TOWN OF CHEVY CHASE
COUNCIL MEETING
TOWN HALL
December 11, 2013
6:00 p.m.:

The Town Council will meet in closed session pursuant to Maryland Code,
State Government Article, Section 10-508(a)(1) to discuss a personnel matter.

I.

GENERAL BUSINESS (7:00-7:15 p.m.)
A. Call to Order
B. Pledge Allegiance to the Flag
C. Approval of Minutes of November 2013 Council Meeting & Executive
Session
D. Approval of November 2013 Financial Report
E. Town Manager’s Report
F. Public Comments

II.

VARIANCE HEARINGS (7:15-8:30 p.m.)
A. Chow and Tep, 7202 Oakridge Avenue, Rear Yard and Side Yard Setback
B. Morris, 4307 Bradley Lane, Generator Setback

III.

PUBLIC HEARINGS & COUNCIL ACTIONS (8:30-9:00 p.m.)
A. Public Hearing on an Ordinance to Amend the Town Code to Eliminate the
Permitting Requirements and Height Restrictions for Front Yard Hedges

IV.

DISCUSSIONS & PRESENTATIONS (9:00-9:45 p.m.)
A. Standard Operating Procedures for Overgrown Vegetation Management
B. Town Election Procedures/Regulations
C. Town Contribution Policy
D. Meadow Lane Preliminary Landscaping Plan
E. Lee Dennison Bequest

V.

NEW BUSINESS (9:45-10:00 p.m.)

VI.

ADJOURNMENT (10:00 p.m.)

MEMORANDUM
TO:
FR:
RE:
DATE:

I-E

Town Council
Todd Hoffman, Town Manager
Town Manager’s Report
December 11, 2013

This report highlights many of the initiatives undertaken by Town staff over the past month. In
the interest of brevity, I have not included ongoing staff functions. Please let me know if you
have any questions or need additional information.
Committee/Board/Commission Interface:
 Worked with the Community Relations Committee to plan special events.
 Assisted the Long Range Planning Committee in preparing for public forum on Town
reserves.
Special Projects:
 Prepared for and attended Public Meeting on Undergrounding Utilities.
 Prepared for Public Forum on Town Reserves.
 Awarded contract for Town composting service; Prepared for service rollout.
 Discussed status of Lawton Center solar project with County’s new Chief of Energy and
Sustainability.
 Continued researching options for street lighting improvements along E-W Highway.
 Planted fall trees.
Special Events
 Seniors and Retirees Holiday Lunch - December 18
 Winter Outerwear Drive for Interfaith Works - January 1 - 31
 Movie Night for Families - January 3
 Short Films for Adults - January 10

STAFF REPORT
TO:
FR:
RE:
DATE:

II-A

Town Council
Todd Hoffman, Town Manager
Chow and Tep, 7202 Oakridge Avenue, Rear Yard and Side Yard Setback
December 11, 2013

Variance Requested:
Vicki Chow and Tonic Tep, 7202 Oakridge Avenue, are proposing to construct a new
house at this address.
Town building regulations require a minimum side yard setback of 15.6 feet from the
south side property line. As shown on the attached site plan, two areas of the house are
proposed to be located 8 feet from the south side property line; therefore a variance of 7.6
feet is required. Both of the portions projecting into the side setback have a footprint of
approximately 65 square feet for a total encroachment of approximately 130 square feet.
Town building regulations require a minimum rear yard setback of 68.3 feet from the rear
property point. The house is proposed to be located 62.1 feet from the rear property
point; therefore a variance of 6.2 feet is required. The total area of the house proposed to
encroach into the rear setback measures approximately 59 square feet.
Background:
As of December 6, the Town has not received any correspondence related to the variance
requests. Any comments received by the Town will be provided to the Council at the
public hearing.
Staff note: The following assertions summarize materials provided by the applicant in
support of the variance request. Their inclusion in the Staff Report does not intend to
convey staff support for the approval or denial of the variance request. The applicant
should indicate to the Council if any arguments have been misrepresented. Council
should consider the entire record in considering the variance requests.
Applicant Claims for the Variance Requests:
1. The variance is requested because the lot is unusually shaped. The lot is triangular
and exceptionally wide at the front building line. This creates side setbacks that are
extremely large when applied to the narrower portions of the lot. In addition, the
38.1’ established building line creates a situation where the buildable area of the lot is
forced towards the much narrower rear portion of the property. The lot depth is also
exceptionally deep as defined by the Town’s methodology (staff note: Depth is
measured by taking the average length of the side lot lines). Because of the angle of
the side lot lines, the measured lot depth is greater than it would be for a more
traditional rectangular lot, resulting in a larger rear setback.
2. Approval of the variance is requested because conforming to the Town’s building
ordinance would cause undue hardship. If the proposed house met the Town’s
setback requirement, the resulting structure and interior spaces would be affected in

