City of San José
Small Business Advisory Task Force
01/09/20

Members:
District 1 – Vice Mayor Chappie Jones, Chair
Hispanic Chamber of Commerce – Dennis King, Vice Chair
FilAm Chamber of Commerce Silicon Valley – Allie Lopez
Rainbow Chamber of Commerce – Ron Gardner
Silicon Valley Black Chamber of Commerce – Carl Davis Jr.
Silicon Valley Chinese Technology & Business Association – Helen Wang
Silicon Valley Organization – Mason Fong
Silicon Valley Vietnamese American Chamber of Commerce – Nancy Avila
Winchester Business Association – Ken Kelly

Alternates:
Not Applicable
Lourdes Arvizu
Marinel Messersmith
Raymond Mueller
Wilbur Jackson
Khanh Hoang
Eddie Truong
Alan Nguyen
Vacant

Associate Members:
Taiwanese American Chamber of Commerce – Annie Tsai
Vietnamese American Chamber of Commerce – Nga Nguyen

REGULAR MEETING AGENDA
January 9, 2020

4:00 pm

Hannah Yu
Long Nguyen

San José City Hall
18th Floor, T-1854

For Conference Call, dial (605) 313-4443 with Access code: 724205
1.

Call to Order & Introductions

2.

Public Comment
(Members of the Public are invited to speak on any item that does not appear on today’s
Agenda and that is within the subject matter of the Task Force. Meeting attendees are
usually given two (2) minutes to speak on any discussion item and/or during open forum;
the time limit is in the discretion of the Chair of the meeting and may be limited when
appropriate. Speakers using a translator will be given twice the time allotted to ensure
non-English speakers receive the same opportunity to directly address the Task Force.)

3.

Consent Calendar
A. Approve the Minutes for the Regular Meeting of November 14, 2019

4.

New Business
A.
Contracting with Local and Small Businesses in Fiscal Year 2018-2019
(David French)
B.
Election of Chair and Vice Chair for 2020
1.
Nominations received:
a. Chair: Vice Mayor Chappie Jones, Dennis King
b. Vice Chair: Dennis King, Allie Lopez

5.

Old Business
A.
Review 2020 Proposed Priorities & Workplan for Approval (Chair)
B.
Review Revised Bylaws & Code of Conduct for Approval
(Dennis King)

Small Business Advisory Task Force
January 9, 2020
6.
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Meeting Schedule and Agenda Items
The next regular meeting will be February 13, 2020 at 4:00 pm, San Jose City Hall, 18th
Floor, T-1854.
Cancellation of meeting on May 14, 2020.

7.

Announcements

8.

Adjournment
To request an accommodation or alternative format under the Americans with Disabilities Act for
City-sponsored meetings, events or printed materials, please call (408) 294-9337 (TTY) as soon
as possible, but at least three business days before the meeting.
Please direct correspondence and questions to:
City of San José
District 1
Attn: Raania Mohsen
200 East Santa Clara Street, San José, California 95113
Tel: (408) 535-4901
Email: raania.mohsen@sanjoseca.gov

January 3, 2020

City of San José
Small Business Advisory Task Force
November 14, 2019

DRAFT REGULAR MEETING MINUTES & SUMMARY
Thursday, November 14, 2019
Call to Order & Orders of the Day
PRESENT: Chair Hon.Chappie Jones, Vice Chair Dennis King, Members: Carl Davis Jr., Allie
Lopez (call-in), Helen Wang, Mason Fong (call-in), Nancy Avila, Ken Kelly, Alternates:
Raymond Mueller.
ASSOCIATE MEMBERS: Annie Tsai, Nga Nguyen
OTHERS PRESENT:
Jeff Cristina
Marcy Kamerath
Xuan Ha
Juan Borrelli
Dhez Woodworth

Opportunity Now SV
Santa Clara Valley Transportation Authority
City of San Jose
City of San Jose
City of San Jose

