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CENTRAL MARIN SANITATION AGENCY (CMSA) 
Board Policy #2 

 
 

COMPENSATION POLICY FOR AGENCY OFFICIALS 
 
 

MEETING STIPENDS 
 
 1. General 
 
 Consistent with California Health and Safety Code Section 6489, Commissioners 
receive a daily meeting stipend for each day’s attendance at meetings, as defined in 
this policy.  Such compensation is in addition to any reimbursement for meals, 
lodging, travel and expenses consistent with this policy. 
 
 2. Stipend Amount 
 
 Commissioners or alternates in the place of Commissioners who attend 
meetings/events as defined in Section 3 shall receive $100.00 as their daily stipend.  
Should the Commission raise the $100 stipend in the future, this amount shall be 
adjusted per the adjustment made by Board Resolution without the need to amend 
this policy. 
 
 3. Meetings and Service Subject to Daily Stipend 
 
  a.  For a commissioner or their alternate to be entitled to daily stipend  
  under this policy, the event in question must constitute one of the   
  following: 
  

(1) A meeting of the Agency board within the meaning of 
Government Code Section 54952.2(a). 

 
(2) A conference or organized educational activity conducted 

in compliance with Government Code Section 54952.2(c), 
including ethics training required by Government Code 
Sections 53234 and following. 

 
(3) A meeting of any multi-jurisdictional governmental body on 

which the Board member serves as the Agency’s 
designated representative. 

 
(4) Any meeting attended, except ad hoc committee meetings, 

or service provided on a given day at the formal request of 
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the Board and for which the Board approves payment of a 
daily meeting 

 
4. Aggregate Limits 
 
The number of days for which a Commissioner receives a daily stipend will not 
exceed six days in a calendar month or state law, whatever is less. 
 

a. The stipend amount is for all meetings in a given day. Multiple 
meetings in one day do not justify multiple stipend payments. 
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CENTRAL MARIN SANITATION AGENCY (CMSA) 
Board Policy #3 

 
 

BOARD MEETING NOTICING AND RECORDING 
 
 

A. Purpose 
 

This policy is intended to provide CMSA staff, Commissioners and their 
Alternates, and the public with the general requirements and guidelines for noticing 
and recording the CMSA Board of Commissioner meetings consistent with the 
Brown Act (California Government Code Section 54950 et seq.).  Recording includes 
meeting minutes and the audio and video recording of meetings. 

   
 

B. Board Meeting Noticing 
Board meeting agendas are posted outside the CMSA offices, near the front 

gate, at 1301 Anderson Drive. The agenda is also posted on the Agency website 
(www.cmsa.us). The website posting includes the entire agenda packet. The agenda 
and staff reports are available in the CMSA administrative office for review.  

 
Posting for regular, special, and emergency meetings shall comply with Brown 

Act requirements. 
 
C. Board Meeting Minutes 
 
 1. General 
 
 The Agency’s Administrative Assistant or other staff member as designated by 
the General Manager shall take and maintain minutes for each regular, special, 
and/or emergency meeting of the CMSA Board of Commissioners. The minutes are 
an official record of the Board meeting. 
 

Formal minutes will not be taken for Board Committee meetings.   
   
 2. Minutes - Form and Content 
 

Meeting minutes shall be in an action/summary format and shall contain the 
following information: 
   
  a.  Meeting location 

b. Meeting:  commencement time and adjournment time 
  c.  Board Members in attendance and absent 
  d.  Staff in attendance 
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  e. Public in attendance that sign-in on the meeting sign-in form 
  f.  Brief staff overview of each agenda item 
  g.  Board action and vote for each agenda item, if applicable 
  h.   Board direction to staff for each agenda item, if applicable 
  i.  Identification of public speakers for each agenda item 

 
The minutes shall not contain a narrative advanced by each Board member 

during the meeting.  Staff will summarize Board comments and questions, and staff 
responses to Board questions for each agenda item that influence Board direction or 
action.  The minutes shall note the general nature of public comments and 
questions.  

  
 3. Approval of Minutes 

 
Staff shall prepare minutes for each regular, special, and/or emergency Board 

meeting and place the minutes on the consent calendar for approval at the next 
Board meeting.   

 
Any Board member who has comments on the minutes shall provide his/her 

comments to the Board during the Board meeting where the minutes are set to be 
approved.  The Board will either accept the member’s comments/clarifications into 
the minutes or direct staff to review the audio recording of the subject meeting and 
make any necessary corrections.  Revised minutes will be brought back to the Board 
at the subsequent meeting for approval. 

