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ARTICLE 3 - MEETINGS 

Section 3.1 - Time and Location 
A. Regular Meetings. Unless circumstances dictate otherwise, the Board shall meet every month at 9:00 a.m. on 

the second Thursday, or at such other time as the Board shall determine, provided that appropriate public 
notice is provided. 

B. Location. Unless circumstances dictate otherwise, meetings will be held in the election office. 
C. Notice. Except as provided in §E and §F below, public notice of regular meetings shall be given at least one 

week prior to the meeting.1 
D. Cancellation of Regular Meeting. The President may cancel a regular meeting of the Board if he or she 

determines that there is no new business that needs to be shared with or acted upon by the Board. 
1. Notice of cancellation for lack of new business or the inability    of a quorum of members to 

attend shall be given at least one week prior to the meeting if those circumstances are known 
at that time. 

2. Notice of cancellation for lack of a quorum or circumstances arising during the week before the 
meeting shall be given as soon as practicable after the reason is known. 

E.      Special Meetings. The President may call a special meeting. Except for meetings convened to 
address issues that arise during an election, including early voting, election day, and canvassing, 
the Board shall not take any votes at a special meeting unless three days prior notice has been 
given to all members, staff and the public. 

F.       When, during an election canvassing event, the canvassing scheduling is altered which 
adversely affects a previously scheduled Board Meeting, the Board President (or Board Vice 
President in the Presidents’ absence) may, with a bi-partisan approval from the remaining 
majority of the Board, reschedule the affected Board Meeting giving less than the one-week 
public notice in “C” above, but in no event less than 48 hours’ notice of the need to reschedule. 

 

Section 3.2 - Rules of Order 
A Quorum 

1. Quorum for meetings as the Board and when constituted as the Board of Canvassers. 
a. There shall be a quorum to hold a meeting. 
b. A quorum of the Board shall consist of a majority of the membership and at 

least one member of each political party. 
c. If there is a vacancy, a quorum shall consist of a majority of members currently serving on the 

Board, and at least one member of each political party. 
d. There shall be no effect on the quorum when a member abstains or declines to vote 

or if a member is disqualified from participating under §4.3 below. 
2. Quorum for meetings when the Board is constituted as the Board of Canvassers. 

a. There shall be a quorum to hold a meeting. 
b. A quorum of the Board of Canvassers shall consist of a majority of the membership and at least one 

member of each political party. 
c. If there is a vacancy, a quorum shall consist of a majority of members currently serving on the 

Board. 
d. There shall be no effect on the quorum when a member abstains or declines to vote or if a member is 

disqualified from participating under § 4.3 below.  
B. Participation in Meetings 

1. Any member may make and second motions. 
 
1 Section 2-303(h) of the Election Law Article (Amended by Chapter 221 (2023) (introduced as House Bill 410)) establishes additional notice 
requirements for meetings at which proposed polling place changes may be made.  
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2. Any member can vote on motions. 
3.  Public participation at a meeting shall be approved by the President either in advance or 

at the meeting if time and circumstances permit. 
4. Participation at meetings may be in person or via phone or video conferencing. 

C. Open Meetings Act Compliance 
1. The Board shall follow the requirements of the Open Meetings Act as specified under 

Title 3 of the General Provisions Article.2 
2. The Open Meetings Act applies whenever three or more members of the Board, 

regardless of their respective party affiliations, meet in person, by phone, or other means 
(including email) and discuss a matter that is not an administrative function.  

3. At least one member (preferably two members) shall be trained in the Open Meetings Act. 3 
4. A member trained on the Open Meetings Act shall provide the Election Director with  a certificate of 

completion. 
5. A Board cannot meet in closed session if none of the members completed the Open Meetings Act 

training.  
6. In the absence of the trained member, a Board may not meet in closed session until the presiding officer 

has completed the Compliance Checklist. 
7. A quorum may not consider public business without giving reasonable advance notice to the public of an 

open meeting. 

Section 3.3 - Meeting Agenda and Minutes 
A. Agenda. Each regular Board meeting shall include the following agenda items: 

1. Declaration of Quorum Present 
2. Approval of prior Board Meeting Minutes 
3. Additions to the Agenda 
4. Election Director's Report 
5. Board Attorney's Report 
6. Old Business (including specifically identifying any policies affecting voting rights to be considered at the 

Board meeting) 
7. New Business (including specifically identifying any policies affecting voting rights to be considered at 

the Board meeting) 
8. Disclosures 
9. Confirmation of Next Meeting 
10. Closed Session (if needed) 
11. Adjournment 

B. Additional Topics. 
1. The President or Vice President, at their discretion, may add before the meeting additional 

topics. 
2. If the new topic is identified at least one day before the meeting, the agenda should be 

updated to reflect the new topic and re-posted. 
C. Duties of Election Director. The Election Director or the Director's designee shall: 

1. Before each meeting (and, where policies affective voting rights will be considered, at least 48 hours before 
the meeting), make the agenda available to the public; 

2. At each meeting, provide a written report of the office's activities since the last meeting, 

 
2 For information and guidance on the Open Meetings Act, see the Compliance Checklist and other resources on the open meetings 
page of the Attorney General's website. See www.marylandattorneygeneral.gov/Pages/OpenGov/Openmeetings/defaultaspx. 
 
3 This training is available at https://www.igsr.umd.edu/VLC/OMA/class_oma_title.php. 
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including information on personnel changes, meetings attended, significant correspondence 
received, voter registration activities, voting system activities, candidate filings, precinct and 
polling issues, and other projects or initiatives undertaken by the office; 

3. At each meeting, provide a verbal summary of the office's activities since the last meeting; 
4. Except as provided in §D(2) below, prepare a meeting summary or minutes for both open and 

closed meetings; and 
5. Transmit to SBE approved meeting minutes within five days of approval. 

D. Minutes. 
1. Minutes shall be prepared in accordance with SBE’s Guidelines for Conducting Meetings and Writing 

Minutes.4 
2. If the Election Director or staff does not attend a closed meeting, the Board attorney or one of the members 

shall prepare the minutes and a summary (for the open meeting minutes) of the closed meeting. 
3. Full minutes of open meetings and summaries of closed meetings shall be presented for approval at the next 

Board meeting.   
4. Full minutes of closed meetings shall be presented for approval at the next closed meeting held by the Board 

and ratified at the next Board meeting as long as ratification at an open meeting does not jeopardize the need 
to preserve the discussion of the closed meeting. After approval, minutes of a closed meeting shall be stored 
in a sealed envelope in a secure location that only the Election Director can access. 

 
  

 
4  This document is available on SBE’s Online Library under “LBE Resources” and “Reference Materials.” 
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