STAFF: Raania Mohsen
Vice Mayor Chappie Jones convened the Small Business Advisory Task Force at 4:06 pm in
Conference Room T-1854 at City Hall, 200 E. Santa Clara Street, San José, CA 95113.
Public Comment
There was no public testimony on the floor.
Consent Calendar
A. Approve the Draft Minutes for the Regular Meeting of September 19, 2019
Documents Filed: Draft Minutes for the Regular Meeting of September 19, 2019
Action: Motion made by Dennis King to approve the Minutes and seconded by Ray
Mueller, the Draft Minutes was unanimously approved (9:0).
Old Business
A. Review of Subcommittee Report: Language & Cultural Competency Barriers
(Allie Lopez, Ken Kelly, Nancy Avila, Helen Wang, Raymond Mueller)
Documents Filed: Memo and Recommendations
Attachments

Small Business Advisory Task Force
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The Subcommittee Report was summarized and provided information about key factors
related to language and cultural competency barriers amongst small businesses. The
largest theme expressed was the issue of trust. Another barrier was the concept of
pronouns and addressing correct gender pronouns. For example, “they” pronouns refer
to people who do not identify with a specific gender and is all inclusive. In addition, a
follow through from the City is still needed on implementation. The report
recommendations is to be included in priorities for 2020.
Action: Motion made by Ray Mueller to accept the Subcommittee report and seconded
by Helen Wang, the Subcomittee report was unanimously approved (9:0).
New Business
A. Review of City’s Business Ally Program and Opportunity for Collaboration with
Chambers of Commerce (Juan Borelli and Xuan Ha)
Documents Filed: Business Ally Program Flyers and Resources
Juan Borrelli and Xuan Ha provided background information on the Business Ally
program. It was created in 2013 as a joint effort of two departments: Planning, Building
& Code Enforcement (PBCE) and the Office of Economic Development (OED). The
point of contact to facilitate permits is https://www.sanjoseca.gov/business/gettingstarted-in-san-jos. The purpose of the program is to demystify the premit process. It
works across seven different departments to coach small businesses. The program has
decreased the length of time for the permit process: what used to take 4-6 months now
takes 1 month or less. In 2020 a new grant for businesses will allow funding for ADA
compliance improvements. The Business Ally Program assisted 1100 small business
citywide last year. Questions from Task Force Members addressed response time for
emails. They noted that they attempt to respond to all emails; there is a high volume of
emails so it is difficult to respond within 24 hours. The focus of the Business Ally
Program is to provided permitting and business registration assistance. Vice Chair
Dennis King noted that they are very accessible and collaborate on workshops together;
they are an “unknown treasure” of the City. There was a recommendation to increase
staff for the Business Ally Program to help more businesses.
B. Bylaw Amendment Proposal: Code of Conduct
Documents Filed: Draft Bylaws for Review and Approval
The Task Force reviewed the bylaws and proposed code of conduct.
Per review of bylaws, members requested to revise the proposed Code of Conduct as a
separate document from the blyaws and that the nomination and appointment of officers
(Chair and Vice Chair) occur at the January 2020 meeting. Staff Liaison Raania Mohsen
to send out email requesting nominations and to work with Vice Chair King on revised
Code of Conduct.
Action: Motion made by Vice Chair Dennis King and seconded by Member Raymond
Mueller to ratify bylaws and bring back for approval (9:0).
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C. Discussion of Priorities for 2020
1.