shape, hampering the functionality, comfort, aesthetics, and resale value of the
property.
3. Approval of the variance will not be detrimental to the use and enjoyment of
neighboring properties. The proposed house is located farther away from the south
property line (bordering Curtis Road properties) than the existing house. The portion
of the addition that projects into the rear setback is still set back significantly from the
rear property point.
4. The request is the minimum necessary to overcome the exceptional condition that is
causing the hardship. The traditional geometry of the spaces within the proposed
building only occupy the area necessary for a well functioning aesthetic space.
5. The request does not impair the general plan of the Town. The proposed structure
adheres more closely to the current (and historic) setback regulations than the existing
structure and therefore positively reflects on the intent, purpose, and integrity of the
general plan.

STAFF REPORT
TO:
FR:
RE:
DATE:

II-B

Town Council
Todd Hoffman, Town Manager
Morris, 4307 Bradley Lane, Generator Setback
December 11, 2013

Variance Requested:
Bill and Molly Morris, 4307 Bradley Lane, are proposing to install a generator within the
east side yard of their property. Town building regulations require a minimum side yard
setback of 14 feet for the generator. The generator is proposed to be located 10.5 feet
from the east side property line; therefore, a variance of 3.5 feet is required.
Background:
As of December 6, the Town has received two letters, from 4305 and 4309 Bradley Lane,
supporting the variance request. Any additional comments received by the Town will be
provided to the Council at the public hearing.
Staff note: The following assertions summarize materials provided by the applicant in
support of the variance request. Their inclusion in the Staff Report does not intend to
convey staff support for the approval or denial of the variance request. The applicant
should indicate to the Council if any arguments have been misrepresented. Council
should consider the entire record in considering the variance requests.
Applicant Claims for the Variance Request:
1. The variance is requested because the lot is unusually shaped and has other
extraordinary conditions. The lot is exceptionally wide, which creates unusually wide
side setbacks. The proposed generator conforms to the Town’s minimum side yard
setback for standard lots. In addition, the generator could not be installed in the
originally proposed location as it was found to be too far from the gas meter.
2. Approval of the variance is requested because conforming to the Town’s building
ordinance would be impossible. The alternative location is too far from the gas
meter. The generator is also required to be at least five feet from any windows,
further limiting possible installation locations.
3. Approval of the variance will not be detrimental to the use and enjoyment of
neighboring properties. The proposed generator will be installed behind a fence and
row of mature trees. The proposed generator is an exceptionally quiet model that will
be used infrequently, minimizing the impact to neighboring properties. Neighbors
abutting the subject property on both sides have written letters supporting the
variance request.
4. The request is the minimum necessary to overcome the exceptional condition that is
causing the hardship. The location of the gas meter restricts the generator from being
installed in conforming locations. The proposed generator would be completely
obscured from anyone’s view.
5. The request does not impair the general plan of the Town. The generator exceeds the
standard setbacks applied to most lots in the Town. The proposed generator will be
hidden from view and is a quiet model.

MEMORANDUM
TO:
FR:
RE:

DATE:

III-A

Town Council
Todd Hoffman, Town Manager
Public Hearing on an Ordinance to Amend the Town Code to Eliminate
the Permitting Requirements and Height Restrictions for Front Yard
Hedges
December 11, 2013

At the December meeting, Council is scheduled to hold a public hearing on the attached
ordinance. Council introduced the ordinance at its November meeting.
Attached are the public comments the Town has received as of December 5.