 
4. Maintenance of Minutes 
 
Staff will place and store a hard copy of the approved minutes of each Board 

meeting in the Agency’s administrative building vault.  An electronic copy shall be 
placed in the Agency’s intranet, and on the Agency website for public viewing and 
downloading. 
 
 5. Public Access to Minutes 
 

Meeting minutes are public records and shall be accessible for public viewing 
and provided to the public upon request.  If a copy of the minutes is requested by a 
member of the public, staff will either email (pdf) or fax the minutes, or prepare a 
hard copy for public pickup at the Agency’s office.   

 
D.  Audio and Video Recording of Board Meetings 
 

Staff intends to record each regular, special, and/or emergency meeting of the 
CMSA Board of Commissioners using digital audio and video recorders. The audio 
and video recordings are considered an official record of the meeting proceedings. 
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1. Recording Protocol 
 
The recording devices shall be started at the beginning of the Board meeting 

when the Board Chair calls the meeting to order, and shall be turned off when the 
meeting is adjourned by the Board Chair. The devices shall also be turned off during 
meeting breaks and during closed session discussions.   

 
Any accidental audio or video recording of discussions before, after, or during a 

break or during a closed session shall be deleted from the official recording prior to 
placing the recording in storage or providing it to Board members or the public. 

 
  2. Audio and Video Recording Storage 
 

All recordings of Board meetings will be stored in the Agency’s administrative 
building vault or long term storage area, as determined by staff.  Staff may keep one 
year’s recordings on the Agency intranet before placing in storage. 
 

3. Public Access to Audio and Video Recordings 
 

Meeting recordings are public records and shall be provided to the public upon 
request.  Audio records will be posted to the Agency’s website within two weeks of a 
Board meeting. Video recordings will not be posted on the Agency website. 

 
Staff will provide members of the public with a copy of a requested recording for 

the cost of reproduction. The minimum fee for providing a physical copy of the 
recording is $5.00.   
 
E.  Video Recording of Board Meetings 
 

Video recording of Board meetings shall be performed in a manner that is safe, 
non-disruptive, non-intimidating, and respectful to the Board, staff, and the public 
and shall conform to the requirements outlined below. 

 
 1.   Video Recording Location 
 
The location for video recording of Board meetings by the public, using either 
traditional tripod mounted or non-battery powered video recorders, is in the back row 
of the public seating area opposite the Board room entrance door.  Meeting 
attendees using handheld battery powered recording devices (PDA, camera phone, 
digital recorder, etc) may film the meeting proceedings from their seat. 
 

 2.   Public Video Recording 
 

Public video recording shall not be an official record of Board proceedings on the 
grounds that:  (1) Agency personnel did not conduct the recording; and (2) there is 
no assurance that the video has not been edited.   
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CENTRAL MARIN SANITATION AGENCY (CMSA) 
Board Policy #4 

 
 

REIMBURSEMENT FOR TRAVEL/EXPENSES 
FOR AGENCY OFFICIALS 

 
 

A. AUTHORIZED EXPENSES  
 
 1.  Agency funds, equipment, supplies, and staff time must only be used for 
authorized agency business.  Expenses incurred in connection with the following 
types of activities generally constitute authorized expenses, as long as the other 
requirements of this policy are met: 
 

a. Communicating with representatives of regional, state and national 
government on agency adopted policy positions; 

 
b. Attending educational seminars designed to improve officials’ skill and 

information levels; 
 

c. Participating in regional, state and national organizations whose activities 
affect the Agency’s interests; 

 
d. Attending local events or meetings on behalf of the agency; 

 
e. Meetings such as those listed above for which a meeting stipend is 

expressly authorized under this policy. 
 

All other expenditures require prior approval by the Agency’s governing body.  
 

2. Commissioners must receive prior approval by the Agency’s governing 
body for attendance at conferences, trainings, or meetings that require 
overnight travel.    
 

3. Examples of personal expenses that the Agency will not reimburse 
include, but are not limited to: 

 
a. The personal portion of any trip; 
 
b. Political or charitable contributions or events; 

 
c. Family expenses, including partner’s expenses when accompanying 

official on agency-related business, as well as children-or pet-related 
expenses; 
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d. Entertainment expenses, including theater, movies (either in-room or at 

the theater), sporting events (including gym, massage and/or golf 
related expenses), or other cultural events; 

 
e. Non-mileage personal automobile expenses, including repairs, traffic 

citations, insurance or gasoline; and 
 

f. Personal losses incurred while on Agency business.  Any questions 
regarding the propriety of a particular type of expense should be 
resolved by the approving authority before the expense is incurred. 

 

B. COST CONTROL 
 
To conserve Agency resources and keep expenses within community standards for 
public officials, expenditures should adhere to the following guidelines.  In the event 
that expenses are incurred which exceed these guidelines, the cost borne or 
reimbursed by the Agency will be limited to the cost that fall within the guidelines. 
 