Workplan 2019

Documents Filed: Workplan 2019
Chair Jones reviewed 2019 Workplan and requested members to forward suggestions for
2020 to Raania; proposed 2020 workplan will be included for review at the January 2020
meeting.
2. Subcommittees & Potential Partnerships for 2020
Chair Jones reviewed potential partnership opportunity with VTA’s new Small Business
Advisory Taskforce. VTA’s newly formed task force is to assist VTA with providing
resources and information to businesses affected by the BART construction project along the
Alum Rock Corridor.
Action: Motion made by Vice Chair King and seconced by Member Ray Mueller to
authorize Chair Jones to work with VTA to propose a form of collaboration between the two
task forces. (7:0:2. Absent: Fong, Kelly)
D. Schedule of Meetings 2020
Document Filed: 2020 Schedule of Meetings
Chair Jones reviewed the proposed 2020 schedule of meetings.
Action: Motion made by Vice Chair King and seconded by Member Davis Jr. to adopt
schedule of meetings (6:0:3. Absent: Fong, Kelly, Mueller).
Announcements:
Vice Chair King shared the article written by Vice Chair Jones promoting the City’s
Prequalification and Public Works Academy in the Small Business Development Center’s
Access Magazine.
E. Meeting Schedule and Agenda Items
The next regular meeting will be January 9, 2020 at 4:00 pm, San Jose City Hall, 18th
Floor, T-1854
F. Adjournment
Motion made by Dennis King to adjourn and seconded by Carl Davis Jr. The meeting was
adjourned at approximately 5:15 pm (5:0:4 Avila, Fong, Kelly, Mueller).
_______________________________
Hon. Chappie Jones, CHAIR

Small Business Advisory Task Force
Draft Meeting Minutes
November 14, 2019
ATTEST:
ADVISORY TASK FORCE SECRETARY

__________________________________
RAANIA MOHSEN, DEPUTY CHIEF OF STAFF
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CONTRACTING WITH LOCAL AND SMALL BUSINESSES IN FY 2018 - 2019

BACKGROUND
The analysis in this report is divided into contracts awarded by the Finance Department
Purchasing Division, and construction/professional service (consultant) contracts awarded in
the Capital Improvement Program (CIP) as tracked by the Public Works Department.
The Finance Department Purchasing Division is responsible for the procurement of goods,
supplies, materials, equipment and service in accordance with Chapter 4.12 of the San Jose
Municipal Code. Section 4.12.320 of the Municipal Code provides a preference for small
and local businesses. A local business is defined as a business having either the principal
business office or a satellite office with at least one (1) full time employee located in Santa
Clara County. A small business is defined as a business that is a local business having
thirty-five (35) or fewer total employees.
The Department of Public Works procures the largest number of CIP-related construction
contracts. Other departments involved in procuring CIP-related construction contracts are the
Department of Transportation and the Environmental Services Department.
The procurement of construction contracts is governed by the City Charter, as implemented
through the San Jose Municipal Code. During FY18-19, the City Charter defined a major public
works construction contract as one exceeding $100,000 and generally required the City to award
such contracts to the lowest responsive and responsible bidder.1 The procurement of minor
public works construction contracts (those $100,000 or less) was governed by the Chapter 14.04
of the San Jose Municipal Code. Importantly, during FY 18-19, there were no local or small
business preferences in the procurement of major or minor public works construction contracts.
The passage of Measure S on November 6, 2018 resulted in the City Charter definition of a
major public works construction contract being increased to $600,000, with an annual increase
based on the Consumer Price Index. The addition of Title 27 to the Municipal Code that went
into effect on October 24, 2019, codified the $100,000 limit increase to $600,000 as well as the
addition of a local and small business preferences for construction contracts with an engineer
estimate of $600,000 or less.
The CIP consultant procurements are similar to any other professional service procurements in
that preference points are given to qualified local and small business enterprises per Municipal
Code Section 4.12.320(C). Although preference points can, and sometimes do, influence the
outcome, CIP consultant procurements are predominately qualifications-based, and points
awarded for experience, expertise, and project approach are the determining factors in selection.

