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[bookmark: _Toc234834018]Foreword
This Governance Manual assembles, in one place, the policies, procedures, statutory obligations, and standardized practices that govern the Lower Gallinas Land Grant La Sierrita-Merced ("LGLG" or the "Organization"), its Board of Trustees (the "Board"), and its membership. It is written for two audiences: trustees, who must administer a political subdivision of the State of New Mexico; officers and carry specific statutory and bylaw duties; and members, who are entitled to understand how their land grant is governed and how to participate in it.
The Manual does not replace the Bylaws. Where this Manual and the Bylaws differ, the Bylaws control; where the Bylaws and state statute differ, the statute controls. Each chapter states its governing authority so readers can verify the source directly.
[bookmark: _Toc234834019]How to Use This Manual
1. Trustees and officers should read Parts I through III in full upon taking office and use Parts IV and V as working references for land, membership, and election administration.
1. Members will find the provisions most relevant to them in Chapter 16 (Membership), Chapter 17 (Elections), and Chapter 6 (their rights at public meetings).
1. The Appendices contain ready-to-use forms, templates, and checklists referenced throughout the chapters.
	IMPORTANT DISCLAIMER. This Manual is a governance aid prepared for internal use. It is not legal advice. Dollar thresholds, per diem rates, audit tiers, and procurement limits change by legislation and agency rule; verify current figures with the New Mexico Land Grant Council, the Department of Finance and Administration (DFA), or legal counsel before relying on them. Items identified during drafting as possible conflicts between the Bylaws and statute are collected in Appendix O for Board and counsel review.



[bookmark: _Toc234834020]Adoption and Revision
This Manual takes effect upon adoption by resolution of the Board of Trustees at a properly noticed public meeting. The Board should review the Manual annually, ordinarily at the first regular meeting of each fiscal year and may amend it by resolution at any properly noticed meeting. Amendments to the Bylaws themselves remain subject to Article XVI of the Bylaws (three-fourths majority vote of the qualified voting members).
	Version
	Date
	Action

	1.0
	________________
	Adopted by Board resolution No. ________

	
	
	

	
	
	




[bookmark: _Toc234834021]Part I
Foundations of the Land Grant
[bookmark: _Toc234834022]Chapter 1. Organization, History, and Legal Status
[bookmark: _Toc234834023]1.1 Identity
The Lower Gallinas Land Grant La Sierrita-Merced is a community land grant-merced and a political subdivision of the State of New Mexico, organized under the General Provisions of Chapter 49, Article 1, NMSA 1978. Its principal place of business is Gallinas, Montezuma, New Mexico; its mailing address is P.O. Box 102, Montezuma, NM 87731. The Organization does business as "LGLG." Its website is lowergallinaslandgrant.com.
[bookmark: _Toc234834024]1.2 History
The lands of the LGLG were partitioned from the Town of Las Vegas Grant through a deed of indenture issued by the Board of Trustees of the Las Vegas Grant in 1951 and approved by the Fourth Judicial District Court of New Mexico; the court reaffirmed that approval in 1997. By deed recorded January 21, 1952 (Book 174 of Deeds, pages 223–225, San Miguel County), the property was conveyed to Fidel Ortega in trust for the benefit of the inhabitants of Precinct No. 35 as then constituted. Fidel Ortega and Felipe Blea were the selected successor trustees responsible for management of the trust property. The Land Grant runs along State Road 65; its landmark is Hermit’s Peak.
Effective June 16, 2023, the Legislature added the Lower Gallinas Land Grant-Merced to the list of grants governed by Chapter 49, Article 1 (Laws 2023, Ch. 21, codified at NMSA 1978, § 49-1-2(AA)). Under the Bylaws, the Organization recognizes July 1, 2023, as the date it became a political subdivision. 
The real property of the Organization includes Tract B-1, containing 72.59 acres, more or less, in projected Sections 27, 28, 33 and 34, Township 17 North, Range 15 East, N.M.P.M., San Miguel County (Plat Book 53, page 89), known since October 15, 2025, as the "Davis Property."
[bookmark: _Toc234834025]1.3 What Political-Subdivision Status Means
1. The Land Grant is governed by its Bylaws, the Treaty of Guadalupe Hidalgo, and NMSA 1978, §§ 49-1-1 through 49-1-18 (§ 49-1-1).
1. The Board must comply with the general governance statutes that bind political subdivisions: the Open Meetings Act, the Inspection of Public Records Act, the Audit Act, the Procurement Code, the Governmental Conduct Act, the Per Diem and Mileage Act, and the Tort Claims Act, among others.
1. Political-subdivision status does not alter the heirs’ property rights in the common lands, and the common lands are not state land (§ 49-1-11.1).
1. The common lands are protected: an Article 1 land grant is not subject to adverse possession claims against its common lands, except claims vested before June 15, 2007 (§ 49-1-11.2), and political subdivisions generally may not be sued in quiet-title actions (§ 42-11-1).
[bookmark: _Toc234834026]1.4 Purposes
Under Article II of the Bylaws, the Organization exists to identify, acquire, and secure its common lands and waters; to control, care for, and manage its properties and resources; to promote economic development and local infrastructure; to conduct comprehensive planning and determine land uses and zoning; and to provide for the health, safety, and general welfare of its members. It is organized to defend the sovereign rights of its members; hold land and water in trust; educate members on conservation and land use; and pursue community economic development. No part of the land shall ever be held, alienated, conveyed to, or used by any individual adversely or exclusively to the members.
[bookmark: _Toc234834027]1.5 Registry and Fiscal Year
The Organization must register its Bylaws and its list of current officers with the New Mexico Land Grant Council registry and must notify the Council of its officers upon each election or appointment (§ 49-1-23). The fiscal year runs July 1 through June 30 (Bylaws, Art. VI). The official seal features a stylized Hermit’s Peak, the Gallinas River, and mountains, with the year 1952 (Bylaws, Art. V).
Authority: NMSA 1978, §§ 49-1-1, 49-1-1.1, 49-1-2(AA), 49-1-11.1, 49-1-11.2, 49-1-23; Bylaws (accepted and signed March 22, 2026), Arts. I–VI.
Responsible officer(s): Chairperson (external representation); Secretary (registry filings and records).
Related forms: Appendix A (Annual Compliance Calendar).
[bookmark: _Toc234834028]Chapter 2. Governing Framework and Hierarchy of Authority
[bookmark: _Toc234834029]2.1 Hierarchy of Authority
When authorities conflict, the higher authority controls. For LGLG the order is:
1. The Treaty of Guadalupe Hidalgo (1848) and the United States Constitution and federal law.
1. The Constitution of the State of New Mexico, including Article II, Section 5 (rights under the Treaty preserved) and Article IX, Section 14 (anti-donation clause).
1. New Mexico statutes: Chapter 49, Article 1 NMSA 1978 (General Provisions for land grants-mercedes) and the general governance statutes applicable to political subdivisions.
1. The Bylaws of the Organization, adopted by the membership.
1. Rules and regulations promulgated by the Board under Article XV of the Bylaws.
1. Board resolutions, policies, and this Manual.
	BOARD NOTE. Bylaws cannot conflict with statute. In litigation the statute controls and the offending bylaw can be set aside. When the Board discovers a conflict, it should note the conflict in its minutes, follow the statute, and place a curative bylaw amendment before the membership at the next opportunity.



[bookmark: _Toc234834030]2.2 Bylaws Versus Rules and Regulations
Bylaws are the Organization’s constitution. They may be modified, repealed, or amended only by written resolution of the Board after affirmation by a three-fourths majority vote of the qualified voting members, through adoption during an election where the question is placed on the ballot (Bylaws, Art. XVI, § 1). No amendment may operate to the detriment of pledged revenues (Art. XVI, § 2).
Rules and regulations govern the detail-level management of the common lands and the Organization’s operations. The Board may promulgate them by majority vote, but must first distribute proposals to all members and allow a minimum 30-day comment period (Bylaws, Art. XV, §§ 1–2). Emergency rules take effect immediately, are distributed to the membership for a 30-day comment period, and must be modified, adopted, ratified, or rescinded at the Board’s next meeting (Art. XV, § 3).
[bookmark: _Toc234834031]2.3 Key Statutes at a Glance
	Subject
	Citation (NMSA 1978)
	Chapter of this Manual

	Land grant general provisions
	§§ 49-1-1 to 49-1-24
	Throughout

	Open Meetings Act
	§§ 10-15-1 to 10-15-4
	Ch. 6

	Inspection of Public Records Act
	§§ 14-2-1 to 14-2-12
	Ch. 9

	Audit Act (tiered reporting)
	§§ 12-6-1 to 12-6-15
	Ch. 10

	Local government budgets
	§ 6-6-2
	Ch. 10

	Procurement Code
	§§ 13-1-28 to 13-1-199
	Ch. 11

	Governmental Conduct Act
	§§ 10-16-1 to 10-16-18
	Ch. 5

	Per Diem and Mileage Act
	§§ 10-8-1 to 10-8-8
	Ch. 10

	Tort Claims Act; land grant coverage
	§§ 41-4-1 et seq.; 41-4-30
	Ch. 13

	Land Grant Support Act; assistance fund
	§§ 49-11-1 to 49-11-6
	Ch. 10

	Adverse possession bar
	§ 49-1-11.2
	Ch. 15



Authority: NMSA 1978, § 49-1-1; N.M. Const. art. II, § 5; art. IX, § 14; Bylaws, Arts. XV–XVI.
Responsible officer(s): Entire Board; Parliamentarian advises on order of authority questions.
Related forms: Appendix O (Items Flagged for Board and Counsel Review).

