
Conducting an Open Meeting 
 

Chair/Vice-Chair conducts meeting in accordance to Open Meeting Law. 
 

Wisconsin Open Meetings Law was created to enable the public to have the fullest and 
most complete information regarding the affairs of government as is compatible with the 
conduct of government business.  The law requires that all meetings of all state and 
local governmental bodies shall be publicly held in places with reasonable accessible to 
members of the public and shall be open to all citizens at all times unless otherwise 
expressly provided by law (Closed Session). 
 

What is considered governmental bodies   
Governmental bodies are any local agency, board, commission, committee, council, 
department or public body corporate and politic created by constitution, statue, 
ordinance, rule or order.   
 

A meeting is defined as a gathering of members of a governmental body for the purpose 
of exercising responsibilities and authority vested in the body.   
 

Public notice is required for every meeting of a governmental body.  The agenda is the 
public notice.  The public notice must specify the time, date, place and subject matter of 
the meeting.  The public notice must be posted at least 24 hours before the meeting.  
The law does allow shorter notice may be given for good cause, but not less than 2 
hours.  The public notice must be specific enough to let people interested in a matter 
know that it will be addressed.  The Attorney General advises that subjects designated 
simply as “old business”, “new business”, “miscellaneous business” or “any matters that 
may come before the board” without further subject designation are inherently 
insufficient notice.  Agenda heading is Action Items, then the topics to be 
discussed/acted on are listed. 
 

If it is anticipated that a Closed Session will be needed, it must be notice on the agenda.  
Reasons for a Closed Session would be employee issues, negotiations, conferring with 
legal counsel on legal matters.  
 

If the Commission would like to allow the public to speak at their meeting it must be 
noticed on the agenda.  The public can make suggestions/recommendations, but he 
Commission cannot act on the suggestions/recommendation until it is properly 
noticed/listed on the agenda.  You can add it to the next meeting’s agenda. 
 

Penalties for not following Open Meeting Law 
Forfeitures of $25-300 can be levied against governmental body members who violate 
the Open Meetings Law.  Or any action taken by the governmental body can be nullified 
if it is determined the action was taken in violation of the Open Meeting law. 
 

When conducting a meeting, the Chair or Vice-Chair needs to stick to the agenda (a/k/a 
public notice).  If the members start to get off track, it’s the Chair’s responsibility to get 
them back on track.  If there is a topic that is not on the agenda but members would like 
to discuss, it should be put on the agenda of a future meeting. 