1

There were some exceptions, such as for design-build contracts.
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ANALYSIS
Finance/Purchasing Awards
As outlined in Table 1 below, in FY 18-19, the estimated total annual dollars awarded by
Finance Department Purchasing Division increased by 23% when compared to FY 17-18, based
on available reports. The estimated local market share for total dollars awarded increased to
33% of total dollars spent, or $85.7 million, while estimated awards to small businesses that are
local suppliers decreased slightly to 7% of total dollars awarded, or $18.3 million. Most of the
local business awards are for maintenance and repair services that typically require a local
presence to meet the service delivery requirements of the City.
Table 1: Finance/Purchasing Contracts and Purchase Orders
FY 15-16

FY 16-17

FY 17-18

FY 18-19

$ (in M)

%

$ (in M)

%

$ (in M)

%

$ (in M)

%

All Suppliers

$189.6

100%

$193.0

100%

$210.7

100%

$259.3

100%

Local Suppliers

$62.5

33%

$65.6

34%

$39.7

19%

$85.7

33%

Small Suppliers

$15.20

8%

$15.4

8%

$18.1

9%

$18.3

7%

#

%

#

%

#

%

#

%

All Suppliers

2048

100%

1985

100%

1967

100%

2091

100%

Local Suppliers

593

29%

596

30%

251

15%

579

28%

Small Suppliers

164

8%

159

8%

139

7%

193

9%

Number of Awards

Not represented in the Table 1 figures are the Procurement Card (P-Card) program statistics.
The P-Card program is established to streamline small dollar purchases and reduce the
acquisition period for products and services where a competitive process is not required. In
FY18-19, there were over 50,000 P-Card transactions with a total spend of over $14 million.
Finance estimates the annual impact of the P-Card program to local merchants was
approximately 28% in spend, totaling $3.9 million.
The Purchasing Division continued to expand efforts to participate in business outreach events
and forums to educate local businesses on how to do business with public agencies, how to
respond to bids, and specifically, how to do business with the City of San José. Six events have
been attended or are scheduled by the end of 2019, including: Success in Start-Up and Small
Businesses (hosted by the San Jose Public Library Works); Access to Contract Opportunities for
Growing Your Business (hosted by County of Santa Clara); 8th Summit on Entrepreneurship and
Innovation (hosted by Business Owner Space and Work2Future); Certification & Capacity
Building Summit 1 (hosted by Black Chamber of Commerce); Festiv’All Small Business
Resource Fair (hosted by local chambers and community based organizations); and Business
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Diversity Fair (hosted by Santa Clara County). In addition, the City’s Vendor Guide on “Doing
Business with the City of San Jose” was updated and is available in both hard and soft copy.
Staff will continue work to research and pursue additional opportunities to participate in vendor
fairs and small/local business events.
CIP Construction Contract Data
For this reporting cycle, Public Works projects are categorized as either “major” (over $100,000)
or “minor” (under $100,000). As mentioned, with the recent Charter Changes and Municipal
Code updates, this dollar threshold increased to $600,000 on October 24, 2019. Future reports
will reflect this change.
Currently, Public Works only tracks the local and small business (as defined by chapter 4.12 of
the municipal code) statistics for major projects, but process changes have been implemented to
capture local and small business statistics for both major and minor public works projects and
will be reported starting in FY19-20. This data is collected through a voluntary form filled out by
contractors during the bidding stage.
Table 2 below shows major public works contract activity for FY18-19, as well as the prior four
fiscal years for comparison.
Table 2: 5-Year Comparison of Major Public Works Dollars and Awards

