THE MANDATORY ORGANIZATION MEETING PROCEDURE

According to section 1001 of the Borough Code, borough councils are to hold a mandatory organization meeting on the first Monday in January of each even‐numbered year unless it is a holiday. When the day falls on a holiday, the organization meeting takes place the following day. The next scheduled organization meeting will be on Monday, January 5, 2026. 

What is required by law to take place at the mandatory organization meeting?

Step One. ADVERTISE: The meeting needs to be advertised once in a newspaper of general circulation, according to the Sunshine Act, at least three days in advance of the meeting. 
Step Two. CREATE AGENDA: Post the agenda on the borough’s website (if you have one) 24 hours in advance of the meeting. If you do not have a website, you are not required to get one for this posting requirement. Ensure a copy of the agenda is posted at the municipal office as well as the meeting location.
Step Three. MAYOR SWORN IN: If a Mayor has been newly elected or reelected, they must first present a notarized Affidavit of Residency prior to taking the oath of office. The oath of office is administered by a Judge, Notary Public, or a Magisterial District Judge. A written copy of the Oath of Office and the Affidavit of Residency shall be filed with the borough secretary and retained in the borough office for six years. Newly elected and reelected council members shall also present a notarized Affidavit of Residency prior to taking the Oath of Office from the Mayor (after they have qualified and taken the Oath of Office), Judge, Notary Public, or a Magisterial District Judge. Failure to provide the Affidavit of Residency means the official‐elect cannot take the Oath of Office and cannot be seated as a borough official. The official‐elect shall present the mandated Affidavit of Residency no later than ten days following the date of the mandatory organization meeting to qualify.
Step Four. MAYOR PRESIDES: The Mayor presides over the meeting until officers (the president and vice president) are elected. The Mayor is deemed to be a member of council for the mandatory organization meeting only if their membership is needed to make up a quorum. The Mayor only votes at the mandatory organization meeting if their vote is needed to break a tie or split vote. If the Mayor is absent, then the council members choose one council member to preside over the meeting until officers are elected.
Step Five. NOMINATION AND ELECTION OF OFFICERS: The Mayor, or presiding council member, accepts nominations for the office of president of council. Nominations do not require a second and the names nominated are voted in the order that the nominations are made. Voting continues until one nominee attains a majority vote. The process is repeated for vice president. Once the officers are elected, the mayor turns the gavel over to the newly elected president. The State Ethics Law applies to the question whether nominees for president may vote for themselves and only the borough solicitor shall have the authority to render a legal opinion on that question.
Step Six. OTHER BUSINESS: After the new Council is seated, it is able to conduct any other Council business on the meeting agenda. This can include reopening the budget if the Council desires. The chairperson of the Vacancy Board is ordinarily selected at this meeting. Often, Councils will select a president pro tem to serve as chair in the absence of the president and vice president. A Council may choose to adopt Rules of Order governing the conduct of Council meetings, including guidelines for compliance with the Sunshine Act. The selection (and advertising) of the upcoming year's regular Council meetings is often addressed at this meeting. The president may name committee memberships at this meeting. Note that committee appointments are ordinarily the prerogative of the council president. 

Oath of Office:
"I do solemnly swear (or affirm) that I will support, obey and defend the Constitution of the United States and the Constitution of this Commonwealth and that I will discharge the duties of my office with fidelity."
The oath of office was made official and mandatory under Act 76 of 2008.  
Documents on the Oath of Office may be found on PSAB’s website under the Research tab, Governing Resources, Borough Council.


SAMPLE BOROUGH ORGANIZATION MEETING AGENDA


I. CALL REORGANIZATION MEETING TO ORDER
The Honorable ________________, Mayor presiding 

II. PLEDGE OF ALLEGIANCE
 
III. ROLL CALL
 
IV. ACKNOWLEDGEMENT OF ELECTION CERTIFICATES & RESIDENCY AFFIDAVITS
The Borough Secretary affirms receipt of election certificates and residency affidavits and confirms those incoming Councilmembers have been duly sworn in prior to the organization meeting.

Those newly elected and re-elected officials not sworn in prior to this time are sworn in by the Mayor, Judge, Magisterial District Judge, or Notary in attendance.
 
A. NOMINATION & ELECTION OF PRESIDENT
1. Mayor opens the floor for nominations
2. Nominations are closed when no further names are put forth
3. Nominations are considered in the order received until a majority is achieved
 
B. NOMINATION & ELECTION OF VICE PRESIDENT
1. Mayor opens the floor for nominations
2. Nominations are closed when no further names are put forth
3. Nominations are considered in the order received until a majority is achieved
4. The gavel is passed to the new Council President

C. NOMINATION & ELECTION OF PRESIDENT PRO TEM *
1. Council President opens the floor for nominations
2. Nominations are closed when no further names are put forth
3. Nominations are considered in the order received until a majority is achieved
 
V. CONDUCT OF COUNCIL MEETINGS
a. Council may elect to adopt Robert’s Rules of order as a general guide for its meetings
b. Council may elect to adopt meeting procedures policy
 
VI. 2026 MEETING SCHEDULE
c. Motion to approve the 2026 meeting schedule as follows:
d. Council Work Session Meetings—____________ of each month, ____ p.m. *
e. Council Business Meetings—______________ of each month, _____ p.m.
 