Town of Chevy Chase
Building Regulations Ordinance
Resolution No.:
Introduced: November 13, 2013
Adopted: ________ __, 2013
Effective Date: ________ __, 2014
WHEREAS, Maryland Code, Local Government Article, Section 5-202, as amended,
authorizes the legislative body of each municipal corporation in the State of Maryland to pass
ordinances that such legislative body deems necessary to assure the good government of the
municipality, to protect and preserve the municipality’s rights, property and privileges, to
preserve peace and good order, to secure persons and property from danger and destruction, and
to protect the health, comfort and convenience of the citizens of the municipality;
WHEREAS, Maryland Code, Local Government Article, Section 5-211, as amended,
authorizes the legislative body of each municipal corporation in the State of Maryland to make
reasonable regulations concerning buildings to be erected within the limits of the municipality,
including a building code and the requirement for building permits;
WHEREAS, Section 301 of the Town of Chevy Chase Charter authorizes the Town
Council to pass ordinances as it may deem necessary for the good government of the Town; for
the protection and preservation of the Town’s property, rights and privileges; for the preservation
of peace and good order; for securing persons and property from violence, danger and
destruction; and for the protection and promotion of the health, safety, comfort, convenience,
welfare and happiness of the resident(s) of the Town; and for such other police and health
matters as it may deem necessary;
WHEREAS, Maryland Code, Land Use Article, Section 20-509 authorizes municipal
corporations in Montgomery County, such as the Town of Chevy Chase, to regulate fences, walls
hedges, and similar barriers;
WHEREAS, after proper notice to the public, the Town Council introduced the
following Ordinance in an open meeting conducted on the 13th day of November, 2013;
WHEREAS, to comply with Maryland Code, Land Use Article, Section 20-509, on the
1st day of November, 2013, a copy of following Ordinance was submitted to the Montgomery
County Council for its comments;
WHEREAS, the Montgomery County Council acknowledged receipt of the Ordinance
by letter dated November 21, 2013, and indicated that the County Council had no comments;
WHEREAS, after proper notice to the public, and after at least thirty days from the date
a copy of the following Ordinance was transmitted to the Montgomery County Council, the
Town Council considered the following Ordinance in public session assembled on the 11th day
of December, 2013;

1

WHEREAS, after receiving input from the Land Use Committee, and upon
consideration of the public hearing, the Town Council finds that, given the prevalence of front
yard hedges in the Town and the practical difficulty in monitoring hedge height, building permits
should no longer be required for front yard hedges and the existing height limitation for hedges
should be removed;
WHEREAS, the Town Council finds that certain additional edits should be made to
correct typographical errors and clarify existing provisions;
WHEREAS, the Town Council finds that the ordinance as hereinafter set forth is
necessary for the good government of the Town; for the protection and preservation of the
Town’s property, rights and privileges; for the preservation of peace and good order; for securing
persons and property from violence, danger and destruction; and for the protection and
promotion of the health, safety, comfort, convenience, welfare and happiness of the residents of
the Town.
THEREFORE, BE IT ORDAINED AND ORDERED this __th day of ________, 2013
and by virtue of the authority given to it by Maryland Code, Local Government Article, Section
5-202, Section 5-211, and Land Use Article, Section 20-509, and Section 301 of the Town of
Chevy Chase Charter, does hereby adopt the following ordinance:
AN ORDINANCE TO AMEND CHAPTER 4 OF THE TOWN OF
CHEVY CHASE MUNICIPAL CODE TO ELIMINATE THE
PERMITTING REQUIREMENTS AND HEIGHT RESTRICTIONS
FOR FRONT-YARD HEDGES, CORRECT TYPOGRAPHICAL
ERRORS, CLARIFY EXISTING PROVISIONS, AND IMPROVE
INTERNAL CONSISTENCY.
SECTION 1. BE IT ORDAINED AND ORDERED, this __th day of ________, 2013, by the
Town Council of the Town of Chevy Chase, acting under and by virtue of the aforementioned
authority, that Chapter 4 of the Town Code is hereby amended to read as follows:
*

*

*

*

*

*

Sec. 4-1. Definitions.

Hedge: A row of closely-planted shrubs, bushes, trees, or other plant material that has leaves at
or below six (6) feet from the adjacent ground.
*

*

*

Sec. 4-2. Building permit, in general.
(a) Unless a permit has been issued by the town manager, it shall be unlawful for any
person to:
*
*
*
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(4) Erect any fence, guardrail, handrail, wall, or berm, or front-yard hedge,
provided, however, a handrail may be erected along a walkway, steps, or outside
stairway on private property without a permit;
*

*

*

(Res. No. 06-10, 7-12-06; Res. No. 07-01, 1-10-07; Res. No. 08-01, § 1, 4-16-08, eff. 5-17-08;
Res. No. 09-02, § 1, 3-11-09, eff. 4-11-09; Ord. No. 10-06, § 1, 11-10-10, eff. 12-11-10; Res.
No. 11-03, § 1, 10-9-11, eff. 12-9-11; Res. No. 12-02, § 1, 10-10-12, eff. 11-10-12; Res. No. 1203, § 1, 10-10-12, eff. 11-10-12; Res. No. 00-00, § 1, 00-00-13, eff. 00-00-14)
*
Sec. 4-48. Permit application. Reserved.