[bookmark: _Toc234834032]Part II
Governance and Board Operations
[bookmark: _Toc234834033]Chapter 3. The Board of Trustees: Roles and Responsibilities
[bookmark: _Toc234834034]3.1 Composition and Qualifications
Management and control of the Organization are vested in a five-member Board of Trustees, commonly known as "The Board of Trustees of the Lower Gallinas Land Grant La Sierrita-Merced" (§ 49-1-3; Bylaws, Art. XI, § 1). Each trustee must be a qualified voting member of the Organization who is not in default of any dues, rent, or other payments for the use of the common lands (§ 49-1-4; Bylaws, Art. XI, § 2). A person convicted of a felonious or infamous crime is disqualified unless pardoned or restored to political rights (§ 49-1-4). No two individuals related as spouse, parent, child, brother, sister, grandparent, grandchild, partner, boyfriend, or girlfriend may serve concurrently (Bylaws, Art. XI, § 2; Art. X, § 15).
[bookmark: _Toc234834035]3.2 Terms and Staggering
Trustees serve four-year terms, staggered so that either two or three positions are up for election at each two-year cycle (Bylaws, Art. XI, § 3). Elections are held on the first Saturday of May in even-numbered years (Bylaws, Art. X, § 1). If no candidates run, the sitting trustees may be asked to stay on until the Chair identifies willing volunteers (Art. XI, § 3).
[bookmark: _Toc234834036]3.3 Powers of the Board
Under NMSA 1978, § 49-1-3 and Article XI of the Bylaws, the Board may:
1. control and manage the Land Grant, prescribe terms and conditions for use of the common lands, and adopt bylaws (subject to membership approval), rules, and regulations in substantial compliance with state law;
1. sue and be sued in the name of the Board of Trustees;
1. convey, lease, or mortgage common lands only as the Bylaws and § 49-1-11 allow (see Chapter 14);
1. set the number of livestock and other authorized uses, and fix fees for use of the common lands and their resources, barring users in default;
1. adopt an official seal; appoint election judges, clerks, and a canvassing board;
1. determine land use, infrastructure, and economic development, and zone the common lands pursuant to a Board-approved comprehensive plan;
1. enter memoranda of understanding and contracts with local, state, federal, and tribal governments (Bylaws, Art. XIV, § 5).
[bookmark: _Toc234834037]3.4 Duties of Individual Trustees
1. Prepare for, attend, and participate in all Board meetings; two consecutive unnoticed absences from regular meetings are deemed a resignation (Bylaws, Art. XI, § 9).
1. Act at all times as a fiduciary of the common lands and funds (Chapter 5).
1. A trustee who fails or refuses to perform duties required by §§ 49-1-1 to 49-1-18 or any other New Mexico law is guilty of a misdemeanor punishable by a fine of $25 to $100, or 30 to 90 days in county jail, or both (§ 49-1-19).
[bookmark: _Toc234834038]3.5 Vacancies
If a vacancy occurs in any position other than treasurer, the remaining trustees fill it by appointment at a regular meeting. If the treasurer dies or resigns, the Board appoints one of its own members as treasurer — who must first execute a surety bond like the predecessor’s — and then fills the resulting general vacancy (Bylaws, Art. XI, § 4; § 49-1-8(B)).
	COUNSEL REVIEW. The Bylaws provide that an appointee "shall hold office until the next regular election" (Art. XI, § 4), while § 49-1-13 NMSA 1978, as amended in 2019, provides that an appointee serves the remainder of the unexpired term. The statute controls; see Appendix O.



[bookmark: _Toc234834039]3.6 Removal
Any trustee or officer may be removed with cause by a vote of not less than a simple majority of the qualified voting members present at any annual meeting or special meeting called for that purpose, provided a quorum is present. The trustee must be informed of the charges in writing at least ten days before the meeting and may appear in person or by counsel and present witnesses (Bylaws, Art. XI, § 8). Removal for unauthorized absences operates as a deemed resignation under Art. XI, § 9.
[bookmark: _Toc234834040]3.7 Compensation
Trustees other than the Secretary are paid a monthly salary of $200; the Secretary is paid $225 per month — the maximums allowed by § 49-1-14(A). These salaries are full compensation for duties performed within the exterior boundaries of the Land Grant and for attendance at regularly scheduled meetings. Trustees are additionally authorized per diem and mileage pursuant to the Per Diem and Mileage Act, §§ 10-8-1 through 10-8-8 (Bylaws, Art. XI, § 10; § 49-1-14(B)). See Chapter 10 and Appendix L.
Authority: NMSA 1978, §§ 49-1-3, 49-1-4, 49-1-8, 49-1-13, 49-1-14, 49-1-19; Bylaws, Art. XI.
Responsible officer(s): Entire Board.
Related forms: Appendix M (New Trustee Onboarding Checklist and Oath); Appendix L (Per Diem and Mileage Claim).
[bookmark: _Toc234834041]Chapter 4. Officers and Their Duties
[bookmark: _Toc234834042]4.1 Election of Officers
Within no more than fourteen days after every Organizational election, the Board meets and elects from among its members a Chairperson, Vice-Chairperson, Secretary, Collector, Parliamentarian, and Treasurer. Because only five members sit on the Board, the Board has discretion whether to fill the Vice-Chair or Parliamentarian office (Bylaws, Art. XI, § 7).
	COUNSEL REVIEW. NMSA 1978, § 49-1-8 requires the new board to organize within seven days after the canvass and elect a president, secretary, and treasurer. To satisfy both provisions, the Board should hold its organizational meeting within seven days of the canvass. See Appendix O.



[bookmark: _Toc234834043]4.2 Chairperson
Presides over all meetings of the Organization; may call special meetings; performs the acts and duties of an executive and presiding officer; signs all membership certificates, notes, bonds, mortgages, contracts, and other instruments on behalf of the Organization; and serves as ex-officio member of all standing committees (Bylaws, Art. XII, § 1). The Chairperson (as president) is the officer upon whom legal process is served (§ 49-1-17).
[bookmark: _Toc234834044]4.3 Vice-Chairperson
Performs the Chairperson’s duties in the Chairperson’s absence or disability. Upon the Chairperson’s death, resignation, or disability, the Board declares a vacancy, appoints a successor to the vacated Board term, and re-organizes to elect new officers (Bylaws, Art. XII, § 2).
[bookmark: _Toc234834045]4.4 Secretary
Under Article XII, Section 3 of the Bylaws, the Secretary:
1. keeps complete minutes of all meetings, completed within ten days after any Board meeting, in a book kept for that purpose (§ 49-1-12(C));
1. has general charge of the books and records, except the financial books kept by the Treasurer;
1. maintains the membership registration and certificate records;
1. prepares, serves, mails, or delivers all notices required by law and the Bylaws;
1. attests the Chairperson’s signature and keeps and affixes the official seal;
1. reports fully to the members at the annual meeting or as the Board requires;
1. serves as the official custodian of records for all Inspection of Public Records Act requests (Chapter 9);
1. receives all declarations of candidacy and prepares the official registration books for elections (Chapter 17);
1. upon election of a successor, turns over all books and property of the Organization.
[bookmark: _Toc234834046]4.5 Treasurer
The Treasurer must be covered by a surety bond, paid for by the Organization, in an amount set by the Board that is at minimum at least double the amount received and deposited in the bank by the Treasurer (§ 49-1-8; Bylaws, Art. XII, § 4). 
The Treasurer has general charge of the 
· financial books; 
· reports to the members at the quarterly meetings; 
· gives receipts for all monies collected; 
· disburses funds only by written check drawn upon vouchers; 
· and keeps the LGLG current on all accounts payable and compliance reports, including the annual budget and financial reporting required by the Audit Act (§ 12-6-1 et seq.) and § 6-6-1 et seq. 
Upon election of a successor, the Treasurer turns over all books, passwords, and property. Best practice: the outgoing treasurer continues until the incoming treasurer is bonded, to protect the LGLG.
[bookmark: _Toc234834047]4.6 Collector
Collects all assessments and monies due to the Organization and causes them to be deposited on a timely basis in the depository designated by the Board; keeps a proper membership registration or certificate record showing each member’s name and the dates of issuance, surrender, transfer, termination, cancellation, or forfeiture (Bylaws, Art. XII, § 5). Any member delegated to collect money must be bonded in the same manner as the Treasurer (§ 49-1-8).
[bookmark: _Toc234834048]4.7 Parliamentarian
Ensures that all regular and special meetings are conducted in an orderly fashion; removes or causes to be removed unruly persons who interrupt or impede the orderly flow of business; votes on business matters; and attends to other matters the Board prescribes (Bylaws, Art. XII, § 6).
[bookmark: _Toc234834049]4.8 Segregation of Duties
To protect both funds and officers, the Board should keep collection (Collector), custody and disbursement (Treasurer), and record-keeping (Secretary) in separate hands, and require two authorized signatures on every check. See Chapter 10.
Authority: NMSA 1978, §§ 49-1-8, 49-1-12, 49-1-17; Bylaws, Arts. XI § 7, XII.
Responsible officer(s): Each officer as stated; Chairperson oversees officer performance.
Related forms: Appendix K (Payment Voucher); Appendix M (Onboarding Checklist).
[bookmark: _Toc234834050]Chapter 5. Fiduciary Duties, Ethics, and Conflicts of Interest
[bookmark: _Toc234834051]5.1 The Fiduciary Standard
Trustees hold the common lands and funds of the Land Grant in trust for the members and future generations. The Board has an affirmative duty to protect the common lands from losses of any nature and may be sued for breach. Each trustee owes:
1. Duty of care — act with the diligence a prudent person would use: read the materials, attend the meetings, ask questions, and insist on records "permanent and legible, capable of being audited" (§ 49-1-14(C)).
1. Duty of loyalty — put the Land Grant’s interest ahead of personal, family, or business interests; disclose and step away from conflicts.
1. Duty of obedience — follow the Treaty, the statutes, the Bylaws, and duly adopted rules; a trustee who fails or refuses to perform a legal duty commits a misdemeanor (§ 49-1-19).
[bookmark: _Toc234834052]5.2 Governmental Conduct Act
As officers of a political subdivision, trustees are subject to the Governmental Conduct Act, NMSA 1978, §§ 10-16-1 et seq. Its core commands:
1. Treat public office as a public trust; do not use office for private gain (§ 10-16-3).
1. Do not take official action in which the trustee’s own financial interest is the primary beneficiary (§ 10-16-4).
1. Do not use confidential information acquired in office for private advantage (§ 10-16-6).
1. Contracts between the Organization and its own officers or their businesses are restricted (§ 10-16-7), and persons who help prepare specifications may not bid on them (§ 10-16-13).
[bookmark: _Toc234834053]5.3 Conflict-of-Interest Procedure
1. Every trustee and officer completes the Conflict-of-Interest Disclosure (Appendix G) upon taking office and updates it annually and whenever circumstances change.
1. A trustee with an actual or potential conflict on an agenda item declares it on the record before discussion.
1. The conflicted trustee does not vote, does not participate in deliberation, and — for significant matters — leaves the room; the minutes record the disclosure and recusal.
1. A recused trustee still counts toward quorum unless counsel advises otherwise for the particular matter.
[bookmark: _Toc234834054]5.4 Anti-Donation Clause
Article IX, Section 14 of the New Mexico Constitution prohibits political subdivisions from directly or indirectly lending or pledging their credit, or making any donation, to or in aid of any person, association, or private corporation, subject to limited constitutional exceptions. The Board must receive fair value in every transaction; "gifts" of Land Grant money, property, or services to private parties — including members — are prohibited unless an exception applies. When in doubt, obtain a legal opinion before acting.
[bookmark: _Toc234834055]5.5 Gifts, Nepotism, and Standards of Conduct
1. Trustees and officers do not solicit or accept gifts offered to influence official action.
1. Hiring, contracting, and land-use decisions favoring relatives are prohibited; the relationship restrictions of Bylaws Art. X, § 15 and Art. XI, § 2 apply to Board service.
1. Trustees keep confidential matters confidential, including the content of lawful closed sessions.
1. Trustees speak as individuals unless the Board has authorized them to speak for the Organization (Chapter 18).
Authority: NMSA 1978, §§ 10-16-1 et seq., 49-1-14, 49-1-19; N.M. Const. art. IX, § 14.
Responsible officer(s): Every trustee individually; Chairperson enforces disclosure at meetings; Secretary files disclosures.
Related forms: Appendix G (Conflict-of-Interest Disclosure and Recusal Form).
[bookmark: _Toc234834056]Chapter 6. Board Meetings and Open Meetings Act Compliance
[bookmark: _Toc234834057]6.1 Meeting Types and Notice Requirements
	Meeting
	When held
	Notice (Spanish & English)
	Authority