VII. COUNCIL COMMITTEE ASSIGNMENTS *
a. Administration Committee
b. Community Development/Parks & Recreation Committee
c. Public Safety & Emergency Management Committee
d. Sewer Committee
e. Stormwater Committee
f. Streets Committee
g. Zoning & Ordinance Committee
h. Finance Committee
 
VIII. COUNCIL APPOINTMENTS TO OUTSIDE BOARDS & COMMISSIONS *
a. COG?
i. Delegate—
ii. Alternate—
b. __________________Board 
i. Delegate—
ii. Alternate—
c. Act 32 County Tax Collection Committee 
i. Delegate—
ii. Alternate—
d. Regional Fire Commission 
i. Delegate—
ii. Alternate —
e. Regional Recreation Commission 
i. Delegate—
ii. Alternate—
f. Regional Police Commission 
i. Delegate—
ii. Alternate--
g. _______ School District 
i. Delegate—
ii. Alternate—
h. UCC Appeals Board Appointment
i. Pennsylvania State Association of Boroughs Annual Conference Voting Delegate
i. Delegate-
ii. Alternate-
j. County Boroughs Association Delegates
i. Delegate-
ii. Delegate-		

IX. APPOINTMENTS TO BOARDS & COMMISSIONS *
a. Planning Commission..................................(___-year term expiring 12/31/__)
b. Zoning Hearing Board……………………….(___-year term expiring 12/31/__)
c. Municipal Authority......................................(___-year term expiring 12/31/__)
d. Shade Tree Commission.............................(___-year term expiring 12/31/__)
e. HARB Member............................................(___-year term expiring 12/31/__)
f. Vacancy Board Chair...................................(___-year term expiring 12/31/__)
 
X. OTHER BOROUGH APPOINTMENTS *
a. Borough Manager……………………………… 
b. Borough Treasurer.................................. 
c. Borough Secretary ................................................. 
d. Appointed Auditor……………………………………………
e. Assistant Borough Secretary……………………………
f. Assistant Borough Treasurer............................... 
g. Borough Zoning Officer........................................................ 
h. Right-to-Know Officer............................................ 
i. HIPAA Privacy Officer............................................. 
j. Borough Solicitor.................................................... 
k. Special Labor Counsel...................................................... 
l. Borough Engineer.................................................. 
m. Borough Sewage Enforcement Officer (SEO)…………………
n. Building Code Official (OR THIRD-PARTY AGENCY) .............................................
o. Code Enforcement Officer 
p. Emergency Management Coordinator……………………………
q. Deputy Emergency Management Coordinator…………………………………

XI. OTHER BUSINESS *
a. Adoption of the fixed mileage rate – (____ cents is the optional rate issued by the IRS)
b. Appointment of a depository for all the Borough funds
i. Short Term: …………………………………
ii. Long Term: …………………………………
iii. Investment Trust: ………………………….
c. Account Signatories
 
XII. ADJOURN REORGANIZATION MEETING

* Each municipality will determine the particulars of these items

FREQUENTLY ASKED QUESTIONS ABOUT THE PRE‐REORGANIZATION PROCESS

Q. Where do I obtain a copy of an Affidavit of Residency form?

A. Click here to view the sample unnotarized affidavit on DCED’s website. The secretary must put this on the borough's letterhead. The borough official‐elect must take this form to a bona fide notary public and after swearing under penalty of perjury that he is eligible to hold borough office and then the notary attaches his/her seal. This does not apply to boroughs with a population less than 150 residents. 

	An unsworn declaration in lieu of a notarized affidavit of residency can be found on PSAB’s website (www.boroughs.org) under the Research tab, Governing Resources, Borough Council.

Q. Why doesn't the county board of elections have any information about this affidavit or the form?

A. The Affidavit of Residency is required in accordance with the Borough Code and not the Election Code. The county board of elections does not work with the municipal codes.

Q. At least two newly elected council members will be on vacation on the Reorganization meeting date. Can they be sworn in when they return?

A. First, according to section 903 of the Borough Code "if an individual, elected or appointed as a member of council and notified of election or appointment refuses or neglects to qualify as a member of council within ten days following the beginning of the individual's term of office, unless prevented by sickness or necessary absence from the borough, the council acting without the individual, may declare the individual's office as a member of council vacant and may fill the vacancy in as provided in section 901 of the Borough Code."

However, a second non‐legal opinion, and not authorized by any statute some believe that the council member‐elect can take the oath of office any time after the results of the General Election are certified however that council member‐elect has no rights until after January 5, 2026. Please ask the borough solicitor for their legal advice on the validity of this early oath.

Q. Our monthly council meeting is the first Thursday of the month. Can't we wait until then to hold the reorganization meeting?

A. No. Section 1001 of the Borough Code mandates the meeting date, and the council has no statutory authority to change it unless it is due to an emergency (blizzard). There are also practical considerations to be aware of in the event there is a borough‐wide emergency and for payroll checks to be signed.
The information contained in this document does not represent legal advice.

