment of our state. 

The foundation for successful local government is 
operating within an environment of civility, trust and open 
dialogue. The keys are to:  

• Place a high priority on clarity of roles for elected  
and appointed officials; 

• Speak with one voice and a clear vision for the city; 

• Look for collective wisdom from stakeholders involved; 
and

• Act with respect to foster relationships. 

You’ve Been Elected. . . Now What?
How Can We Make Our 
Meetings Effective? 
While there is no state law requiring 

certain rules of order, most cities operate 
under the Code of Procedure for Kansas 
Cities. This is a specially modified version 
of Robert’s Rules of Order produced 
by the League. The Code of Procedure 
incorporates provisions of Kansas law 
which apply to city governing body 
meetings and contains easy to understand 
rules which will help facilitate effective 
public meetings. Check with city staff 
on which Code of Procedure your city 
currently uses. Additional copies of the 
League’s Code of Procedure for Kansas 

Cities can be purchased on the 
League’s website.

How Do We Do 
Things?
Typically, city business is 

conducted through a series 
of motions, resolutions, and 
ordinances. Ordinances are the 
most formal acts taken by the 
governing body and have the 
full force and effect of law. There 
are different types of ordinances 
including ordinary ordinances 
and charter ordinances. The 
requirements for each type of 
ordinance can be found in the 
Governing Body Handbook.

“The easy part 
was getting 
elected. The 

difficult part is 
governing.” 

– Clarence Anthony, Executive  Director  
   and CEO, National  League of Cities 

Salary Survey
Municipal Revenue Practices Survey
League News
Fiscal Data and Tax Rate Book
Budget Tips
Disaster Resources
Grants & External Funding
Sample Ordinances

Annual Conference
Local Government Day
Legislative Dinners
Governing Body Institute and Mayor's Conference
Municipal Training Institute
Webinars

& MAYORS CONFERENCE

GOVERNING BODY

Institute

Save the Date

April 29-30, 2022 
Manhattan, Kansas

Governing Body Institute &
Kansas Mayors Conference

Matt Lehrman
co-founder of 

Social Prosperity Partners

www.lkm.org/GBI

Announcing 
Keynote Speaker
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Does the statute in question use
   the phrase "governing body"?

Follow the words
in the statute.

STOP
The changes to 12-104 do not 
a�ect your city.  Follow your 

city’s ordinance.

Are you considering a
charter ordinance?

Is your city’s form of
government a commission

 or a commission-manager city?
VOTE

Has your city passed an ordinance
by 2/3 of the council de�ning the
mayor as part of the governing 

body for this type of action?

VOTE DO NOT
VOTE

© Copyright 2018 League of Kansas Municipalities

NOYES

YES

NO

YES

NO
Does your city have a charter
ordinance de�ning when a
mayor is a member of the

governing body?

STOP
12-104 changes do not a�ect your city.
A commissioner is always a member of
the governing body even when serving

 as mayor and always votes.

YES

NO

YES NO

HB 2597 modi�ed the de�nition of governing
body in K.S.A. 12-104 as of July 1, 2018.
To see how the new law a�ects your city, 
follow this roadmap. If you have any 
questions, contact the League.

DOES THE                 MAYOR VOTE?

What is the Role of the Mayor?
The mayor has a duty to preside over the governing body meeting. 

This does not mean the mayor has unlimited authority; rather his/
her job is to help facilitate an effective meeting by following the 
Code of Procedure. 

Sample Order of Business
I. Call to order
II. Roll call (if used)
III. Approval of minutes (may be on consent agenda)
IV. Presentation of petitions, public comments, etc.
V. Reports of standing and special committees
VI. Reports of city officers
VII. Notices and communications
VIII. Presentation of claims and consideration of  
              appropriation ordinance (if used)

IX. Introduction and consideration of ordinances
X. Unfinished business
XI. Consent or Clerk’s Agenda
XII. Other business (including items removed from  
             consent agenda)
XIII.  Adjournment

Top Tips for Successful Public Service

1. Learn all you can about your city, its history, its operations, its 
financing. Do your homework. Know your city ordinances. Take 
a look at the comprehensive plan.

2. Don’t burn yourself out on the little things, while recognizing 
that they are often important to the public. Save some energy and 
time for the important matters.