Total Dollars Awarded

FY 14-15

FY 15-16

FY 16-17

FY 17-18

FY 18-19

$83.2M

$232.0M

$167.8M

$290.3

$191.2

Local Contractors

$31.5

38%

$33.8

15%

$32.9

20%

$158.4

55%

$52.2

27%

Small Contractors

$2.6

3%

$11.6

5%

$12.0

7%

$8.2

3%

$10.8

6%

59

Total Contracts Awarded

74

82

50

57

Local Contractors

18

31%

27

36%

26

32%

13

26%

13

23%

Small Contractors

7

12%

13

18%

14

17%

7

14%

5

9%

During the last five fiscal years, the CIP has demonstrated fluctuations in the number of
construction contracts awarded and dollars awarded, however, FY18-19 saw an increase in the
number of contracts awarded with a substantial decrease in dollars awarded from prior fiscal
year. The prior fiscal year is seen as an abnormality due to the award of two large Design Build
Contracts (Headworks Project and Interim Four Gate Boarding Facility Project) totaling
approximately $137 million. The decrease in FY18-19 brings the total dollars awarded back in
line with the five-year average ($192.9 million).
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In FY18-19, the program saw a five-year low in the number of contracts awarded to local and
small business. Thirteen projects were awarded to local contractors; five projects were awarded
to local contractors who are also small businesses. The total dollars awarded to local contractors
($52.2 million) was just below the five-year average ($60 million), with the total dollars awarded
to small contractors ($10.8 million) being just above the five-year average ($9.0 million).
Chart 1 below shows the construction contract award data from Table 2 graphically. As
illustrated, the number of overall contract awards increased with a decrease in local and small
awards.

Number of Contracts

Chart 1: 5-Year Comparison of CIP Construction Contract Awards
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Chart 2 below shows the construction dollars awarded for the past five fiscal years. As
illustrated, the proportion of dollars to local contractors decreased significantly from prior fiscal
year and small contractors has remained consistent.
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Chart 2: 5-Year Comparison of CIP Construction Dollar Awards
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CIP Consultant Contract Data
In addition to administering procurements for its own CIP consultants, Public Works partners
with the Environmental Services RWF CIP for consultant procurements, and also collects CIP
consultant local/small contract award data from the Departments of Transportation,
Environmental Services, Park, Recreation, Neighborhood Services and the Airport.
Table 3 below shows CIP consultant contract activity for FY18-19, as well as the prior four
fiscal years for comparison.
Table 3: 5-Year Comparison of CIP Consultant Contract Dollars and Awards

Total Dollars Awarded

FY14-15

FY15-16

FY16-17

FY17-18

FY18-19

$24.1M

$74.6

$31.8

$34.8

$34.7

Local Consultants

$13.8

57%

$66.3

89%

$22.7

71%

$11.7

34%

$20.8

6%

Small Consultants

$4.4

18%

$1.3

2%

$2.7

8%

$1.2

3%

$15.9

46%

32

Total Contracts Awarded

18

26

22

26

Local Consultants

19

59%

13

72%

16

62%

11

50%

18

69%

Small Consultants

8

25%

2

11%

6

23%

4

18%

11

42%

Consultant procurement activity tends to vary depending on project resource needs and the
longevity of prior contracts. For FY18-19, the number of consultant contract awards (26) was
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within range of the previous fiscal years, but remained consistent with a cyclical pattern of
fluctuation.
In FY18-19 the percentage of local consultant contract awards (69%) and the percentage of
dollars awarded to local consultants (60% = $20.8 million) increased significantly from the prior
fiscal year. The percentage of small consultant firms (who are also local per Muni Code
definition) contract awards (42%) and the percentage of dollars awarded (46% = $15.9 million)
was the highest it has been the last five fiscal years. This reflects that local and small consulting
firms remain competitive and are awarded a significantly large portion of the CIP consulting
opportunities.
Chart 3 shows the CIP consultant contract award data from Table 3 graphically. As mentioned
above, there is annual variability to the number of consultant contracts procured in the CIP.
While the awards to local and small firms fluctuate as well, they are significantly present each
year.
Chart 3: 5-Year Comparison of CIP Consultant Contract Awards
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Chart 4 below shows the number of CIP consultant dollar awards for the past five fiscal years.
Again, there is annual variability to the amount of consultant contracts procured in the CIP, local
and small firms are consistently awarded a meaningful portion of the available dollars.
Efforts to increase small/local construction contractors
The program acknowledges the decline in local and small business construction contract awards
in FY18-19 and does not have the data to determine the reasoning for the decline. The program
does know that the frequency of local and small business participation on construction bids
increased from prior FY, however, the reasoning for not being the lowest bidder is undetermined.
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In addition to the City Charter and Municipal Code updates, the program has the following two
efforts underway with a goal of increasing local/small contractor participation on City projects.
Public Works Contracting Program
On October 8, 2019, Council approved completion of Council Priority #3- Disadvantaged
Business Enterprises. Work continues on the Council approved program- Public Works
Contracting Program (PWCP). The PWCP focuses on education, outreach, and support through
the following:


