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City Clerk 

Approved By Brian Kenner 
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Discussion Item Discussion of Ordinance Establishing a Commemoration Commission 

Background The City Council established a Recognition Task Force in October 2013 to provide 
recommendations to the Council on how best to commemorate and honor 
individuals, organizations, and businesses that have made contributions to the City 
or to their neighborhoods. 
 
The Task Force recommended establishing a permanent Commemoration 
Commission to develop ongoing and one-time programs for various types of honors 
and recognitions, draft policies, maintain funds and records, and implement the 
programs. 
 
The draft ordinance has been developed for Council review. 

Policy Create and maintain a livable community that is vibrant, healthy and safe . . . . 
- Strategic Plan 2010-2015

Fiscal Impact $10,000 is included in the FY 2015 Budget for the Recognition Commission and 
programs surrounding the 125th anniversary of the incorporation of the City of 
Takoma Park. 

Attachments  Draft Ordinance 
 Recognition Task Force Report 

Recommendation Review and discuss the ordinance. 

Special 
Consideration 

First reading of the ordinance is tentatively scheduled for October 27, 2014. 
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Draft Ordinance Establishing a Commemoration Commission 1 

Amending Takoma Park Code Chapter 2.16 to add Article 4. Commemoration 2 

Commission 3 

Article 4 4 

2.16.070 Establishment 5 

There is established a Takoma Park Commemoration Commission. 6 

 2.16.075 Statement of Purpose 7 

The Commission shall document, maintain, and preserve past, present, and future memorials, 8 

commemoratives, and recognitions; recommend to the City Council procedures and programs to 9 

honor and commemorate individuals, organizations and businesses that have made significant 10 

contributions to the community as well as programs for individuals to honor others; and 11 

implement such programs within its scope and budget. 12 

2.16.080 Membership, Terms, and Structure 13 

A. Membership. The Commission will be comprised of nine voting members and four 14 

non-voting members. 15 

1. Voting members. One voting member may be nominated by each of the ward 16 

Councilmembers Three at-large voting members may be nominated by the Mayor. No ward shall 17 

have more than two voting members on the Commission. Voting members shall be residents of 18 

the City. 19 

2. Non-voting members. The four non-voting members shall include one 20 

representative selected by Historic Takoma, Inc., one representative selected by the Arts and 21 

Humanities Commission, one representative selected by the Recreation Committee, and one staff 22 

liaison selected by the City Manager. 23 
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3. Appointments. All voting members and representative non-voting members shall 24 

be appointed by the City Council. The staff liaison shall serve at the pleasure of the City 25 

Manager. 26 

B. Terms. The regular term on the Commission shall be three years. However, initial 27 

appointments shall be for one, two, or three years to ensure continuity. All terms shall expire on 28 

March 31. Except for the staff liaison, members shall serve for no more than two consecutive full 29 

terms.  30 

C. Structure. The Commission shall organize to accomplish its purposes, and elect from its 31 

members co-chairs and other officers as it shall deem necessary. 32 

1. Elections. Elections for officers shall be held annually. 33 

2.     Meetings. The Commission shall meet at least quarterly. All meetings are subject 34 

to the Maryland Open Meetings Act. 35 

3.    Quorum. A majority of voting members shall constitute a quorum to conduct 36 

business. 37 

4. Annual report. A report on the activities of the Commission shall be submitted to 38 

the Council at least once a year. 39 

5 The Commission shall conform to other provisions of Article 1 of this Chapter, as 40 

may be amended from time to time. 41 

2.16.085 Duties and Responsibilities of the Commission 42 

A. Inventory and review the status of historical commemoratives, recognitions and 43 

memorials in City facilities and other places within the City, including those that have been lost 44 

or placed in storage. Recommend action for the disposition of these commemoratives. 45 