	Annual membership
	July of each year; if it cannot be held, rescheduled within 30 days
	Posted in public places within the Land Grant at least 10 days prior
	Bylaws XIII § 1

	Regular (quarterly)
	At least once every three months; first choice La Placita Fire Station
	Posted at least 10 days prior with date, time, location: agenda or where to obtain it
	§ 49-1-9; Bylaws XI § 5, XIII § 2

	Special
	On call of the Chair or any trustee; only noticed business may be transacted
	Posted at least 5 days prior, stating purpose
	§ 49-1-9; Bylaws XIII § 4

	Emergency
	Unforeseen matters threatening persons, property, or finances
	24 hours advance notice, if possible
	Bylaws XI § 5, XIII § 5



[bookmark: _Toc234834058]6.2 Open Meetings Act Fundamentals
All Board meetings, including the annual membership meeting, must be held in a public location within the Land Grant and in accordance with the Open Meetings Act (§ 49-1-12(A); Bylaws, Art. XIII, § 3). The core rules:
1. Quorum. Three trustees constitute a quorum (Bylaws, Art. XI, § 6; XIII, § 6). Whenever a quorum gathers to discuss or act on Land Grant business, that gathering is a "meeting" and the Act applies.
1. No rolling quorums. A quorum may not be assembled piecemeal — by phone calls, texts, email chains, or serial one-on-one conversations — to decide public business outside a noticed meeting (§ 10-15-1).
1. Annual resolution. At the beginning of each fiscal year the Board adopts an Open Meetings Resolution stating what notice is reasonable for each meeting type (§ 10-15-1(D); Bylaws, Art. XIII, § 8; Appendix B).
1. 72-hour agenda. The agenda for annual, regular, and special meetings must be available to the public at least 72 hours before the meeting, and only items on that agenda may be acted upon (§ 10-15-1(F); Bylaws, Art. XIII, § 7). Late items may be discussed but acted on only at a later meeting.
1. Minutes. Draft minutes — recording date, time, place, members present and absent, the substance of proposals, and how each member voted — must be prepared within ten days and approved at the next quorum meeting (§ 10-15-1(G); Bylaws, Art. XII, § 3(a)).
1. Telephone participation is permitted only when it is difficult or impossible for the trustee to attend in person, each participant can be identified when speaking, all participants can hear one another, and the public can hear every trustee (Bylaws, Art. XI, § 6).
[bookmark: _Toc234834059]6.3 Closed (Executive) Sessions
Executive sessions are permitted only on the grounds enumerated in § 10-15-1(H), including: limited personnel matters; attorney-client discussions of pending or threatened litigation; discussion of the purchase, acquisition, or disposal of real property or water rights; administrative adjudicatory deliberations; and the contents of competitive sealed proposals. Procedure:
1. Move in open session to close, stating the subject with reasonable specificity and the statutory exception relied upon; take a roll-call vote recorded in the minutes.
1. Discuss only the matters specified in the motion.
1. Take no final action in closed session; return to open session and state that only the noticed matters were discussed. Any vote occurs in open session.
[bookmark: _Toc234834060]6.4 Rights of Heirs and the Public
All members of the Organization — voting and non-voting — have the right to be present at all times when the Board is in session and to be heard on all matters in which they are interested (§ 49-1-12(A); Bylaws, Art. XIII, § 3(a)). Members of the public (non-heirs) may attend and may participate at the invitation or with the approval of the Board. At regular meetings, member comments are limited to three minutes with sign-in at the start of the meeting; public comments are limited to two minutes with sign-in (Bylaws, Art. XIII, § 7). A disruptive spouse or non-member may be removed (Bylaws, Art. IX, § 11).
[bookmark: _Toc234834061]6.5 Order of Business
Annual and regular meetings follow the order fixed by Bylaws Article XIII, Section 7: (1) call to order; (2) proof of quorum; (3) approval of agenda; (4) approval of minutes; (5) Collector’s report; (6) Treasurer’s report; (7) new business; (8) old business; (9) member comments (3 minutes); (10) public comments (2 minutes); (11) sign-in of non-members; (12) announcements; (13) adjournment. Special and emergency meetings use the shortened order in the same section.
[bookmark: _Toc234834062]6.6 Violations
Actions taken in violation of the Open Meetings Act are invalid (§ 10-15-3). Upon receiving a written complaint, the Board should consult counsel promptly; the accepted cure is to re-notice and re-take the action at a compliant meeting. A knowing violation is a misdemeanor punishable by a fine of up to $500 (§ 10-15-4).
Authority: NMSA 1978, §§ 10-15-1 to 10-15-4, 49-1-9, 49-1-10, 49-1-12; Bylaws, Arts. XI §§ 5–6, XIII.
Responsible officer(s): Chairperson (conduct of meetings); Secretary (notices, agendas, minutes); Parliamentarian (order).
Related forms: Appendix B (Open Meetings Resolution); Appendix C (Agenda); Appendix D (Minutes).
[bookmark: _Toc234834063]Chapter 7. Parliamentary Procedure
	BOARD NOTE. Neither Chapter 49 nor the Bylaws mandates a parliamentary system. This chapter adopts a simplified form of Robert’s Rules of Order (Newly Revised) as Board best practice. The statutory requirements of Chapter 6 always control over parliamentary custom.



[bookmark: _Toc234834064]7.1 Basic Principles
1. One subject at a time; the agenda governs what may be acted on.
1. Every trustee has an equal right to be heard through the Chair.
1. The majority decides; the minority is heard; every vote of each trustee is recorded in the minutes (§ 10-15-1(G)).
[bookmark: _Toc234834065]7.2 Handling a Motion
1. A trustee is recognized by the Chair and moves the action ("I move that…").
1. A second trustee seconds the motion; without a second, the motion dies.
1. The Chair restates the motion; discussion follows, including any member or public comment the Board allows.
1. Amendments may be moved, seconded, and voted before the main motion.
1. The Chair calls the vote; the Secretary records each trustee’s vote by name.
1. The Chair announces the result; the motion and result appear verbatim in the minutes.
[bookmark: _Toc234834066]7.3 Common Motions
	Motion
	Purpose
	Vote required
	Debatable?

	Main motion
	Bring business before the Board
	Majority
	Yes

	Amend
	Modify a pending motion
	Majority
	Yes

	Table / postpone
	Defer to a later meeting
	Majority
	Limited

	Call the question
	End debate and vote
	Two-thirds
	No

	Point of order
	Enforce the rules
	Chair rules
	No

	Recess / adjourn
	Pause or end the meeting
	Majority
	No



[bookmark: _Toc234834067]7.4 Role of the Parliamentarian
The Parliamentarian advises the Chair on procedure, maintains order under Bylaws Article XII, Section 6, and may remove persons who impede the orderly flow of business. Rulings of the Chair may be appealed to the full Board, which decides by majority vote.
Authority: Bylaws, Art. XII, § 6; Art. XIII, § 7; best practice per Robert’s Rules of Order.
Responsible officer(s): Chairperson; Parliamentarian.
Related forms: Appendix C (Agenda template with motion log).
[bookmark: _Toc234834068]Chapter 8. Committees
[bookmark: _Toc234834069]8.1 Establishment
The Board may establish standing or ad hoc committees by resolution, stating each committee’s charge, membership, and reporting schedule. The Chairperson is an ex-officio member of all standing committees (Bylaws, Art. XII, § 1). Committees advise; they do not decide. Every committee recommendation requires approval by the full Board at an open meeting before it has any effect.
[bookmark: _Toc234834070]8.2 Open Meetings Act Application
1. A committee that includes three or more trustees is itself subject to the Open Meetings Act: noticed meetings, public agendas, and minutes.
1. A working group of one or two trustees (with or without members) need not meet publicly, but its recommendations must come to the full Board in open session.
1. Committee meetings should be covered by the annual Open Meetings Resolution (Appendix B).
[bookmark: _Toc234834071]8.3 Suggested Standing Committees
	Committee
	Typical charge

	Budget & Finance
	Draft the annual budget (Chapter 10); review quarterly reports; recommend dues and fees.

