
TOWN OF DANBURY, NEW HAMPSHIRE 

ZONING BOARD OF ADJUSTMENTS 

RULES OF PROCEDURE 

The primary obligation of ZBA members is to serve the public interest, and to conduct themselves so as to 
maintain public confidence in the ZBA and the conduct of its business. 

Officers 

1. A Chairperson shall be elected annually by a majority vote of the Board at the 1st meeting following town
election at the call of the Chair. The Chairperson shall preside over all meetings and hearings, appoint such
committees as directed by the Board and shall affix his/her signature in the name of the Board. The Chair
shall have the authority to preserve order at all meetings and hearings and can request attendees to maintain
appropriate conduct or request them to leave. The Chair shall prepare a yearly report of the Board's
activities for publication in the Town's Annual Report and perform all other duties of the presiding officer.

2. A Co-Chairperson shall be elected annually by a majority vote of the Board at the 1st meeting following
town election at the call of the Chair. The Co-Chairperson shall preside in the absence of the Chairperson
and shall have the full powers of the Chairperson on matters which come before the Board during the
absence of the Chairperson.

3. A Secretary shall be elected annually by a majority vote of the Board at the1st meeting following town
election at the call of the Chair. The secretary shall maintain a record of all meetings, transactions and
decisions of the Board, and perform such other duties as the Board may direct in the absence of the clerk.

4. A clerk shall be hired to prepare accurate minutes of the meetings of the ZBA, shall be responsible to see 
that all required notices are posted, published and mailed prior to each such meeting and shall perfonn any
other duties as directed by the Chairperson. The clerk shall have no vote.

5. All officers shall serve for one year and shall be eligible for re-election.

Members and Alternates 

1. Up to three alternate members shall be appointed by the Board and should attend all meetings to 
familiarize themselves with the workings of the Board and to stand ready to serve whenever a regular
member of the Board is unable to fulfill his/her responsibilities.

2. At meetings of the ZBA, alternates who are not activated to fill the seat of an absent or recused member or 
who have not been appointed by the Chair to temporarily fill the unexpired term or a vacancy, may
participate with the Board in a limited capacity. During a public hearing, alternates may sit at the table with
the regular members and may view documents, listen to testimony, ask questions and interact with other
Board members, the applicant, abutters and the public. Alternates shall not be allowed to make or second
motions. Once the Board moves into deliberations, alternates shall remove themselves from the table and
no longer participate with the Board. During work sessions or portions of meetings that do not include a
public hearing. alternates may fully participate, exclusive of any motions or votes that may be made. At all
times, the Chair shall fully infonn the public of the status of any altemate present and identify the members
who shall be voting on the application.
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