B. Develop a digital record of images and information related to commemoratives. 46 
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C. Maintain and supervise the City’s commemorative archival records. Issue an annual 47 

report on the status of these records, listing the content and place of each record maintained by 48 

the City. These digital records shall be publicly accessible.    49 

D. Adopt and maintain a policy/procedure manual for including all commemorative archival 50 

records in the digital archive. 51 

E. Devise a means to include in the digital archive oral or written stories by or about those 52 

commemorated  53 

F. Create a program of categories and procedures for a variety of permanent and one-time 54 

honors, awards and memorials and recommend adoption of by the City Council. These honors, 55 

awards, and memorials shall include options for individuals to commemorate others (e.g. 56 

plaques, memorial trees, benches, and so on). 57 

G. Establish a system of maintenance for commemorative projects.  58 

H. Recommend a schedule of fees for commemorative services. 59 

I. Recommend to the City Council an annual budget for Commission operations and 60 

programs. It is expected that the Commission will be primarily self-funded from fees charged for 61 

commemorative services. 62 

J. The commission may recommend establishment of an endowment fund to maintain 63 

commemoratives. 64 

K. Work collaboratively with other organizations and individuals in the City by sharing 65 

information and ensure that commemorative services are complementary and not duplicative. 66 

L. Recommend to the City Council designated areas in the City where honors may be 67 

placed. 68 

M. Recommend guidelines for fabrication and installation of all commemoratives. Each 69 
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commemorative shall have the City seal and have a uniform design theme. 70 

N. Recommend to the City Council proposed memorandums of understanding with other 71 

agencies regarding honors on their property (e.g. MCPS and M-NCPPC). 72 
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                        REPORT OF THE RECOGNITION TASK FORCE 
 
To:  The Takoma Park City Council 
 
Date:  March 12, 2014  
 
Background 
 
The Recognition Task Force was established by the City Council on October 28, 2013 and 
directed to provide recommendations to the Council on commemorative programs by March 31, 
2014. The Task Force consisted of the following members: Howard Kohn, Diana Kohn, and 
Richard O’Connor. Mayor Bruce Williams and Councilmember Fred Schultz served as Ex 
Officio members and participated fully in all meetings of the Task Force. The Task Force met six 
times and researched the currently existing types of commemorative programs in the City, in 
addition to those programs in other jurisdictions. Potential new programs were also explored. 
    
Purpose 
 
The goal of the Recognition Task Force has been to recommend to the City Council a systematic 
way by which the City and others can recognize (honor) individuals, organizations and 
businesses who have made contributions to the City as a whole or to their neighborhoods. In 
addition, the Recognition Task Force recognized the need for individuals to be memorialized by 
family and friends. Currently there are no policies or programs in place in the City for 
commemorating persons. Any such efforts have been on an ad hoc basis, and this has 
undoubtedly stymied honoring people who are or have been important to the history and culture 
of the City and to the lives of all who live here. The Recognition Task Force sees the need to 
research and resurrect previous commemorations that have been stored away or lost. It is 
important that these past commemorations, existing and future ones be permanently digitized, 
recorded and made easily accessible to the public as a way to preserve and enrich Takoma Park’s 
historical legacy for now and the future.   
 
     Recommendations 
 
1.  Commemoration Commission. The task force recommends that the City Council establish a 
permanent commission to which the City Council can delegate certain responsibilities in order to 
honor individuals, businesses and organizations in the City.   
 
 A.  Name: Commemoration Commission 
 

B.  Members: Nine voting members should be appointed for staggered three-year terms 
– one member appointed by Council from each ward and three at-large members 
appointed by the Mayor. No more than two voting members shall be from any one City 
ward. Four non-voting members would include a staff liaison designated by City 
Manager, a Recreation Committee designee, an Arts and Humanities Commission 
designee, and a Historic Takoma designee. All members, except the City Manager’s 
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designee, would be restricted from serving more than two consecutive three year terms. 
Members will not be paid.   

 
C.  Budget: The Commission will be primarily self-funded from fees charged for 
commemorative services. The Commission may request start-up funds from the Council 
during its first year. Start-up funds will be used for such items as design services, 
mock-ups of commemorative items, publicity materials and related expenses. 

 
D.  Fees: Within six months of appointment, the Commission will establish a schedule of 
fees for commemorative services.  