	Lands & Resources
	Boundary inspection, work projects, grazing and wood permits, comprehensive planning (Chapters 14–15).

	Membership & Genealogy
	Review applicant packets and heirship documentation for Board action (Chapter 16).

	Elections
	Election logistics: proclamation drafting, polling place, judge and clerk recruitment (Chapter 17). Trustees on the ballot do not serve.



Authority: NMSA 1978, § 10-15-1; Bylaws, Art. XII, § 1.
Responsible officer(s): Chairperson appoints subject to Board approval; committee chairs report at each regular meeting.
Related forms: Appendix C (Agenda); Appendix D (Minutes).

[bookmark: _Toc234834072]Part III
Administration and Compliance
[bookmark: _Toc234834073]Chapter 9. Records Management and the Inspection of Public Records Act
[bookmark: _Toc234834074]9.1 Custodian of Records
The Secretary is the official custodian of records for all freedom-of-information and Inspection of Public Records Act (IPRA) requests (Bylaws, Art. XII, § 3(i); § 14-2-7). The Organization should post, at its meeting place and on its website, a notice describing the right to inspect records, the procedure for requesting them, and the fee schedule.
[bookmark: _Toc234834075]9.2 Responding to an IPRA Request
1. Log the request (date received starts the clock). Requests may be oral or written, but statutory deadlines and remedies attach to written requests.
1. Permit inspection immediately or as soon as practicable — no later than 15 calendar days after receipt.
1. If inspection cannot be permitted within 3 business days, send a written response explaining when the records will be available (§ 14-2-8).
1. If the request is excessively burdensome or broad, send written notice within 15 days that additional reasonable time is needed (§ 14-2-10).
1. If any record or portion is withheld, cite the specific statutory exception in writing and produce the rest.
1. Fees: reasonable copy charges not exceeding $1.00 per printed page for standard paper; actual costs for electronic transmission; no charge to merely inspect; advance payment may be required (§ 14-2-9).
	CAUTION. An untimely response is treated as a denial and can subject the Organization to damages of up to $100 per day, plus the requester’s costs and attorney fees (§§ 14-2-11, 14-2-12). Calendar every request the day it arrives.



[bookmark: _Toc234834076]9.3 Common Exceptions
Most Land Grant records are public: minutes, agendas, budgets, audits, contracts, vouchers, election records, and the annual report. Narrow exceptions include letters of reference and matter of opinion in personnel files, certain medical records, attorney-client privileged communications, and records protected by other law. When in doubt, consult counsel; produce the record if no exception clearly applies.
[bookmark: _Toc234834077]9.4 Records Retention
The Organization follows the state General Records Retention and Disposition Schedules (1.15 NMAC). Key periods appear in Appendix F; in brief, minutes and membership records are permanent; ledgers, bank statements, and audit reports are kept six years; budgets, vouchers, and invoices three years; procurement files five years. No record may be destroyed while an IPRA request, audit, or litigation concerning it is pending.
[bookmark: _Toc234834078]9.5 The Annual Public Report
The Board must annually make public a report of all its transactions — based on agendas, minutes, and actions taken, and including all financial transactions. The report must be maintained and available for public review; until the Organization has an official office, the Secretary holds the report and makes it available to anyone who wishes to review it (§ 49-1-12(B); Bylaws, Art. XIII, § 3(c)). Filing the report with the Land Grant Council registry satisfies the public-place requirement.
Authority: NMSA 1978, §§ 14-2-1 to 14-2-12, 49-1-12; 1.15 NMAC; Bylaws, Art. XII § 3, Art. XIII § 3.
Responsible officer(s): Secretary (custodian); Chairperson (final review of denials with counsel).
Related forms: Appendix E (IPRA Request Form and Response Letters); Appendix F (Retention Quick Reference).
[bookmark: _Toc234834079]Chapter 10. Financial Management
[bookmark: _Toc234834080]10.1 Principles
The Organization’s money is public money held for the benefit of the membership. The Board and Treasurer must keep permanent, legible records capable of audit; every expenditure requires majority Board approval, payment by written check (or automatically recorded transaction) drawn upon a voucher, and a supporting invoice or receipt (§ 49-1-14(C); Bylaws, Art. XII, § 4). All deposits go to a bank or credit union organized and doing business in New Mexico (§ 49-1-8).
[bookmark: _Toc234834081]10.2 Internal Controls
1. Two authorized signatures on every check; at least three trustees hold signatory authority.
1. Deposits made the day of receipt or within three days.
1. Sequentially numbered receipts from bound receipt books with duplicate copies, bearing the Organization’s printed or stamped name (Bylaws, Art. XIV, § 6; § 49-1-8(E)).
1. Separation of duties: the Collector receipts, a second trustee verifies counts, the Treasurer deposits, the Secretary records.
1. Monthly bank reconciliation by the Treasurer, reviewed by a trustee who is not a signer on the account.
1. Treasurer (and any other collector of funds) bonded at not less than double the amount handled (§ 49-1-8); review bond adequacy annually.
1. Annual inventory of capital assets (§ 12-6-10).
[bookmark: _Toc234834082]10.3 Budget and DFA Local Government Division
As a local public body, the Organization submits an annual budget to the DFA Local Government Division (LGD) if annual revenues are $10,000 or more; below that, it adopts and submits a certification-of-revenues resolution instead (§ 6-6-2 and LGD practice). The working calendar:
	When
	Action

	February–March
	Budget committee projects revenues and expenditures for the coming fiscal year.

	April
	Public input hearing(s) on the proposed budget (no action taken at the hearing).

	May
	Board adopts the preliminary budget by resolution at an open meeting.

	June 1
	Preliminary budget submitted to DFA-LGD.

	July 31
	Final budget hearing and adjustments; prior-year final report and final budget adjustment requests.

	1st Monday, September
	DFA-LGD certifies the final budget.

	Within 30 days of each quarter end
	Quarterly financial reports to DFA-LGD (Sept., Dec., Mar., June quarters).