*

*

All applications for a permit to construct or plant a fence, guardrail, handrail, wall, berm,
tree, hedge, shrubbery, or other plant growth may be filed at any time; however, no town
permit shall be issued unless and until all applicable county permits for the same work
have been issued. The application shall state the name of the applicant, address, location,
and type of building materials for any fence, guardrail, handrail, wall, berm, tree, hedge,
shrubbery, or other plant growth to be installed. The fee for such permit shall be
established by the town council by resolution. All fees shall be payable to the town.
Sec. 4-49. Public property devoted to private use.
(a) The portion of the public right-of-way abutting private property, that is not improved
with a sidewalk, paved roadway, or other public improvement, shall be under the
immediate care and keeping of the abutting property owners. The town, by this article,
grants to such abutting property owners, their successors, and assigns, a license to
continue to use such area, provided such usage does not violate the provisions of this
chapter and provided that this license may be revoked at any time by the town in
accordance with the provisions of this chapter subsection (b).
(b) The town may revoke the license to use public property by any person violating the
provisions of this chapter. Upon revocation of such license, the owner of the abutting
property will, upon the demand of the town manager, remove all structures, walls, fences,
guardrails, handrails, wires, cables, hoses, pipes, and similar facilities, berms, trees,
hedges, shrubbery, and other plant growth on the public property so as to conform to this
chapter. If such action is not taken within a period of ten (10) days after the town gives
notice of revocation of a license, the town manager or designee may enter such public
property and take any steps that are necessary to bring it into compliance with this
chapter. Any cost of any corrective action taken by the town manager or designee shall be
borne by the owner of abutting property as provided for in section 4-47 of this chapter.
(Res. No. 86-006, § 2, 10-8-86; Ord. No. 90-004, 4-5-90; Res. No. 10-03, § 1, 3-10-10, eff. 4-1010; Ord. No. 10-06, § 1, 11-10-10, eff. 12-11-10; Res. No. 11-03, § 1, 10-9-11, eff. 12-9-11; Res.
No. 12-02, § 1, 10-10-12, eff. 11-10-12; Res. No. 00-00, § 1, 00-00-13, eff. 00-00-14)
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*

*

*

Sec. 4-52. Structures, walls, fences, guardrails, handrails, berms, trees, hedges, shrubbery
and other plant growth on private property.
(a)The property owner and the property occupant shall maintain walls, fences, guardrails,
handrails, berms, structures, trees, hedges, shrubbery, and other plant growth located on
private property so that they:
(1) Do not, at any time, exceed the maximum height as specified in this chapter;
(2) Do not project into any public right-of-way so as to interfere in any manner
with pedestrian or vehicular traffic;
(3) Do not obstruct the view of sightlines necessary for safety;
(4) Do not present a risk of harm to pedestrians and/or vehicles; and
(5) Do not otherwise present a risk of harm to the public health, safety and
welfare.
*

*

*

(d) Front yard hedges.
(1) A hedge in a front yard must be maintained at a height not exceeding three (3)
feet. Notwithstanding the foregoing, a hedge not exceeding six (6) feet in height
may be maintained in a front yard adjoining Bradley Lane, East-West Highway,
or Connecticut Avenue.
(2) The town may require removal of a front yard hedge if the town council,
following a public hearing, determines that (i) any provision of this section or any
condition of the permit issued for the hedge has been violated, or (ii) the hedge
must be removed to accommodate a public improvement or other public use. At
least fifteen (15) days prior to the public hearing, the town shall mail written
notification to the owner of record and all adjoining and confronting property
owners.
(3) After any such determination by the town council which requires removal of a
front yard hedge, notice of the requirement to remove a hedge shall be in writing
and mailed to the property owner of record. Within ten (10) days of the date of
mailing of such written notice, the property owner shall remove the hedge. If
removal of the hedge does not occur within the ten-day period, the town may
remove the hedge and the cost of such corrective action shall be assessed to the
property owner according to section 4-47.
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(f) No person shall erect or maintain any wall, fence or berm measuring more than six
(6) feet, six (6) inches in height in any side or rear yard. No wall or berm measuring more
than one (1) foot in height may be erected within two (2) feet of any side or rear lot line.
Height is measured in accordance with subsection (f)(g) below.
(g) The measurement of the height of walls, fences, or berms, structures, hedges,
shrubbery, or other plant growth shall be made from the surface of the adjoining ground.
Where the yards on the two (2) sides differ, the measurement shall be made from the
surface of the lower yard.
*