Public Works Academy
The Public Works Academy is designed to inform contractors of contract
opportunities through “Opportunity Awareness Events” as well as educate them
on how to manage a public works contract through “Construction Contracting
Seminars”. In 2019, The Public Works Department hosted six opportunity
awareness events. These events were attended by 80 vendors of which 70% were
located within Santa Clara County. The Department also hosted two sets of
educational seminars. These seminars were attended by 45 vendors of which 80%
were local businesses. These programs are continuing with two opportunity
awareness event scheduled for early Spring 2020 and a series of Construction
Contracting Seminars starting April 2020.



Minor Contract Prequalification Program
The Minor Contract Prequalification Program is designed to offer opportunities to
informally bid on minor public works contracts. Currently, unlike major public
works construction contracts, minor public works contracts are not subject to the
City Charter’s bidding requirements and can be informally bid by a selected group
of contractors who meet the bid requirements. This prequalification processes
allows contractors to take care of the City’s contractual requirements for projects
in advance of bidding so they can be better prepared to quickly take advantage of
opportunities. This program launched in early 2019 with the establishment of its
first prequalification pool for minor street projects. Since then, the department has
added five new prequalification pools which include electrical, mechanical,
plumbing, general building and general parks contractors. In total, the six
established pools consist of 27 pre-qualified contractors of which 59% are local
businesses and 37% are local and small businesses. The Public Works Academy’s
Construction Contracting Seminars are tied into this program as any contractor
who completes the seminars will have a portion of the experience requirement
waived.



Local and Small Business Preference
As mentioned, on October 24, 2019, Council approved municipal code changes
went into effect. One of these changes was the requirement that the Director of
Public Works to give a 2.5% preference for local contractors and a 2.5%
preference for small and local contractors on all public works contracts that are
$600,000 or less.
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Local Chambers Business Grant Program
The Local Chambers Business Grant Program has been established as part of the City’s general
outreach plan in response to the 2018-2019 Mayor’s June Budget Message. The grant was issued
to the Hispanic Chamber of Commerce, the Silicon Valley Black Chamber of Commerce, and
the Silicon Valley Vietnamese American Chamber of Commerce in the amount of $25,000 each.
Using the grant funding, the Chambers will provide City procurement workshops throughout
2020 to educate perspective businesses on the requirements of doing business with the City, as
well as one on one counseling to directly assist businesses.
Performance Measures
The program will continue to track various data points in order to establish benchmarking
measures. Since the department currently does not have a robust historical data set, the success
of the program will be evaluated through contractor participation in the Public Works Academy,
participation in the Minor Prequalification pools with the end result of contracts awarded to
participants.
In addition to tracking local/small business participation, Public Works will also start obtaining
additional program participation data such as Women-owned Business Enterprise (WBE),
Minority-owned Business Enterprise (MBE), Disadvantage Business Enterprise (DBE), Lesbian,
Gay, Bisexual, and Transgender Business Enterprise (LGBTBE) and Veteran Owned Small
Business (VOSB). Due to legal constraints, the City will not be able to make any specific
procurement decisions based on this information; however, this information gives the City
valuable data on the types of businesses being awarded City contracts. This data will be
presented in the next CIP Annual Report.
The program will also continue to coordinate with the Small Business Advisory Task Force
(SBATF) to obtain feedback on the program’s progress as well as provide an opportunity to
improve small business outreach and communication of contract opportunities and Public Works
Academy events.
Conclusion
Considering the opportunities available to local and small businesses to contract with the City,
they are typically very successful competing for contracts. It is important to note that many of
the City’s CIP construction and consultant contracts are large-scale and suited for larger and
well-resourced firms. However, staff will continue to seek opportunities to provide smaller
project offerings directly to local/small construction firms using the minor (< $600,000) contract
process and by facilitating their ability to serve as subcontractors on larger projects. The Finance
and Public Works Departments will continue to track local and small business data in City
contract awards in an effort to keep track of participation levels.