Budget adjustment requests (BARs): transfers within a fund require Board approval; transfers between funds or increases from new revenue require Board and DFA-LGD approval. A budgeted cash reserve of roughly five percent of projected revenues is recommended best practice.
[bookmark: _Toc234834083]10.4 Audit Act Compliance
The Organization reports annually under the Audit Act’s tiered system (§ 12-6-3(B); Audit Rule 2.2.2 NMAC). The tier depends on annual cash-basis revenue (excluding capital outlay and pass-through grants) and capital outlay spending — from a simple certification for bodies under $10,000, through agreed-upon procedures engagements at middle tiers, to a full financial and compliance audit at $500,000 or more. Key habits: await the State Auditor’s authorization; procure the independent accountant as the rules require; meet the report deadline (historically December 1); hold the required exit conference; and remember the report is not public until the State Auditor releases it. Verify the current tier thresholds and deadlines each year with the State Auditor or the Land Grant Council.
[bookmark: _Toc234834084]10.5 Land Grant-Merced Assistance Fund
Under § 49-11-6, the Organization is eligible for an annual distribution from the land grant-merced assistance fund if it (1) supplied its prior-year revenue accounting to the Land Grant Council, (2) is in compliance with Chapter 49, Article 1 — including having an elected board of trustees — and (3) is in compliance with the Audit Act. Distributions slide with annual revenue: full distribution under $50,000; 75% from $50,000 to $250,000; 50% from $250,000 to $500,000; 25% above $500,000. Maintaining audit and election compliance therefore has direct financial value. The Land Grant Council also provides training and fiscal assistance (§ 49-11-4).
[bookmark: _Toc234834085]10.6 Salaries, Per Diem, and Mileage
Salaries are fixed by Bylaws Article XI, Section 10 ($200/month for trustees; $225/month for the Secretary — the statutory maximums, § 49-1-14(A)). Per diem and mileage for travel on Land Grant business follow the Per Diem and Mileage Act, §§ 10-8-1 through 10-8-8, and current DFA rates; claims are submitted on the form in Appendix L, approved by the Board, and paid by check on voucher like any other expenditure.
[bookmark: _Toc234834086]10.7 Dues, Fees, and Revenues
The Board sets membership dues annually (Bylaws, Art. IX, § 6), fees for use of common lands and resources (§ 49-1-3(E)), new-member fees, work-absence fees, and any reactivation fees. The Collector collects and receipts all monies (Bylaws, Art. XII, § 5). The Organization may pledge revenues for acquisition of real property, capital assets, and equipment, including as matching funds for grant programs and related debt service (Bylaws, Art. XIV, § 7).
Authority: NMSA 1978, §§ 6-6-2, 10-8-1 to 10-8-8, 12-6-1 to 12-6-15, 49-1-8, 49-1-14, 49-11-4, 49-11-6; Bylaws, Arts. XI § 10, XII §§ 4–5, XIV §§ 6–7.
Responsible officer(s): Treasurer (books, budget, compliance); Collector (collections); full Board (approval of every expenditure).
Related forms: Appendix K (Voucher); Appendix L (Per Diem and Mileage Claim); Appendix A (Compliance Calendar).
[bookmark: _Toc234834087]Chapter 11. Procurement
[bookmark: _Toc234834088]11.1 Policy
All purchases by the Organization are made in accordance with the New Mexico Procurement Code (Bylaws, Art. XIV, § 3; NMSA 1978, §§ 13-1-28 to 13-1-199). The objectives are fair competition, best value, and a documented file for every purchase.
[bookmark: _Toc234834089]11.2 Methods
1. Small purchases (§ 13-1-125). Purchases below the statutory small-purchase threshold may be made at the best obtainable price without formal bids. Do not divide a purchase into smaller ones to evade thresholds (§ 13-1-125(D)). Verify the current threshold with DFA or the Land Grant Council before each significant purchase and obtain three quotes for anything more than nominal — a habit that protects the Board even when not strictly required.
1. Competitive sealed bids (§§ 13-1-102 to -110). For larger goods and construction: published notice at least ten calendar days before opening; public opening; award to the lowest responsive, responsible bidder; written notice to unsuccessful bidders.
1. Competitive sealed proposals (§§ 13-1-111 to -117). Where factors besides price matter; award to the offer most advantageous under the published evaluation criteria.
1. Sole source (§ 13-1-126). Only after a good-faith review shows one source; requires a written determination kept in the file.
1. Emergency (§ 13-1-127). Only for immediate serious threats to public health, safety, property, or essential functions; document the emergency and the selection.
[bookmark: _Toc234834090]11.3 Documentation and Conduct
1. Keep every procurement file — quotes, determinations, bids, evaluations, contracts — for at least five years.
1. No trustee or officer participates in a procurement in which they have a financial interest (Chapter 5; §§ 10-16-7, 13-1-13 et seq.).
1. The Land Grant Council may offer cooperative purchasing arrangements for land grants (§ 49-11-4(B)); use them where advantageous.
1. Every resulting payment still requires Board approval, voucher, and check (Chapter 10).
Authority: NMSA 1978, §§ 13-1-28 to 13-1-199, 49-11-4; Bylaws, Art. XIV, § 3.
Responsible officer(s): Treasurer maintains procurement files; full Board approves awards.
Related forms: Appendix K (Voucher); quote log kept with each procurement file.
[bookmark: _Toc234834091]Chapter 12. Personnel
[bookmark: _Toc234834092]12.1 Current Posture
The Organization currently operates through its trustees, officers, and member volunteers and has no employees. Trustee compensation is governed by Chapter 3 and Chapter 10 of this Manual. Member work obligations are governed by the Bylaws (Chapter 16).
[bookmark: _Toc234834093]12.2 If the Board Engages Workers
1. Independent contractors (surveyors, accountants, attorneys, laborers) are engaged through the Procurement Code (Chapter 11) under written agreements defining scope, price, and insurance.
1. Before hiring any employee, the Board must adopt, by resolution, basic personnel policies (hours, pay administration, leave, discipline, grievance) and register for the required federal and state payroll withholdings, workers’ compensation coverage, and unemployment insurance.
1. Limited personnel matters may be discussed in closed session (§ 10-15-1(H)), but all hiring and compensation decisions are voted in open session.
1. Nepotism and conflict rules (Chapter 5) apply to every engagement.
Authority: NMSA 1978, §§ 10-15-1(H), 10-16-1 et seq., 13-1-28 et seq.
Responsible officer(s): Full Board; Treasurer (payroll compliance if any).
Related forms: Appendix G (Conflict Disclosure); Appendix K (Voucher).
[bookmark: _Toc234834094]Chapter 13. Risk Management and Tort Liability
[bookmark: _Toc234834095]13.1 Duty to Insure
The Organization shall cover every risk for which immunity has been waived under the Tort Claims Act, § 41-4-1 et seq., or any liability imposed under § 41-4-4, as prescribed in § 41-4-20 (Bylaws, Art. XIV, § 4). As a land grant operating as a political subdivision, LGLG may apply to the Risk Management Division (RMD) of the General Services Department to purchase coverage through the public liability fund (§ 41-4-30). RMD coverage generally excludes damage to the Organization’s own property and equipment, which requires separate insurance.
[bookmark: _Toc234834096]13.2 Tort Claims Act Basics
1. Immunity is the rule; waivers are the exception — principally operation of motor vehicles, buildings, public parks, machinery and equipment, and utilities (§§ 41-4-5 to 41-4-12).
1. Claimants must give written notice within 90 days and sue within two years (§§ 41-4-16, 41-4-15).
1. Statutory caps limit damages; no punitive damages are allowed against the Organization.
1. Land grants-mercedes are expressly excluded from the definition of "public body" under the New Mexico Civil Rights Act (§ 41-4A-2).
[bookmark: _Toc234834097]13.3 Practical Rules
1. Any summons, complaint, or claim received is forwarded immediately to RMD or the insurer, and to counsel. Legal process may be served only on the Chairperson (president) or, in their absence, the Secretary (§ 49-1-17).
1. Review coverage annually before fiscal year end: liability, property, treasurer’s bond, and volunteer/work-project exposure.
1. Require liability waivers for member work projects and recreational use where appropriate; new members already sign a notarized liability disclaimer (Bylaws, Art. IX, § 3).
1. Inspect and document the condition of premises used for meetings and projects; fix or fence hazards promptly.
Authority: NMSA 1978, §§ 41-4-1 et seq., 41-4-30, 41-4A-2, 49-1-17; Bylaws, Art. XIV, § 4.
Responsible officer(s): Chairperson (claims intake); Treasurer (premiums and bonds); full Board (annual coverage review).
Related forms: Appendix A (Compliance Calendar — annual insurance review).

[bookmark: _Toc234834098]Part IV
The Common Lands
[bookmark: _Toc234834099]Chapter 14. Management of the Common Lands and Waters
[bookmark: _Toc234834100]14.1 Policy of Sustainable Management
It is the policy of the Organization to control, care for, and manage the common lands and waters in a sustainable manner so that future generations of land grant members can enjoy, use, and protect them in perpetuity (Bylaws, Art. VIII, § 1). Authorized uses include the historic, traditional, and customary uses of land and water allowed by New Mexico law, including those identified in the Kearny Code, and protected by Article II, Section 5 of the New Mexico Constitution.
[bookmark: _Toc234834101]14.2 Use Rights of Members
Individual heirs and members have no divisible interest in the common lands; they hold use rights subject to the Bylaws and the Board’s rules and regulations (Bylaws, Art. VIII, § 5). Members in default of dues, fees, or assessments lose the right to use the common lands until paid in full (§ 49-1-15(B)) — after notice and an opportunity to be heard. Probationary members enjoy use rights, including hunting, firewood, and camping (Bylaws, Art. IX, § 4).
[bookmark: _Toc234834102]14.3 Acquisition of Lands
The Organization’s standing policy is to re-acquire lands within its historic and patented boundaries that were lost from the common lands (Bylaws, Art. VII, §§ 1–2) and to promote and protect historic land grant communities (§ 3). The Board may acquire real property by purchase, exchange, or donation, may use debt service and pledge revenues, and may use revenues as matching funds; all acquired property becomes common land (§ 4). Statutory acquisition tools:
1. Delinquent tax sales (§ 7-38-67(H)). The Board may match the highest bid at a property tax sale and purchase property within its patent boundaries; the land becomes common land.
1. Abandoned property (§ 7-38-67.1). The Board holds a right of first offer — exclusive good-faith negotiation before public sale — for qualifying abandoned real property within the boundaries.
1. State land disposals (§ 13-6-5). State agencies selling real property within the patent boundaries must give the Board a right of first refusal; the Board must respond within 45 days of notice.
[bookmark: _Toc234834103]14.4 Conveyance and Mortgage of Common Lands
Common lands generally cannot be conveyed or mortgaged except for emergency, critical, or vital purposes that directly benefit the health, welfare, or safety of the residents and members (Bylaws, Art. VIII, §§ 2–3). The required path:
1. The proposal appears as an action item on both the ten-day meeting notice and the 72-hour agenda.
1. Approval by a three-fourths majority vote of a quorum of members present at the properly advertised meeting — or by ballot question at an election.
1. Compliance with § 49-1-11: the transaction must benefit the Land Grant as a whole and be approved by Board resolution at a regular meeting.
1. Heirs may file a written protest within 30 days of the resolution; the Board decides the protest at a special meeting within 30 days; the protesting heir may appeal to district court within 30 days for de novo review.
1. The Board petitions the district court for an order affirming the resolution. No conveyance or mortgage is valid without the court’s order.
Sales, trades, or leases to non-governmental entities may additionally require State Board of Finance approval at fair market value (§ 13-6-2.1) — consult counsel and the Land Grant Council before signing. Leasing of common lands to non-members is not allowed (Bylaws, Art. VIII, § 4).
[bookmark: _Toc234834104]14.5 Planning, Zoning, and Capital Projects
The Board may zone the common lands pursuant to a Board-approved comprehensive plan (§ 49-1-3(J)). A comprehensive plan should address land use, housing, transportation, infrastructure, economic development, water, hazards, and implementation. Capital projects of $25,000 or more with a useful life of ten years or more belong on an Infrastructure Capital Improvement Plan (ICIP) filed with DFA-LGD (historically due September 30) to qualify for state capital outlay.
[bookmark: _Toc234834105]14.6 Water
The Organization inventories and protects its water rights: declaring historic surface and ground rights with the Office of the State Engineer, holding well permits in the Organization’s name, and verifying that OSE records reflect the Land Grant’s ownership. Common waters are managed under the same sustainability policy as common lands (Bylaws, Art. VIII, § 1).
Authority: NMSA 1978, §§ 7-38-67, 7-38-67.1, 13-6-2.1, 13-6-5, 49-1-3, 49-1-11, 49-1-15; Bylaws, Arts. VII–VIII.
Responsible officer(s): Full Board; Lands & Resources Committee (Chapter 8).
Related forms: Appendix A (Compliance Calendar).
[bookmark: _Toc234834106]Chapter 15. Protection of the Common Lands: Encroachment and Adverse Possession
[bookmark: _Toc234834107]15.1 The Statutory Shield
Since June 15, 2007, an Article 1 land grant is not subject to adverse possession claims to, or defenses against, its common lands (§ 49-1-11.2). Only claims that fully vested before that date survive. A vested claim required, for a continuous ten-year period completed before June 15, 2007 (§ 37-1-22): (1) actual, visible, exclusive, hostile, open, and notorious possession; (2) good-faith color of title; and (3) payment of property taxes on the tract for the full ten years. Possession that began after June 15, 1997 cannot satisfy the ten-year requirement. Heirs occupying common land generally cannot show hostility, because an heir’s presence is presumed permissive (Bd. of Trustees v. Griego, 2005).
In addition, political subdivisions are immune from quiet-title suits except as specifically authorized by law (§ 42-11-1), a further shield for the common lands.
[bookmark: _Toc234834108]15.2 Vigilance Program
The shield does not police itself. The Board maintains a standing vigilance program:
1. Annual boundary inspection by the Lands & Resources Committee, documented with photographs and a written report to the Board.
1. Watch for the classic warning signs: new fencing, gates, or locks; posted signs; land clearing; structures; blocked access; and grazing or woodcutting without a permit.
1. Verify annually with the San Miguel County Assessor that every tract of common land is assessed to the Land Grant and that no private party is paying taxes on any part of it.
1. Record professional surveys of vulnerable boundaries with the County Clerk; mark and maintain boundary monuments and signage.
1. Put permission in writing: any tolerated use by a neighbor or member beyond ordinary use rights is documented in a revocable written permission, defeating any later claim of hostile use.
[bookmark: _Toc234834109]15.3 Response to Encroachment
1. Document the encroachment (photos, dates, witnesses) and report it to the Board at its next meeting — or a special meeting if urgent.
1. Send a written demand to cease, offering a written permissive-use agreement if the Board wishes to tolerate the use.
1. If the encroachment continues, the Board may by resolution authorize suit: ejectment against wrongful private claims within the boundaries (§ 49-1-15(A)) or an injunction against trespass on common lands or waters (§ 49-1-16). Consult counsel before filing.
1. Where a private party claims land the Organization believes is common land, counsel may also evaluate offensive strategies — including the Organization itself asserting title by dominion (fencing, signage, tax payment under its color of title) — as an alternative to litigation.
Authority: NMSA 1978, §§ 37-1-22, 42-11-1, 49-1-11.2, 49-1-15, 49-1-16.
Responsible officer(s): Lands & Resources Committee (inspection); full Board (enforcement resolutions); Chairperson (demand letters with counsel).
Related forms: Appendix A (Compliance Calendar — annual assessor check and boundary inspection).