*

*

(Res. No. 86-006, § 4, 10-8-86; Res. No. 88-002, 2-10-88; Ord. No. 90-004, 4-5-90; Res. No. 98003, § 1, 5-13-98; Res. No. 98-006, 1-13-99; Res. No. 07-03, § 1, 5-9-07; Res. No. 08-07, § 1, 910-08; Res. No. 10-03, § 1, 3-10-10, eff. 4-10-10; Ord. No. 10-06, § 1, 11-10-10, eff. 12-11-10;
Res. No. 11-03, § 1, 10-9-11, eff. 12-9-11; Res. No. 12-02, § 1, 10-10-12, eff. 11-10-12; Res.
No. 00-00, § 1, 00-00-13, eff. 00-00-14)
Sec. 4-53. Nonconforming fences, walls, guardrails, handrails, and berms, trees, hedges,
shrubbery and other plant growth on private property.
(a) Subject to the provisions of section 4-52(a), Ffences, walls, guardrails, handrails,
trees, and berms, hedges, shrubbery, and other plant growth on private property existing
as of November 8, 1986, and not conforming to this article shall be regarded as
nonconforming and may be maintained and repaired, but not relocated, altered, or
replaced.
(b) Nonconforming fences, walls other than retaining walls, guardrails, handrails, and
berms, trees, hedges, shrubbery and other plant growth on private property which are
relocated, altered, or replaced shall comply with all provisions of this article.
(c) Nonconforming retaining walls on private property which are relocated, altered, or
replaced shall comply with all provisions of this article, provided, however, a
nonconforming retaining wall located in a front yard may be altered or replaced, if the
location and materials are not changed and no dimension is enlarged.
(Res. No. 86-006, § 6, 10-8-86; Res. No. 90-004, 4-5-90; Ord. No. 10-06, § 1, 11-10-10, eff. 1211-10; Res. No. 11-03, § 1, 10-9-11, eff. 12-9-11; Res. No. 12-02, § 1, 10-10-12, eff. 11-10-12;
Res. No. 00-00, § 1, 00-00-13, eff. 00-00-14)
*

*

*

SECTION 2. AND BE IT FURTHER ORDAINED AND ORDERED, this __ day of
___________, 2013, by the Town Council of the Town of Chevy Chase, acting under and by
virtue of the aforementioned authority, that:
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(1)
If any part or provision of this ordinance is declared by a court of competent
jurisdiction to be invalid, the part or provision held to be invalid shall not affect the validity of
the ordinance as a whole or any remaining part thereof; and
(2)

This ordinance shall take effect on the __ day of ___________, 2014.

ATTEST:

TOWN OF CHEVY CHASE

__________________________________
Al Lang, Secretary

__________________________________
Patricia Burda, Mayor
Town of Chevy Chase

Bold and Underline indicates new material
Strike-through indicates material deleted
* * * indicates material unchanged
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MEMORANDUM
TO:
FR:
RE:
DATE:

IV-A

Town Council
Todd Hoffman, Town Manager
Standard Operating Procedures for Overgrown Vegetation Management
December 11, 2013

At the October meeting, Council asked staff to develop standard operating procedures
(SOPs) for enforcement of overgrown vegetation. Attached are the draft SOPs for review
and discussion.

Standard Operating Procedures
for Overgrown Vegetation Management
Town building regulations require that vegetation installed by Town residents on public and
private property be maintained so as not to interfere with pedestrian or vehicular access and/or
visibility.
Town of Chevy Chase Maintenance Standards:
In order to enforce these regulations equitably, the Town has adopted the following clearance
standards for sidewalks and streets.


All sidewalks must have a minimum vertical clearance of 7 feet from edge to edge.



All streets must have a minimum vertical clearance of 14 feet from curb edge to curb
edge.

In addition, the Town may require pruning or removal of vegetation on public or private property
to eliminate obstructions to pedestrian or vehicular visibility.
Enforcement:
Clearance for Access
When the Town observes that vegetation overhangs a sidewalk or street in violation of the
standards listed above, the Town will deliver a notice to the property owner advising of the
violation and detailing necessary remedial action. The notice will advise that the Town will
prune the vegetation if the plantings are not brought into compliance by the homeowner within
30 days.
The Town will schedule the trimming/pruning work with the landscape maintenance or tree
contractor, as appropriate, and will post a notice advising of the upcoming clearance work at
least 7 days in advance of the scheduled date.
Clearance for Visibility
When the Town observes or receives complaints about vegetation at intersections that may
interfere with pedestrian and vehicular sightlines, staff will commission a traffic engineering
firm to perform a visibility study.
If the study determines that corrective action is needed, the Town will deliver a notice and a copy
of the report to the property owner advising of the violation.