3. Don’t spring surprises on your fellow Governing Body 
members or your city staff, especially at formal meetings. If a 
matter is worth bringing up for discussion, it is worth being 
on the agenda. Surprises may get you some publicity, at the 
embarrassment of others, and tend to erode the ‘team’ approach 
to governance.

4. Retain competent, key employees, 
pay them well, trust their professional 
judgment, and recognize their authority 
and responsibilities.

5. Be careful about rumors. Check them 
out. Help squelch them when you know 
they are false.

6. Focus on the future, and try to leave 
your city better than that which you 
inherited as a city officer.

52 Tips for 
Successful Public Service

by E.A. Mosher, former Executive Director
League of Kansas Municipalities
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A Governing Body Can Only Act in a 
Properly Convened Meeting 
The governing body of a city must act as one entity within a 

properly convened meeting. This means no action can be taken 
by individual members acting independently outside of a meeting. 
When the council or commission is not in session, you do not 
have any more legal authority than a private citizen. A “quorum” 
is the minimum number of governing body members necessary to 
conduct business. Absent statutory requirements to the contrary, 
the general legal rule is that a majority of a governing body in 
a commission city, or the majority of the council in a council 
city, constitutes a quorum. In cities where the mayor does not 
vote except to break a tie, the mayor position is not counted in 
determining the quorum. The number required for the quorum 
does not change if someone is absent. If you are ever unsure how 
many members are needed to form a quorum, be sure to check 
with your city attorney prior to taking action.

What is a Properly Convened Meeting?
Properly convened meetings must comply with the Kansas Open 

Meetings Act. It is the public policy of the State that government 
meetings should be open to the public. Under the open meetings 
act, a meeting occurs when a majority of the membership of the 
public body is engaged in interactive communications discussing 
the business or affairs of the public body. See K.S.A. 75-4317a. If 
these requirements are met, it does not matter what the meeting 
is called (regular, special, work session) the open meeting act 
requirements must be met. 

The Basics of KOMA 
So What Does the Kansas Open 
Meetings Act Require?
The key requirement of the Open Meetings Act is that the 

meeting be accessible to the public. For example, if the governing 
body is meeting on a contentious issue, the meeting cannot be 
held in a closet only big enough for the governing body in order 
to prevent the public from attending the meeting. In addition to 
being accessible, the Act requires that notice of the date, time, and 
place of the meeting be furnished to anyone who requests it. This 
is normally taken care of by city staff; however, the obligation to 
ensure notice was given ultimately rests with the governing body. 
The governing body may not take action by secret ballot and 
cannot prohibit the use of recording devices.

What if We Need to Talk About 
Sensitive Information?
The Kansas Open Meetings Act does make provisions for when 

a governing body needs to talk about highly sensitive information 
by providing for executive sessions. This is when the governing 
body can close the meeting to discuss certain subjects. The list of 
justifications that may be used to go to executive session are set 
by statute. Be sure to discuss in advance with city staff to make 
sure the reason you would like to go to executive session is one 
of the statutory justifications. Executive session discussions should 
always remain confidential.

KOMA Requires:
 Open Meetings. Every part of the meeting, except validly called executive sessions, must 
be open to the public.

 No Secret Ballots or Action. Binding action may be taken only in public view.

 Notice of Meetings. Notice of the time, date, and place of regular and special meetings 
must be furnished to those individuals and groups requesting it. Personal notice, not notice 
by publication, is necessary.

 Copies of Agendas. Any agenda prepared for a meeting covered by the act must be made 
available before the meeting to those who request it. The clerk is not required to mail the 
agenda to those requesting it, only to make the agenda available at a convenient location.

 Cameras, Lights, and Recording Devices. The use of cameras, lights, and recording 
devices may not be prohibited, but reasonable rules regarding their use may be adopted.
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How Do We Go Into Executive Session?
There is a very specific procedure that must be used to go to 

executive session. Talk to your city staff and city attorney if you 
have questions. See our infographic below for the motion necessary 
to recess into executive session. 

The Kansas Open Meetings Act (KOMA) requires a specific procedure to go into executive 
session. K.S.A. 75-4319 requires any motion to recess for a closed or executive session to 
include a statement describing the subjects to be discussed during the closed or executive 
session and the justification for closing the meeting. 