 1.  Transportation 
 
 The most economical mode and class of transportation reasonably consistent 
with scheduling needs and cargo space requirements must be used, using the most 
direct and time-efficient route.  Charges for rental vehicles may be reimbursed where 
renting a vehicle is the most efficient manner of transportation considering both the 
issue of the expense and the time involved in utilizing alternate methods of 
transportation.    For example, even if an alternate means of transportation is more 
economical, a rental vehicle is still authorized where the time expenditure in the 
alternate method of transportation is infeasible.  Government and group rates must 
be used when available. 
 
 2.  Airfare 
 
 Airfares that are equal or less than those available through the Enhanced Local 
Government Airfare Program offered through the League of California Cities 
(www.cacities.orgt/travel), the California State Association of Counties 
(http://www.csac.counties.org/default.asp?id=635) and the State of California are 
presumed to be the most economical and reasonable for purposes of reimbursement 
under this policy. 
 
 3.  Automobile 
  
 Automobile mileage is reimbursed at Internal Revenue Service rates presently in 
effect (see www.irs.gov).  For 2010, the rate is .50 cents per mile for actual miles 
driven. These rates are designed to compensate the driver for gasoline, insurance, 
maintenance, and other expenses associated with operating the vehicle. This 
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amount does not include bridge and road tolls, which are also reimbursable. The 
Internal Revenue Service rates will not be paid for rental vehicles; only receipted fuel 
expenses will be reimbursed. 
 
 4.  Car Rental 
  
 Rental rates that are equal or less than those available through the State of 
California’s website (http://www.catravelsmart.com/default.htm) shall be considered 
the most economical and reasonable for purposes of reimbursement under this 
policy.  Where rental rates are more expensive than those available through the 
State’s website, the most economical rate available shall be utilized. 
 
 5.  Taxis/Shuttles 
 
 Taxis or shuttles fares may be reimbursed, including a 15 percent gratuity per 
fare, when the cost of such fares is equal or less than the cost of car rentals, 
gasoline and parking combined, or when such transportation is necessary for time-
efficiency. 
 
 6.  Lodging 
 
  A.  Lodging expenses will be reimbursed or paid for when travel on official 
Agency business reasonably requires an overnight stay.  Generally, overnight stay is 
allowable where the Agency business is over 75 miles from San Rafael.  However, 
the Commission may waive the 75 mile rule where the circumstances warrant an 
overnight stay (e.g. evening meeting, special conference). 
 
1.  Conferences/Meetings.  If such lodging is in connection with a 

conference, lodging expenses must not exceed the group rate published 
by the conference sponsor for the meeting in question if such rates are 
available at the time of booking.  If the group rate is not available, see next 
section. 

 
2.    Other Lodging.  Travelers must request government rates, when 

 available at http://www.catravelsmart.com/lodguideframes.htm.  
   Lodging rates that are equal or less than government rates are presumed  
  to be reasonable and hence reimbursable for purposes of this policy. 

 
 

(a) (Median Hotel Cost) In the event that government rates 
are not available at a given time or in a given area, 
lodging rates that do not exceed the median retail price 
for lodging for that area listed on websites like 
www.priceline.com or an equivalent service shall be 
considered reasonable and hence reimbursable. 
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7. Meals 
 
 Reimbursable meal expenses and associated gratuities will not exceed 
the following rates for 2010: 
 
Breakfast: $11.00 
Lunch: $13.50 
Dinner: $22.00 
 
 Generally, these reimbursements will cover meal allocations where 
officials or Commissioners attend daily conferences, seminars or other related 
Agency business where no overnight stay is required and the meal is not 
provided by the registration fee. 
 
 Such amounts will be annually adjusted to reflect changes in the cost of 
living in accordance with statistics published by the United States Department of 
Labor, Bureau of Labor Statistics Consumer Price Index, all urban consumers for 
the Bay Area Metropolitan Area. The annual adjustment will be based on this 
area whether travel is within the area or not. 
 
The Agency will not pay for alcohol/personal bar expenses. 
 
8. Per Diem Rate 
 

1. Overnight Travel 
  
 The Agency will provide a Per Diem amount to cover meals, 
gratuities, and incidental expenses as established below. 
 

• 24 hour Per Diem:  The amount of $76.00 will be provided for each 
24-hour period the official or Commissioner is away from home on 
Agency business. 

• Partial day Per Diem: The per diem rate will be prorated (75%) for 
partial days (between 12 and 24 hours), for an amount of $57.00. 

• Per Diem Advance Payments:  Per diem may be advanced upon 
request. 