If the offending vegetation is located within the public right-of-way, the notice will
advise that the Town will prune the vegetation if the plantings are not brought into
compliance by the homeowner within 30 days. The Town will schedule the
trimming/pruning work with the landscape maintenance or tree contractor, as appropriate,
and will post a notice advising of the upcoming clearance work at least 7 days in advance
of the scheduled date.



If the offending vegetation is on private property, the notice will advise that the Town
will issue a formal Notice of Violation if corrective pruning work is not done within 30
days. The Notice of Violation will give an additional 15 days for corrective pruning to be
done. If the issue persists following the Notice of Violation, the Town will issue a
citation with an abatement order.

MEMORANDUM
TO:
FR:
RE:
DATE:

IV-B

Town Council
Todd Hoffman, Town Manager
Town Election Procedures and Regulations
December 11, 2013

At the July 2013 Council meeting, the Town’s Election Board presented the attached
report containing several recommendations to amend Town election procedures and
regulations. These recommendations are summarized below. At the same meeting,
Council directed Town staff to research the election procedures and regulations of
neighboring municipalities in order to identify best practices. Attached is a matrix
comparing the Town’s election laws with those of other local municipalities.
At the December meeting, Council is asked to advise staff on whether to proceed with
implementing any changes to the Town’s election laws or procedures.

Election Board Recommendations
1. Include an oath on both the absentee ballot envelope and absentee ballot request
form, similar to the oath used by Montgomery County, affirming that the signer is
the person who submitted the ballot.
2. Residents may request by email an absentee ballot request form but not an
absentee ballot itself. (Currently, the Town allows residents to request an
absentee ballot by email).
3. Amend the Town’s run-off election procedures.
4. Remove the requirement that a voter must have resided in the Town for 30 days
preceding an election.
5. Do not inform residents that an incumbent will be a candidate in a forthcoming
election.

Request Absentee
Ballot by Email?

Residency
Requirement

TOCC

CC Village

Rockville

Gaithersburg

Kensington

Martins' Additions

Mont. County

Yes

No

No

No

No

No

No

30 Day Residency

30 Day Residency.
Obtain voter book
from County 30 days
prior to Election to
verify residency.

None

30 Day Residency.
Must sign oath of 30
day residency or
provide proof (i.e.
utility bill)

None

None

None

Ballot Request &
return envelope

Yes/No

Yes/Yes

Runoff election held
No runoff procedure
within two weeks.

Runoff election held
within two weeks.
May hold by mail.

None

Mailed Ballot:
By COB day before
election.
In Person:
By close of polls on
Election Day.

None

Ballot request &
return envelope

Ballot request

Ballot request &
return envelope

Ballot request &
return envelope

Completed and
signed oath must be
included in the
absentee ballot
envelope.

Oath included on
absentee ballot
request/envelope?

No/No

Yes/No

Yes/Yes

Yes/Yes

Yes/No

Run-Off Procedure

By Mail within 10
days.

Runoff election held
within 10 days.

Runoff election held
after 30 days notice.

Cutoff to Request
Absentee Ballot?

Mailed Ballot:
Unspecified
In Person:
By close of polls
on Election Day.

Mailed Ballot:
Absentee ballots not
mailed.
In Person:
At open of polls.

Mailed Ballot:
One week prior to
Election Day.
In Person:
By COB day before
election.

Mailed Ballot:
6 days prior to
Election Day.
In Person:
By close of polls on
Election Day.

Mailed Ballot:
By COB day before
election.
In Person:
By close of polls on
Election Day.

Cutoff to receive
absentee ballot?

By close of polls
on Election Day.

By close of polls on
Election Day.

By close of polls on
Election Day.

By close of polls on
Election Day.

By close of polls on
Election Day.

Where are
signatures required?

Mailed Ballot:
One week prior to
Election Day.
In Person:
One week prior to
Election Day.
By Mail:
Postmarked by
Election Day and
By 12pm on Election received 10 days after
Day
Election Day.
In Person:
By close of polls on
Election Day.