Why Should We Follow the Kansas 
Open Meetings Act?
First and foremost, transparency in government is critical 

for public trust and confidence in your actions. Further, civil 
penalties of up to $500 can be imposed for violations of the Open 
Meetings Act. These penalties can be assessed against individual 
councilmembers. An open meetings violation can also be grounds 
for a recall petition. When in doubt, ask your city attorney or city 
staff for clarification on the rules. The Open Meetings Act will be 
covered in more detail at the Governing Body Institute in April.

Set The Stage For Your Success

“I move the city council recess into executive session         

to discuss an individual employee’s performance 

pursuant to the non-elected personnel matter 

exception, K.S.A. 75-4319(b)(1). 

The open meeting will resume in the city council 

chamber at 7:25 p.m.”

Subjects 
to be 

Discussed 

Time and 
Place to 
Resume

Justification 
for 

Executive 
Session by 

State 
Statute

Motion for Executive Session

Each Week, the League e-mails League News to 
local government elected and appointed officials. 
This is your best source for League news, updates 
on events, and legislative happenings. Never miss 
an important item and stay on top of the latest in 
local government news.

Stay Connected to the League. 
• E-mail our Communications and Education Manager, Megan 

Gilliland at mgilliland@lkm.org to be added to League News. 
• Make sure webmaster@lkm.org is an approved sender and not 

blocked as spam in your email system. 
• The League offers regular video updates for local government 

officials. E-mail Kaitlyn Willis at kwillis@lkm.org to be added to our 
distribution list.
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League Resources
The League is here to help you be successful. We look forward to working closely with you in the coming years.
Make sure that you are using your resources as a League member to best serve your city. The League’s website, 

www.lkm.org,  is a great resource for topical and historical information on legal issues, events, legislative 
activities, and other local government resources. Members should register for access to the full site and create an 

account to track educational and training efforts. 

Legal Inquiries: 

The League annually 
answers over 1,500 
inquiries from local 

officials on issues 
ranging from requests 
for sample ordinances 
to complex questions 

requiring considerable 
research. Any city 

official or employee of 
a League member city 

can contact us with 
a city-related legal 

inquiry or question. 

City officials should 
remember the League’s 

attorneys serve as a 
resource to provide 
general guidance on 
legal issues. We do 

not directly represent 
your city, and our legal 
guidance should never 
be substituted for that 
of your city attorney. 

Communication 
& Outreach: 

Staying connected is 
the best way to make 

sure you have the most 
recent and up-to-date 

information about 
League activities. Sign 
up for League News, 

our weekly e-newsletter, 
by e-mailing us at 

mgilliland@lkm.org 
and make sure to like 
or follow us on social 

media (Facebook, 
Twitter, Instagram and 

Pinterest). 

Read the Kansas 
Government Journal, 

published 10 times 
per year, for ideas and 

articles showcasing local 
government issues in 
Kansas and beyond. 

Contract 
Services: 

As a member of 
the League, cities 
can contract with 

our staff to provide 
certain services 

including personnel 
policies, codification 

services, and executive 
personnel search 

(LEAPS). 

Municipal 
Training & 

Educational 
Events: 

From conferences to 
webinars, the League 

strives to provide 
information to help 

municipalities be 
successful. Depending 

on the topic, we 
offer one-hour 

webinars, one-day 
trainings, ongoing 
civic educational 
programming, 

and special events/
conferences each 
year to network, 

learn, and discuss 
local government 

challenges with a group 
of your peers and 

colleagues. Educational 
opportunities can be 

found online at      
www.lkm.org/

Education.  

Legislative 
Programs: 

The League’s legislative 
program advocates 

on behalf of our 
member cities to 

the state legislature 
and Congress on 

issues pertinent to 
the needs of Kansas 
cities. The Statement 
of Municipal Policy 
is developed each 
year and guides 

the League’s efforts 
during the legislative 
session. Our policy 

development is 
completely member-

driven and we 
encourage city officials’ 

participation in the 
policy development 

process.  

The
League

 

Newly Elected Officials Guide to Governing 7



The choice of a lawyer is an important decision and should not be based  
solely on advertisements. Gilmore & Bell, PC has offices nationwide.

1 (800) 844-3232
info@gilmorebell.com

See our website for an office near you.
gilmorebell.com