City of San José
Small Business Advisory
Task Force (SBATF)
By-Laws
Last Updated on 4/4/1801/09/20

I.

MISSION
A. The mission of the City of San José’s Small Business Advisory Task Force (SBATF) is
to provide a voice to the small business community within the City of San José in order
to affect public policy relevant to small businesses through direction to the San José City
Council.

II.

FUNCTIONS, POWERS & DUTIES
A. The Task Force shall study, review, evaluate and make recommendations to the City
Council regarding issues, policies, and programs affecting the small business community
within the City of San José

III.

MEMBERSHIP
A. Qualifications for a Voting Member
1. Must submit a completed Membership Application Form
2. Must represent one of the following:
a) Chamber of Commerce
b) Non-profit that provides small business services
c) Small Business owner registered and located in the City of San José
3. Must attend at least two meetings prior to being considered by the Task Force
voting membership to be added as a voting member
B. Voting Membership
1. Shall consist of a total of nine voting members
2. Shall consist of the following organizations and individuals:
a) Councilmember from San Jose City Council District 1
b) Hispanic Chamber of Commerce Silicon Valley
c) FilAm Chamber of Commerce Silicon Valley
d) Rainbow Chamber of Commerce
e) Silicon Valley Chinese Technology & Business Association
f) Silicon Valley Black Chamber of Commerce
g) Silicon Valley Organization
h) Silicon Valley Vietnamese American Chamber of Commerce
i) Member at Large
1

3. Designated representatives for voting members are allowed and any of the voting
membership above may send a designated representative to any individual task
force meeting
a) Designated representatives are allowed the same voting privileges as the
voting member they represent
C. Membership may be altered through the By-Law Amendments process

IV.

MEETINGS
A. Regular Meetings
1. Shall be held monthly
2. The Voting Membership may decide by majority vote to replace a meeting with
an event at their discretion or cancel a meeting.
3. All meetings are public meetings and shall be open attendance for anyone who
may want to attend
B. Quorum
1. Shall consist of at least a majority (at least more than 50%) of the current voting
membership
C. Attendance
1. Excused Absences
a) An absence may be Excused if the Voting Member notifies the Chair of
the Task Force of the absence because of an:
(1) Illness of the voting member
(2) Illness or death of a voting member’s family member
(3) Emergency as verified by the Chair
(4) Special circumstances as recognized by the Chair
2. Unexcused Absences
a) Unexcused absences are those that do not qualify as an excused absence
b) More than three unexcused absences in a year period of voting members
shall result in an automatic resignation from this Task Force
D. Conduct of Business
1. The Task Force shall follow Robert’s Rules of Order most recently revised
1.2. Task Force Members shall follow the Code of Conduct, Attachment A.
E. Placing Items on the Agenda
1. The Chair may place an item on the agenda with the approval of the voting
members during the agendized meeting; and
2. Members of the Task Force may request the Chair to place items on the agenda;
and
3. Members of the Task Force may vote to place items on the agenda of subsequent
meetings.

V.

OFFICERS
A. The officers of the Task Force shall consist of the Chair and the Vice-Chair
B. Chair
1. Role
2
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a) To set the agenda, run meetings, coordinate logistics, research policy,
and plan events.
C. Vice-Chair
1. Role
a) To support the Chair in setting the agenda, running the meeting, and
coordinating logistics, policy research, and event planning.
b) In the Absence of the Chair, shall assume the role of the Chair
D. Chair Pro Tempore
1. Temporary Appointment
a) In the Absence of the Chair and Vice-Chair, can be appointed by the
majority of the rest of the present voting membership at each individual
meeting to run the meeting
b) Shall assume the role of the Chair for the duration of the temporary
appointment

VI.