IV-C
Dear Mayor Burda and Council Members Bickerman, Lang, Lublin and Strom:
At the Town Council's request, the Community Relations Committee reviewed the Contribution
Policy to identify areas that might warrant modification, clarification or expansion. It was also
asked to develop a process for the policy's administration. Committee discussions took place at
the October 15 and December 2 meetings.
Attached please find two documents. The first contains suggested revisions to the Town's
Contribution Policy. The second is a suggested process and procedures for the administration of
the policy. Although many local municipalities do not have an adopted policy and set of
procedures and/or do not make contributions to outside organizations, a "Google" search did
offer insight into how other jurisdictions handled contributions.
The following is a summary of the Committee's discussion and recommendations to the Council.
The Council should establish an annual allocation for contributions. This amount would be
noted as a line item in the annual budget. The amount should be established during the Town’s
annual budgeting process that begins in April and concludes in June.
The allocation should be determined each year based on the Town’s general operating
expenditures, not the Town’s reserve or projected surplus. As an example, with FY 14 operating
expenditures of $2.8 million, the Committee discussed a 2% set aside or $56,000 as a reasonable
allocation. If at any point during the year there were insufficient funds to meet the Town’s
operating expenditures, a likelihood of a projected budget deficit or the need to dip into the
reserves, the Town Council could decide to forego consideration of any further requests for
donations.
The Council should establish deadlines for submission of requests for Town contributions. The
Committee discussed the pros and cons of annual, semi-annual, tri-annual and quarterly
deadlines. The consensus of the Committee was for fewer deadlines – once or twice a year. It
noted that the Town’s primary role is to provide government services to its residents, not to serve
as a grant-making foundation. Some Committee members felt that multiple deadlines for
contribution requests could place an undue burden on the Council, while some Committee
members observed that emergency requests should still be able to be considered on a case-bycase basis at the discretion of the Council.
All requests for a Town contribution should be included as an agenda item for Council
discussion at a public meeting. At a public meeting, the Council would determine if the request
of the applicant meets the criteria set forth in the Town’s Contribution Policy. If the Council
determined that the request didn't meet the criteria then no further action would be necessary
other than notifying the applicant. If the Council determined that the request did meet the
criteria as an initial matter, then a public hearing would be scheduled. Final action by the
Council would follow a public hearing.

While applicant organizations generally include basic financial and governance information in
their proposals, the Council should require this information of each applicant.
While the Town transmits a letter with the contribution check, a formal letter of agreement to be
signed and dated by the recipient organization and returned to the Town Office should
accompany the contribution check.
Sincerely,
Bridget Hartman
Co-Chair, Community Relations Committee

Draft – 12.2.2013

TOWN OF CHEVY CHASE CONTRIBUTION POLICY
PROCEDURES
BUDGET
The Town Council, as part of its annual budget process, shall establish an amount in its general
operating expenditures for contributions.
ELIGIBLE APPLICANTS
The applicant must be a governmental or quasi-governmental entity or a tax-exempt organization
under Section 501 (c) 3 and Section 509 (a) (1) or (2) of the Internal Revenue Code.
APPLICATION DEADLINES
Deadline(s) shall be adopted by the Town Council concurrent with the adoption of the Town
Annual Budget. Emergency requests may be considered on a case-by-case basis at the discretion
of the Town Council.
APPLICATION PROCESS
I

Written Request

The request must be submitted in writing to the Town Office on the applicant’s letterhead and
shall be signed by the applicant’s executive director or authorized board representative. At a
minimum, the proposal must contain the following information.
 Amount requested
 Anticipated timing of the expenditure of the requested funds
 Benefits to the Town and its residents which would result from the contribution
 If appropriate, degree of support, financial and other, from other community entities,
municipalities, individuals
 Concise narrative describing the project for which funding is sought, the proposed use
of the requested funds and the need for funding
All requests must also include the following information and documentation. The Town Council,
may at its discretion, request additional information.
 List of current board members and employees
 Proposed project budget, including income and expenses and a list of other grants and
donations secured and/or being sought for the project
 Operating budget for the current year, including income and expenses
 Copy of the most recent Federal Form 990
 For nonprofit organizations, evidence of Federal exemption status under IRS Code
Sections 501 (c) (3) and 509 (a) (1) or (2)
 Annual report and/or statement on the applicant’s purpose, history and previous
accomplishments and current activities

II

Presentation to the Council

All requests for a Town contribution shall be included as an Agenda item for Town Council
discussion at a public meeting, scheduled by the Town. A Town resident must present the
request in person to the Town Council at this public meeting.
At the public meeting, the Town Council shall determine if the request meets the criteria. If the
Town Council determines that the request does not meet the criteria, the applicant will be notified
in writing of the Council’s decision.
III

Public Hearing

If the Town Council determines that the request meets the criteria as an initial matter, then the
Council shall schedule a public hearing on the request. Final action by the Town Council will
follow the public hearing. If the Town Council votes to fund a request, an award letter agreement
will be sent to the applicant outlining terms and conditions of the contribution. This letter
agreement shall be signed and dated by the applicant and returned to the Town Office in a timely
fashion.
CRITERIA FOR CONTRIBUTION
The Town Council may make, but shall not be required to make, a contribution if the following
criteria set forth in the Contribution Policy are met.