 
2.  Proposed Recognition Levels. The Task Force recommends that the City Council adopt the 
following three types of recognitions: 
 

A.  City-wide Recognition. An individual, business, or organization must meet the 
following criteria: 
 
 1) Made a significant contribution to the social, cultural, historical, political, 

economic or civic life of the City; and 
 
  2) If an individual, has lived or worked within the City of Takoma Park, or  
  if a business/organization, has operated within the City of Takoma Park. 
   

3) The individual, business or organization must be nominated by at least 25 
residents submitted to the Commission on a form created by the Commission. 

 
4) City-wide recognition shall be decided by the Commission after opportunity     
for public review and comment. 

 
B.  Neighborhood/Local Recognition. An individual, business or an organization must 
meet the following criteria: 

 
1) Made a contribution to the social, cultural, historical, political, economic or 
civic life of the neighborhood; and 

 
2) Be nominated by 10 residents in the neighborhood, or be nominated by a 
neighborhood/tenant association on a nomination form created by the 
Commission. 
 
3) Neighborhood/local recognition shall be decided by the Commission after 
opportunity for public review and comment. 
 

 C.   Personal Recognition. An individual may receive personal recognition as follows: 
 

1) A relative, friend or neighbor may fill out a form created by the Commission to 
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order a commemorative or request recognition. 
 
  2) The Commission shall decide the request after administrative review.   
 
3.  Programs of the Commission. The Task Force recommends the following: 
 
 A.  Permanent Programs. The Commission will adopt procedures for various types of 

honors available through the Commission, e.g., plaques, trees, benches, event naming, 
bricks, flags, markers, signs, and tiles. See attachment 1 for examples of the types of 
programs which could be adopted by the Commission.   

 
B.  One Time Award. Annual awards and special volunteer recognition awards. 

 
4.  Commission Coordination. The Task Force recommends that: 
 
 The Commission shall coordinate with the Mayor, City Council, City staff, and other 

organizations in the City in regard to recognition programs throughout the year (i.e. 
“Key” to the City, proclamations, special events, annual events, special volunteer 
recognitions). 

 
5.  Maintenance. The Task Force recommends that the City Council establish the following 
maintenance responsibilities for the Commission: 
 
 A.  Endowment Fund. The Commission shall report back to the City Council on 

recommendations for an endowment fund to maintain the commemorative projects. The 
Commission shall outline the options for an endowment fund, the pros and cons 
associated with a fund and the fees to be charged for each service. 

 
 B.  Inventory. The Commission shall conduct an inventory of all current and past 

commemoratives in the City and publish a digital report within one year of appointment.  
 
 C.  Archival Records. The Commission shall be responsible for maintaining and 

supervising the City’s commemorative archival records. The Commission shall issue an 
annual report on the status of commemorative archival records, listing the content and 
place of each record maintained by the City. These digital records shall be publicly 
accessible.    

 
 D.  Digital Record. The Commission shall adopt a policy/procedure manual for moving 

all commemorative archival records to digital format within three years. The Commission 
shall report to the City Council within one year on the progress to adopt a 
policy/procedure manual. 

 
6.   Implementation of the Program- The Task Force recommends that the City Council direct 
the Commission to: 
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A.  Location. Establish designated areas in the City where honors can be physically 
placed in coordination with City agencies.  

 
B.  Fees. Recommend to the City Manager a schedule for honors fees. Attachment 1 has 
examples of fees which may be adopted by the Commission. 
 
C.  Coordination. Establish guidelines for a) fabrication of all commemoratives and  
b) installation of commemoratives. Each commemorative shall have the City seal and 
have a uniform design theme.  

 
D.  MOU’s. Recommend to the City Council proposed memorandums of understanding 
with other agencies regarding honors on their property (e.g. MCPS or M-NCPPC). 

 
E.  Report to the City Council within one year on the status of historical 
commemoratives that have either been lost, or have been placed in storage. The 
Commission shall recommend action by the Council or the Commission regarding these 
historical commemoratives.    

 
 
Attachment 1: Examples of commemorative programs from other cities 
 
Attachment 2: Minutes of the Recognition Task Force meetings 