 
2.   The value of meals provided by the conference, in which the official 
participates, will be subtracted from the per diem rate by the applicable 
meal allowance detailed in Section 7 above. 

  
9.  Telephone/Fax/Cellular 
 
 Officials will be reimbursed for actual telephone and fax expenses incurred 
on Agency business. Telephone bills should identify which calls were made on 
Agency business. For cellular calls when the official has a particular number of 



 5 

minutes included in the official’s plan, the official can identify the percentage of 
calls made on public business. 
 
10.  Internet 
 
 Officials will be reimbursed for Internet access connection and/or usage 
fees away from home, not to exceed $15.00 per day, if Internet access is 
necessary for Agency related business. 
 
11.  Airport Parking 
 
 Long-term parking must be used for travel exceeding 24-hours. 
 
12.  Other 
 
 Baggage handling fees of up to $1.00 per bag and gratuities of up to 15 
percent will be reimbursed.  Expenses for which Agency officials receive 
reimbursement from another agency are not reimbursable. 
 

C. PER DIEM ADVANCE POLICY 
 

1.        From time to time, it may be necessary for an official to request a per diem 
advance to cover anticipated expenses while traveling or doing business on the 
Agency’s behalf. Such request for an advance should be submitted to the 
General Manager on the Agency’s Per Diem Advance Request Form prior to the 
need for the advance with the following information: 

 
a. The purpose of the expenditure(s); 
b. The benefits of such expenditure to the residents of the 

Agency; 
c. The anticipated amount of the expenditure(s) (for example, 

hotel rates, meal costs, and transportation expenses); and 
d. The dates of the expenditure(s). 

 
2. In the event the General Manager is uncertain as to whether a request 
complies with this policy, such individual must seek resolution from the 
Commission. 
 

D. CREDIT CARD USE POLICY 
 
 CMSA does not issue credit cards to individual office holders but does have an 
agency credit card for selected Agency expenses pursuant to the Agency’s 
Purchase Policy.  Agency officials may use the Agency’s credit card for such 
purposes as airline tickets and hotel reservations by following the same procedures 
for per diem advances.  Receipts documenting expenses incurred on the Agency 
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credit card and compliance with this policy must be submitted within thirty business 
days of use pursuant to Section F. 3. below. 
  
 Agency credit cards may not be used for personal expenses, even if the official 
subsequently reimburses the Agency. 
 
E. EXPENSE REPORT CONTENT AND SUBMISSION DEADLINE 
 
 1.  All cash advance expenditures, credit card expenses and expense 
reimbursement requests must be submitted on an expense report form provided by 
the agency.  This form shall include the following advisory: 
 

All expenses reported on this form must comply with the Agency’s 
policies relating to expenses and use of public resources.  The 
information submitted on this form is a public record.  Penalties for 
misusing public resources and violating the Agency’s policies 
include loss of reimbursement privileges, restitution, civil and 
criminal penalties, possible discipline, as well as additional income 
tax liability. 

  
 2.  Expense reports must document that the expense in question met the 
requirements of this policy.  For example, if the meeting is with a legislator, the local 
agency official should explain whose meals were purchased, what issues were 
discussed and how those relate to the Agency’s adopted legislative positions and 
priorities. 
 
 3.  Officials must submit their expense reports within 30 days of an expense 
being incurred, accompanied by receipts documenting each expense.  Restaurant 
receipts, in addition to any credit card receipts, are also part of the necessary 
documentation. 
 
 4.  Inability to provide such documentation in a timely fashion may result in the 
expense being borne by the official. 
 
 
H.  AUDITS OF EXPENSE REPORTS 
 
 All expenses are subject to verification that they comply with this policy. 
 
 
I.  REPORTS TO GOVERNING BOARD 
 
 Following attendance at a meeting/conference at Agency expense, each official 
shall briefly report on the meeting/conference at the next regular meeting of the 
CMSA Board of Commissioners.  If multiple officials attended, a joint report may be 
made. 
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J.  COMPLIANCE WITH LAWS 
 
 Agency officials should keep in mind that some expenditures may be subject to 
reporting under the Political Reform Act and other laws.  All agency expenditures are 
public records subject to disclosure under the Public Records Act, and other laws. 
 
K.  VIOLATION OF THIS POLICY 
 
 Use of public resources or falsifying expense reports in violations of this policy 
may result in any or all of the following:  (1) loss of reimbursement privileges, (2) a 
demand for restitution to the Agency, (3) the agency’s reporting the expenses as 
income of the elected official to state and federal tax authorities, (4) civil penalties of 
up to $1,000.00 per day and three times the value of the resources used, and  
(5) prosecution for misuse of public resources. 
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