[bookmark: _Toc234834110]Part V
Membership, Elections, and Accountability
[bookmark: _Toc234834111]Chapter 16. Membership
[bookmark: _Toc234834112]16.1 Who Is an Heredero/Heir
An heredero/heir is a person recognized by the Board, in its sole discretion, as a descendant of the original grantees who has an interest in the common lands through bloodline inheritance (§ 49-1-1.1; Bylaws, Art. IX, § 1). Bloodline heirs are legal sons, daughters, grandchildren, and great-grandchildren as recognized by the Board. A child legally adopted by an heir before age 18 is an heredero/heir. Applicants must be at least 18, must document their bloodline from the Heredero List (available at lowergallinaslandgrant.com and in the applicant packet), and must present one consecutive bloodline; if a member has no children, the membership ends with that member.
[bookmark: _Toc234834113]16.2 Membership Caps and Bequeathal
Membership is capped at 72 members for FY26; beginning July 1 of fiscal year 2027, the cap rises to 100 (Bylaws, Art. IX, § 1(f)). A member may bequeath their membership to a legal son, daughter, grandchild, or great-grandchild who is a blood heir; step-relations, half-siblings, and partners do not qualify. A bequeathal request must be presented to the Board by the executor of the estate within 365 days of the member’s passing, on a notarized or legal form. A member who is ill or no longer able to participate may likewise bequeath their membership; a childless heir may bequeath to a legal niece or nephew who is an heir through the member’s bloodline (Art. IX, § 1(g)).
[bookmark: _Toc234834114]16.3 Application Process
1. Request the Applicant Member Packet from the Secretary (lglgsecretary@gmail.com).
1. Complete the packet — including the Affidavit of Heirship, family genealogy documenting at least one generation to a listed heredero/heir, and a typed or legible handwritten letter describing the family history connecting the applicant to the Land Grant.
1. Mail to LGLG, P.O. Box 102, Montezuma, NM 87731. Applications are accepted no later than June 1 of the fiscal year.
1. The Board reviews the packet and notifies the applicant by certified letter of next steps.
1. At the first quarterly or annual meetings of the fiscal year, applicants determined by the Board to be heirs read their letters to the membership.
1. The members present confirm each proposed member by a three-fourths majority vote, and the Board makes the vote official by motion.
1. Within 30 days of confirmation, the new member signs a notarized liability disclaimer, a notarized acknowledgment that they are not entitled to any Hermit’s Peak/Calf Canyon 2023 FEMA funds paid to previous members, and a notarized acknowledgment of receipt of the Bylaws — and pays the new-member fee plus the $35 annual membership fee.
[bookmark: _Toc234834115]16.4 Probationary Membership and Ratification
Confirmed applicants hold probationary status for one year. Probationary members may vote in Organization elections, may speak at meetings subject to Board rules, and may use the common lands and waters (hunting, firewood, camping). They must keep current on dues, attend at least two meetings per year, and participate in mandatory work projects or provide at least ten hours of approved work annually (Bylaws, Art. IX, § 4). At an annual meeting, probationary members who have met their obligations are ratified as qualified voting members by a three-fourths majority vote of the Board; a membership certificate is issued, and the member is entered in the official Membership Book (Art. IX, § 5; Art. XIV, § 2). Membership is never denied on account of race, color, creed, national origin, or sex.
[bookmark: _Toc234834116]16.5 Obligations of Qualified Voting Members
	Obligation
	Standard

	Dues
	Set by the Board annually; payable in July at the start of the fiscal year by cashier’s check or money order in the exact amount; delinquent if not paid in full by June 30. Members delinquent more than 365 days may not vote.

	Meeting attendance
	At least two meetings (regular, annual, or special) per fiscal year; if a meeting is cancelled, the requirement drops to one for that year. The annual meeting requirement applies per Art. IX, § 2(d)(5).

	Work projects
	Participate in mandatory Board-approved projects or pay the work-absence fee. Exempt: members who are disabled, medically excused by a doctor, or over 70.

	Exemptions
	Members on active military duty or enrolled in an out-of-state institution at least 300 miles away are exempt from attendance (but see Art. IX, § 2(d)(5)); others may petition the Board case-by-case.

	Conduct
	Understand and follow the Bylaws; be bound by Board decisions and Organization rules.



[bookmark: _Toc234834117]16.6 Excused Absences, Inactive Status, and Reinstatement
A member unable to meet the attendance requirement may request an excused absence; the Board decides whether the reason (for example, medical or family emergency) merits excuse. There is no absentee or early voting (Bylaws, Art. IX, § 7). A member who fails to meet dues, attendance, or work requirements is automatically and immediately reclassified as inactive; the Board confirms inactive classifications at least five days before every election (Art. IX, §§ 2, 8). Inactive members lose all rights and privileges — including voting and use of the common lands and waters — until they become current on all outstanding dues and fees (including those accrued while inactive) and comply with attendance and work requirements. The Board may adopt, impose, or waive reactivation fees case-by-case (Art. IX, § 8(c)).
[bookmark: _Toc234834118]16.7 Expulsion, Suspension, and Reinstatement
A qualified voting member who fails to cooperate in the purposes of the Organization or acts contrary to its best interests may be expelled by a simple majority vote of the Board, provided: the recommendation is made at a properly advertised meeting; the member receives written notice of the charges by certified mail within 30 days; the member is given the opportunity to appear in their own defense (failure to appear results in automatic expulsion); and the expulsion vote appears on the ten-day notice and 72-hour agenda (Bylaws, Art. IX, § 9(a)). Grounds for suspension or termination include conduct seriously detrimental to the Organization, harassment or intimidation of members or trustees, suing the Organization, and criminal violations of state or federal law (§ 9(d)). An expelled member may petition for reinstatement after 730 days; reinstatement requires a three-fourths majority vote of the Board, full payment of all delinquencies, and completion of probationary requirements (§ 9(c)).
[bookmark: _Toc234834119]16.8 Voting and Spousal Rights
Each qualified voting member has one vote in every Organization election: no voting by proxy or by mail (Bylaws, Art. IX, § 10). A spouse who is neither a member nor an heir may attend all meetings but may not vote (§ 11).
Authority: NMSA 1978, § 49-1-1.1; Bylaws, Art. IX; Art. XIV, §§ 1–2.
Responsible officer(s): Board (approval and classification decisions); Secretary (membership records, certified notices); Collector (dues and fees).
Related forms: Appendix I (Membership Application Checklist); Appendix J (Excused Absence Request).
[bookmark: _Toc234834120]Chapter 17. Elections
[bookmark: _Toc234834121]17.1 When Elections Are Held
Regular elections of trustees are held in even-numbered years on the first Saturday of May, every two years (Bylaws, Art. X, § 1), with either two or three of the five staggered four-year seats on the ballot (Art. XI, § 3). Ballot questions — including bylaw amendments and conveyance questions — may be presented at the same election.
[bookmark: _Toc234834122]17.2 Election Proclamation
At least two months before the election, the Board issues an Election Proclamation by resolution containing all eight required elements: (1) election date; (2) purpose; (3) deadline for declarations of candidacy; (4) the text of any ballot question; (5) each polling place; (6) polling hours; (7) date and time registration books close; and (8) date and time of the meeting to finalize the registration books (Bylaws, Art. X, § 2). The proclamation is published in Spanish and English in a newspaper of general circulation within the city limits of Las Vegas, New Mexico, and posted in at least five public places within the Land Grant, no more than 45 and no fewer than 30 days before the election. The Organization’s customary posting sites are the fire station, the land grant entrance, Santo Niño church, the fork at NM 65 and County Road A27/Forest Road 263, and San Antonio church.
	CAUTION. Defects in the proclamation — a missing element, late publication, or missing postings — are the most common ground for election challenges and can nullify an election. Confirm publication with the newspaper in writing and photograph each posted notice with its date.