ELECTION OF OFFICERS
A. Nominations
1. Shall take place at the regularly scheduled October meeting annually
2. Must be made by a Task Force Member (including self-nominations) or their
designated representative(s) and requires a second
3. Task Force Members or their designated representative(s) must be present to
choose whether or not to accept the nomination by the end of the same meeting
B. Elections
1. Shall take place at the regularly scheduled November meeting
2. The agenda of the election shall be at the discretion of the current Chair and
Vice-Chair and must provide an equal opportunity to all candidates for each
position
3. The Task Force Members or their designated representatives, must be present to
participate in the election process
4. Terms
a) Each term shall last for the duration of one year from the December in
which they are sworn in to the following December in which they are
sworn out or resworn in
b) There are no term-limits for the Chair and Vice-Chair officer positions
5. Participation
a) Only voting members may vote for a New Chair and Vice-Chair
C. Special Elections
1. The Chair or a majority of voting members may bring to a vote whether to host a
special election to fill the remainder of a term of a vacancy of an officer position.
a) If the vote passes, then the voting membership will nominate candidates
to fill the vacancy at the same meeting and regular election rules will
apply with the exception that the term duration will be to finish the
remainder of the term rather than start a new one year term
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b) The election to fill the vacancy shall occur at the following meeting.

VII.

COMMITTEES
A. The Task Force has the power to amend these By-Laws to create committees that will
have definitions for the role, scope and meeting requirements for each committee.

VIII.

TASK FORCE CO-SPONSORSHIP OF EVENTS
A. Co-Sponsorship of events, letters, and other related correspondence shall come to a Task
Force vote whether the vote take place during a meeting or online.
B. Items up for consideration of co-sponsorship must provide the following details when
being considered:
1. The Name of the Requesting Organization(s)
2. The Point(s) of Contact: Name, Title, Organization, Email, Phone Number
3. A formal written request with an indicated deadline

IX.

BY-LAW AMENDMENTS
A. Any Task Force Voting Member may propose amendments to the Bylaws to the Chair of
the Task Force
B. Voting Members shall review the proposed amendments prior to the meeting in which
they will vote on those proposed amendments
C. By-Law amendments shall take effect immediately after vote of approval by the voting
membership.
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Attachment A: Code of Conduct
The following code of conduct applies to all Task Force Members of the Small Business
Advisory Task Force.
1. All Members shall be professional, respectful and courteous to staff and the public.
2. Strive to attend all meetings, sending apologies to the chair or staff liaison for necessary
absences.
3. Arrive on time. Stay to the end. Attendance means attending at least 50% of the duration of
the entire meeting. Attending less than 50% of the duration of the entire meeting is
considered an absence.
4. Prepare for the meeting by reading the agenda, papers and any emails before the meeting.
5. Talk to the chair or staff liaison before the meeting if you need to clarify anything.
6. Participate fully in the meeting;
 Listen to what others have to say and keep an open mind.
 Contribute positively to the discussions.
 Be concise.
7. Help others concentrate on the meeting. Discourage side conversations.
8. Have the best interests of the organization/beneficiaries in mind at all times
9. Draw attention to any potential conflicts of interest that may arise in the meeting.
10. Fulfill any responsibilities assigned to you at the meeting and be prepared to report back on
your progress at the next meeting.
11. Act in good faith and lay aside all private and personal interests in order to participate in
collective decision-making.
12. Should any grievances occur, address directly with the Chair, who will facilitate and
determine the appropriate remedial or corrective action.
13. Exercise reasonable care, diligence, and skill at all times in carrying out your duties.