The Town Council may make expenditures for public purposes, including but not limited
to grants and donations to organizations providing services or programs benefiting the
Town and its residents.
The contribution will provide a direct and material benefit to a significant number of
Town residents.
The contribution will support a capital improvement or other extraordinary need of a
public institution, program or facility, as distinguished from supporting a current
operating budget.
The contribution will supplement and not supplant funds from the requestor's primary
funding source.
The contribution is important to the success of the project.

CONTRIBUTION REPORTING REQUIREMENTS
The applicant must use the contribution for the purposed specified in the written request and as
approved by the Town Council. Any proposed change in the use of the funds and/or to the
timetable for the use of the funds must be submitted in writing and approved in advance by the
Council.
All recipients must provide the Town with a final report and receipts documenting that the
contribution was used for the purpose(s) for which it was made. The Town Manager will ensure
that such documentation is received in a timely fashion.

Adopted May13, 2009/Revised Draft 12.2.2013

Town of Chevy Chase Contribution Policy
Recitals:
From time to time, the Town of Chevy Chase, its Town Council and its Committees have been
asked by individuals or organizations to contribute funds for charitable purposes.
The Town Council recognizes that primary purposes for which Town funds should be expended
are those identified in the municipal charter and Article 23A of the Maryland Code.
The Town Council finds that there are circumstances in which another organization may be
providing facilities or services that correspond to the purposes for which Town funds may be
expended.
The Town Council finds that establishing a policy regarding contributions will provide for the
equitable and consistent treatment of those requesting contributions and help to ensure that Town
contributions are used for purposes consistent with the Town's general authority under the
municipal charter and State law.
Now Therefore be it Resolved by the Town Council that:
The Town Council, as part of its annual budget process, shall establish an amount in its general
operating expenditures for contributions to eligible recipients for eligible purposes as defined
below. The amount shall be provided from its operating budget and not from the Town’s
reserves. The Town Council shall not be required to spend any or all of the allocation. In
addition, if at any point during the year, there are insufficient revenues to meet the Town’s
operating expenditures, a likelihood of a projected budget deficit, or the need draw on its
reserves, the Town Council may elect to forego consideration of requests for contributions.
The Town Council shall establish deadline(s) for submission of requests to the Town.
Deadline(s) shall be adopted concurrent with the adoption of the Town Annual Budget.
Emergency requests may be considered on a case-by-case basis at the discretion of the Town
Council.
The Town Council shall adopt standard operating procedures for the administration of the
Contribution Policy.
The Town Council may make, but shall not be required to make, a contribution if the following
criteria are met:
1. The Town Council may make expenditures for public purposes, including but not limited to
grants and donations to organizations providing services or programs benefiting the Town
and its residents.
2. The contribution will provide a direct and material benefit to a significant number of Town
residents.

3. The contribution will support a capital improvement or other extraordinary need of a public
institution, program or facility, as distinguished from supporting a current operating budget.
4. The contribution will supplement and not supplant funds from the requestor's primary
funding source.
5. The contribution is important to the success of the project.
6. The request must be made by a Town resident.
7. The recipient of the contribution must be a governmental or quasi-governmental entity or a
tax-exempt organization under Section 501 (c) 3 and Section 509 (a) (1) or (2) of the Internal
Revenue Code that supports a public institution, program or facility.
8. Requests for donations must be made in writing on the applicant’s letterhead and must
contain the proposed use of the requested funds and the anticipated timing of the expenditure
of the requested funds. Tax-exempt organizations must include documentation of their
nonprofit, public charity status.
9. The recipient of any donation or contribution must commit the funds to the use specified in
the written request and must provide the Town with a report and receipts documenting that
the contribution was used for the purpose(s) for which it was made. The Town Manager will
ensure that such documentation is received in a timely fashion.

MEMORANDUM
TO:
FR:
RE:
DATE:

IV-D

Town Council
Todd Hoffman, Town Manager
Meadow Lane Preliminary Landscaping Plan
December 11, 2013

Town staff has been working with a landscaping firm on a plan to improve the right-ofway along the 7200 block of Meadow Lane.
A preliminary plan will be available for review and discussion at the December meeting.
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MEMORANDUM
TO:
FR:
RE:
DATE:

IV-E

Town Council
Todd Hoffman, Town Manager
Lee Dennison Bequest
December 11, 2013

Lee Dennison, a longtime Town resident who died on August 31, 2012, bequeathed
$100,000 to the Town to support the beautification and/or the maintenance of public
space within the Town, with the specific intent that these funds be used to augment rather
than to replace public funds. Council is asked to discuss how to use these funds
according to Ms. Dennison’s wishes.