[bookmark: _Toc234834123]17.3 Candidacy
Declarations of Candidacy are accepted for ten calendar days after the proclamation is published and posted, submitted to the Secretary on the form in the Bylaws (Art. X, §§ 3–4) — a sworn, notarized affidavit; a knowing false statement is a fourth-degree felony. Candidates must be qualified voting members not in default. The Board verifies eligibility after the filing period closes. A candidate may withdraw no later than four days before the election using the Withdrawal of Candidacy affidavit. Ballot order is determined by drawing lots immediately after the close of the declaration period.
[bookmark: _Toc234834124]17.4 Voter Registration
The Secretary maintains the registration books. Registration closes fifteen days before the election and remains closed until the Monday following the election (§ 49-1-5(C)). After closing, and at least five days before the election, the Board meets and adopts the finalized registration book by resolution. Only persons listed in the official registration book may vote; no unregistered person’s ballot is counted (§ 49-1-5(D)). The Board also prepares a voting roster that every voter signs before receiving a ballot. The Board confirms inactive-member classifications at least five days before every election (Chapter 16).
[bookmark: _Toc234834125]17.5 Ballots and the Ballot Box
1. Ballots list all eligible candidates (in lot-drawn order) and any questions; all ballots are identical in size and paper weight; the number printed equals the number of qualified voting members (Bylaws, Art. X, § 6).
1. There are no write-in candidates; votes for non-candidates are discarded (§ 8).
1. The ballot box must be sized for the expected votes and locked or sealed against tampering until counting (§ 9).
1. Provisional ballots are prepared for every election and administered with the sworn-statement, double-envelope procedure of Art. X, § 7; the canvass determines each provisional voter’s eligibility.
[bookmark: _Toc234834126]17.6 Election Officials
The Board appoints one election judge and at least two election clerks for each polling place. No spouse, parent, child, brother, or sister of any candidate may serve as judge or clerk (Bylaws, Art. X, § 10; § 49-1-5). The judge must also be present for the canvass. Trustees who are on the ballot take no part in administering the election.
[bookmark: _Toc234834127]17.7 Election Day
1. Officials, the Secretary, and the Chairperson arrive at least 15 minutes before the polls open at the proclaimed time.
1. Each voter presents identification, is located in the registration book, signs next to their name, and receives a ballot. Voters not in the book vote provisionally.
1. Completed ballots go into the sealed ballot box.
1. Polls close at the proclaimed time; only voters already in line may still vote.
1. Counting begins immediately: the clerks count sign-ins; the judge verifies; ballots cast are counted and must equal sign-ins plus eligible provisionals; votes are tabulated and verified; the judge and clerks execute the Affidavit of Election Results (Bylaws, Art. X, §§ 11–12) and deliver it with the ballots and the signed registration book to the Board.
[bookmark: _Toc234834128]17.8 Canvass, Certificates, and Taking Office
The election judge(s) and the Board meet no later than seven days after the election to canvass the votes and certify the result on the Canvassing of Votes Certification Form (Bylaws, Art. X, §§ 13–14; § 49-1-7). The candidates with the highest vote totals win (plurality); ties are resolved by lot under Art. X, § 16. Certificates of Election issue to the winners, subject to the relationship restrictions of Art. X, § 15 — where related candidates both win, only the higher vote-getter is seated. Service on the Board begins within seven days of the canvass (Certificate of Election form), and the new Board organizes and elects officers (Chapter 4).
[bookmark: _Toc234834129]17.9 Election Contests
Any unsuccessful candidate or qualified voting member who believes any portion of the election violated Chapter 49, Article 1 or the Bylaws may contest the outcome by filing with the Guadalupe Hidalgo Treaty Division of the Office of the Attorney General within 30 days of the issuance of the certificate of election (§ 49-1-7(D); Bylaws, Art. X, § 19). Certificate holders take office and serve while the contest is pending; the Division must decide within 90 days.
Authority: NMSA 1978, §§ 49-1-5, 49-1-5.1, 49-1-7; Bylaws, Art. X.
Responsible officer(s): Full Board (proclamation, canvass); Secretary (candidacies, registration books); election judge and clerks (conduct of election).
Related forms: Appendix H (Election Calendar Worksheet); candidacy, results, canvass, and certificate forms in Bylaws, Art. X.
[bookmark: _Toc234834130]Chapter 18. Public Communications and the Annual Report
[bookmark: _Toc234834131]18.1 Official Communications
1. Meeting notices and election proclamations are always issued in both Spanish and English (§§ 49-1-5, 49-1-9; Bylaws, Arts. X, XIII).
1. The website (lowergallinaslandgrant.com) carries the Bylaws, the Heredero List, meeting notices and agendas, the IPRA notice, and contact information (Secretary: lglgsecretary@gmail.com; mail: P.O. Box 102, Montezuma, NM 87731).
1. Only the Chairperson — or a trustee expressly authorized by Board action — speaks for the Organization to media, agencies, or other governments. Individual trustees identify personal views as their own.
1. After every election, appointment, or bylaw amendment, the Secretary updates the Organization’s registration with the New Mexico Land Grant Council registry (§ 49-1-23).
[bookmark: _Toc234834132]18.2 The Annual Report
Each year the Board makes public a report of all its transactions — built from the agendas, minutes, and actions of the year and including all financial transactions (§ 49-1-12(B); Bylaws, Art. XIII, § 3(c)). A serviceable format: (1) a letter from the Chairperson; (2) trustees and officers; (3) meetings held and principal actions; (4) membership statistics; (5) financial summary — revenues, expenditures, fund balances; (6) audit/certification status; (7) land and projects report; and (8) the year ahead. Present the report at the annual meeting in July, keep it available for inspection, and file it with the Land Grant Council registry.
Authority: NMSA 1978, §§ 49-1-12(B), 49-1-23; Bylaws, Art. XIII, § 3.
Responsible officer(s): Chairperson (voice of the Organization); Secretary (notices, website, registry); Treasurer (financial summary).
Related forms: Appendix A (Compliance Calendar).
[bookmark: _Toc234834133]Chapter 19. Strategic Planning
[bookmark: _Toc234834134]19.1 Why Plan
The Board’s zoning power depends on a Board-approved comprehensive plan (§ 49-1-3(J)); state capital outlay depends on an ICIP; and the Organization’s acquisition policy (Bylaws, Art. VII) requires knowing which lands to pursue and with what money. Planning turns those authorities into results.
[bookmark: _Toc234834135]19.2 Planning Cycle
1. Every four years (or after each election), hold a planning session — noticed as a public meeting — to set three to five multi-year goals: for example, land re-acquisition targets, boundary protection, infrastructure, membership growth to the cap, and financial reserves.
1. Annually, adopt a one-page work plan tied to the budget (Chapter 10) assigning each goal an owner, a cost, and a deadline.
1. Quarterly, review progress as a standing agenda item at a regular meeting.
1. Coordinate with the New Mexico Land Grant Council for training, technical assistance, and funding opportunities (§ 49-11-4), and file the ICIP with DFA-LGD for capital projects.
Authority: NMSA 1978, §§ 49-1-3(J), 49-11-4; Bylaws, Arts. II, VII.
Responsible officer(s): Full Board; committees execute assigned goals.
Related forms: Appendix A (Compliance Calendar); Appendix N (Self-Assessment, which feeds planning).
[bookmark: _Toc234834136]Chapter 20. Annual Board Self-Assessment
[bookmark: _Toc234834137]20.1 Purpose and Method
Once a year — recommended at the last regular meeting of the fiscal year — the Board evaluates its own performance using the form in Appendix N. Each trustee completes the form individually; the Chairperson (or Parliamentarian) tallies the results; and the Board discusses them in open session, adopting specific improvements for the coming year. The completed assessment feeds the annual work plan (Chapter 19) and the new-trustee onboarding process (Appendix M).
[bookmark: _Toc234834138]20.2 What Is Assessed
1. Compliance: meetings noticed and minutes timely; OMA resolution adopted; budget, quarterly reports, and audit-tier filings on time; registry current; insurance and bonds in force.
1. Stewardship: boundary inspection done; assessor verification done; work projects completed; acquisition opportunities pursued.
1. Governance: attendance, preparation, conflicts disclosed, civility, and the quality of deliberation.
1. Membership service: applications processed timely; communications bilingual and adequate; member concerns heard and answered.
Authority: Best practice; supports duties under NMSA 1978, §§ 49-1-12, 49-1-14, 49-1-19.
Responsible officer(s): Entire Board; Chairperson administers.
Related forms: Appendix N (Annual Board Self-Assessment Form).

[bookmark: _Toc234834139]Appendices
Forms, Templates, and Checklists
[bookmark: _Toc234834140]Appendix A. Annual Compliance Calendar
Confirm exact statutory deadlines each year; agency due dates can shift by rule.
	When
	Task
	Chapter

	July (start of FY)
	Adopt annual Open Meetings Resolution (Appendix B); hold Annual Membership Meeting; collect annual dues; present annual report; ratify probationary members
	6, 16, 18

	July 31
	Final budget hearing/adjustments; prior-year final report and final BARs to DFA-LGD
	10

	September (1st Mon.)
	DFA-LGD certifies final budget
	10

	September 30
	ICIP filing with DFA-LGD (if seeking capital outlay)
	14

	October 30
	Quarterly financial report (Jul–Sep) to DFA-LGD
	10

	Fall
	Annual boundary inspection; county assessor verification of common-land tracts; capital asset inventory
	15, 10

	December 1
	Audit/AUP report deadline (verify current date); Land Grant Council annual report published
	10

	January 30
	Quarterly financial report (Oct–Dec)
	10

	February–March
	Draft next-year budget; project revenues
	10

	Even years, February–March
	Adopt Election Proclamation (~2 months before election); Appendix H worksheet
	17

	April
	Public budget input hearing; audit-tier certification to State Auditor (Tier deadlines: verify)
	10

	Even years, 1st Saturday of May
	Election Day; canvass within 7 days; new Board organizes within 7 days of canvass; update Land Grant Council registry
	17, 4

	April 30
	Quarterly financial report (Jan–Mar)
	10

	May
	Adopt preliminary budget by resolution
	10

	June 1
	Preliminary budget to DFA-LGD; membership application deadline for the fiscal year
	10, 16

	June (last regular mtg.)
	Annual Board self-assessment (Appendix N); insurance and bond review; prior-year revenue accounting to Land Grant Council
	20, 13, 10

