TOWN OF TIBURON LATE MAIL POLICY
(Adopted and Effective 11/7/2007)

The following policy shall be used by the Town Council and its standing boards and
commissions, and by staff of the Town of Tiburon, in the identification, distribution and
consideration of late mail.

DEFINITION

“Late Mail” is defined as correspondence or other materials that are received by the Town after
completion of the written staff report on an agenda item, in such a manner as to preclude such
correspondence or other materials from being addressed in or attached to the staff report as an
exhibit.

IDENTIFICATION OF LATE MAIL

All late mail received by Town Staff in advance of a meeting shall be marked “Late Mail” and
shall be date-stamped or marked with the date of receipt by the Town. Late mail received at a
meeting shall be marked as “Received at Meeting” with a date-stamp or handwritten note.

POLICY
For regular meetings of the Town Council and its standing boards and commissions:

(1) All late mail that is received on an agenda item prior to distribution of the agenda packet
to the reviewing authority shall be stamped or marked as “Late Mail” and shall be
distributed to the reviewing authority with the agenda packet.

(2) All late mail received on an agenda item before 5:00 PM on the Monday prior to the
meeting shall be date-stamped and marked as “Late Mail” and distributed to the reviewing
authority as soon as practicable. Such mail shall be read and considered by the reviewing
authority whenever possible. If the Monday, or Monday and Tuesday, prior to the
meeting are a Town-recognized holiday, the deadline shall be extended to the following
day at Noon.

(3) Any late mail received on an agenda item after the deadline established in paragraph (2)
above shall be date-stamped, marked as “Late Mail” and distributed to the reviewing
authority as soon as reasonably possible, but may not be read or considered by the
reviewing authority. There should be no expectation of, nor shall the reviewing authority
have any obligation to, read or consider any such late mail, and therefore such late mail
may not become part of the administrative record for the item before the reviewing
authority.

These provisions shall also apply to special and adjourned meetings when sufficient lead time
exists to implement these provisions. If sufficient lead time does not exist, the Town Manager
shall exercise discretion in establishing a reasonable cut-off time for late mail. For controversial
items or at any meeting where a high volume of correspondence is anticipated, Town staff shall
have the option to require an earlier late mail deadline, provided that the written public notice for
any such item clearly communicates the specifics of the early late mail deadline, and the deadline
corresponds appropriately to any earlier availability of the agenda packet.

Pursuant to state law, copies of all late mail shall be available in a timely fashion for public
inspection at Tiburon Town Hall, 1505 Tiburon Boulevard, Tiburon.