	July 30
	Quarterly financial report (Apr–Jun)
	10



[bookmark: _Toc234834141]Appendix B. Open Meetings Act Resolution (Template)
RESOLUTION NO. ______ — OPEN MEETINGS RESOLUTION, FISCAL YEAR 20____
WHEREAS, the Board of Trustees of the Lower Gallinas Land Grant La Sierrita-Merced ("Board") met in open session at a regular meeting on ______________, 20____; and
WHEREAS, Section 10-15-1(B) NMSA 1978 states that all meetings of a quorum of members of any board of a political subdivision held for the purpose of formulating public policy, discussing public business, or taking any action within the authority of the board are public meetings open to the public at all times; and
WHEREAS, any meeting subject to the Open Meetings Act at which the discussion or adoption of any proposed resolution, rule, regulation or formal action occurs shall be held only after reasonable notice to the public, and Section 10-15-1(D) NMSA 1978 requires the Board to determine annually what constitutes reasonable notice of its public meetings;
NOW, THEREFORE, BE IT RESOLVED by the Board that:
1. Regular meetings shall be held at least quarterly. Notice of the date, time, and location shall be posted in Spanish and English in a public place within the Land Grant at least ten (10) days in advance. The notice shall include an agenda or state where an agenda may be obtained.
1. Special meetings may be called by the Chairperson or any trustee, with notice posted in the same manner at least five (5) days in advance, stating the purpose; only noticed business shall be transacted.
1. Emergency meetings may be held only for unforeseen circumstances that demand immediate action to protect persons, property, or the finances of the Land Grant, with twenty-four (24) hours’ notice if possible.
1. The agenda for every annual, regular, and special meeting shall be available to the public at least seventy-two (72) hours before the meeting from the Secretary and at the posting locations; only items on the agenda may be acted upon.
1. Committees that include three or more trustees shall notice their meetings in the same manner as special meetings.
1. Customary posting locations include: the La Placita Fire Station; the land grant entrance; Santo Niño church; the fork at NM 65 and County Road A27/Forest Road 263; and San Antonio church; plus, the Organization website.
PASSED, ADOPTED, AND APPROVED this ______ day of ______________, 20____.
Signature ________________________   ______________   Date _______________
Printed name _____________________________________ Title _______________
Attest (Secretary) __________________________________   Date ______________
[bookmark: _Toc234834142]Appendix C. Meeting Agenda (Template)
LOWER GALLINAS LAND GRANT LA SIERRITA-MERCED — BOARD OF TRUSTEES
☐ Annual   ☐ Regular   ☐ Special   ☐ Emergency Meeting
Date ____________________  Time ____________
Location _______________________________________________________
Posted (Spanish & English) on: ____________  Locations: ____________________________  (Agenda available 72 hours before meeting — § 10-15-1(F))
1. Call to order
1. Proof of quorum (3 of 5 trustees)
1. Approval of agenda
1. Approval of minutes of ____________
1. Collector report
1. Treasurer report (monthly report; vouchers for approval)
1. New business (list each action item specifically): (a) ____________________  (b) ____________________  (c) ____________________
1. Old business: (a) ____________________  (b) ____________________
1. Closed session, if any (state subject and statutory exception under § 10-15-1(H); roll-call vote)
1. Member comments (3 minutes each; sign-in at start of meeting)
1. Public comments (2 minutes each; non-members sign in)
1. Announcements / next meeting date
1. Adjournment
[bookmark: _Toc234834143]Appendix D. Meeting Minutes (Template)
MINUTES — BOARD OF TRUSTEES, LOWER GALLINAS LAND GRANT LA SIERRITA-MERCED
Meeting type & date ______________________________  Time called to order ____________
Location _______________________________________________________
Trustees present __________________________________________________
Trustees absent __________________________________________________
Quorum present? (Y/N) ________ Members/public sign-in sheets attached? (Y/N) ________
	Item
	Motion (verbatim)
	Moved / Seconded
	Vote of each trustee

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Substance of matters discussed (attach reports): ______________________________________________________________________________________________________________________________
Closed session (if any): subject and exception stated: ____________________________ Roll-call vote recorded: ☐ Statement on return that only noticed matters were discussed: ☐
Time adjourned ____________
Minutes prepared within 10 days (§ 10-15-1(G); Bylaws Art. XII § 3(a)):
Signature _______________________________________ Date _______________
Printed name _____________________________________ Title _______________
Approved by the Board on __________________ Chairperson ____________________
[bookmark: _Toc234834144]Appendix E. IPRA Request Form and Response Letters
[bookmark: _Toc234834145]E-1. Request to Inspect Public Records
Submit to the Custodian of Records (Secretary), Lower Gallinas Land Grant La Sierrita-Merced, P.O. Box 102, Montezuma, NM 87731, or lglgsecretary@gmail.com. A written request must reasonably describe the records sought.
Requester name ________________________________________
Mailing address __________________________________________________
Phone ____________________ Email _________________________
Records requested (describe with reasonable particularity, including date ranges):
______________________________________________________________________________________________________________________________________________________________________________________________________________________________
☐ Inspection only (no fee)
☐ Copies (fee up to $1.00 per printed page; actual cost of electronic transmission)
Requester signature ________________________________  Date _______________
Custodian use: Received (date/time) __________ Response due: 3 business days (written response) / 15 calendar days (production) — §§ 14-2-8, 14-2-10.
[bookmark: _Toc234834146]E-2. Three-Day Acknowledgment Letter (Template)
Dear ____________: The Lower Gallinas Land Grant La Sierrita-Merced received your written request to inspect public records on ____________. Your requested records cannot be made available within three business days; they will be available for inspection by ____________ [no later than 15 calendar days from receipt or explain why the request is excessively burdensome or broad and state the additional reasonable time needed under § 14-2-10 NMSA 1978]. Copies are charged at $____ per page, payable in advance. — Custodian of Records
[bookmark: _Toc234834147]E-3. Denial Letter (Template)
Dear ____________: Your request of ____________ is granted in part and denied in part. The following records (or portions) are withheld under the exception(s) stated: ____________________ [cite the specific statutory exception, e.g., § 14-2-1]. All other responsive records are available. You have the right to pursue the remedies provided by § 14-2-12 NMSA 1978. — Custodian of Records
[bookmark: _Toc234834148]Appendix F. Records Retention Quick Reference
Per the General Records Retention and Disposition Schedules (1.15 NMAC). Never destroy a record subject to a pending IPRA request, audit, claim, or litigation.
	Record
	Retention

	Minutes of the Board; membership registration book; bylaws, resolutions, seal records
	Permanent

	Personnel files (if any)
	Permanent

	Bank statements, cancelled checks, journals, general ledgers, fixed-asset inventories
	6 years after fiscal year close

	Audit reports
	6 years after release

	Contracts and grant agreements
	6 years after termination

	Budgets, BARs, vouchers, purchase orders, invoices, receipts, RFPs
	3 years

	Procurement files
	5 years

	Insurance policies
	10 years after expiration (no claims pending)

	Election records (proclamations, affidavits, canvass certifications, ballots)
	Keep at least through the 30-day contest window plus any contest; recommended 6 years



[bookmark: _Toc234834149]Appendix G. Conflict-of-Interest Disclosure and Recusal Form
Filed by every trustee and officer on taking office, annually each July, and whenever circumstances change. Kept by the Secretary; available for public inspection.
Name ___________________________________ Position ____________________
I disclose the following interests that could conflict, or appear to conflict, with my duties (business interests, contracts or potential contracts with the Organization, family relationships with vendors or applicants, adjacent land ownership, etc.):
______________________________________________________________________________________________________________________________________________________________________________________________________________________________
☐ I have no interests to disclose at this time.
I acknowledge my obligations under the Governmental Conduct Act (§§ 10-16-1 et seq. NMSA 1978), including the duties not to use my office or confidential information for private gain, and I agree to disclose on the record and recuse myself from any matter in which I have an actual or potential conflict.
Signature ______________________________________ Date _______________
Printed name _____________________________________ Title _______________
[bookmark: _Toc234834150]Recusal Record (completed at the meeting; attach to minutes)
Meeting date _______________ Agenda item _________________________
Trustee recused _________________ Nature of conflict _________________________
☐ Disclosure stated on the record before discussion
☐ Trustee abstained from discussion and vote
☐ Trustee left the room during deliberation (significant matters)
[bookmark: _Toc234834151]Appendix H. Election Calendar Worksheet
Work backward from Election Day (first Saturday of May, even-numbered years). The 2026 cycle is shown as a worked example; enter the dates for each new cycle.
	Milestone (authority)
	Rule
	2026 example
	This cycle

	Board adopts Election Proclamation by resolution (Bylaws X § 2)
	≥ 2 months before
	by early March
	

	Publish proclamation (Spanish & English, newspaper + 5 postings) (Bylaws X § 2)
	30–45 days before
	Apr 1–15
	

	Declarations of candidacy due to Secretary (Bylaws X § 3)
	10 days after publication
	Apr 29, 5:00 p.m.
	

	Drawing of lots for ballot order (Bylaws X § 6)
	Immediately after close
	Apr 29–30
	

	Registration books close (§ 49-1-5(C))
	15 days before
	Apr 24, 5:00 p.m.
	

	Board finalizes registration books by resolution (Bylaws X § 5)
	≥ 5 days before
	May 4, 6:00 p.m.
	

	Candidate withdrawal deadline (Bylaws X § 3)
	≥ 4 days before
	May 5
	

	ELECTION DAY (Bylaws X § 1)
	1st Saturday of May
	May 9, 10 a.m.–12 p.m.
	

	Canvass and certification (§ 49-1-7; Bylaws X § 13)
	≤ 7 days after
	by May 16
	

	New Board organizes; officers elected (§ 49-1-8)
	≤ 7 days after canvass
	by May 23
	

	Update Land Grant Council registry (§ 49-1-23)
	Promptly
	May
	

	Contest window closes (§ 49-1-7(D))
	30 days after certificates
	mid-June
	



Logistics checklist: ☐ polling place reserved ☐ judge + 2 clerks appointed (no relatives of candidates) ☐ ballots printed (= number of qualified voting members; identical stock)  ☐ provisional ballots and envelopes  ☐ sealed ballot box  ☐ registration book and signature roster  ☐ newspaper affidavit of publication obtained  ☐ photographs of the five posted notices.
[bookmark: _Toc234834152]Appendix I. Membership Application Checklist
For use by applicants and the Membership & Genealogy Committee. See Bylaws, Art. IX and Chapter 16.
☐ Applicant is 18 or older and claims descent from a listed original grantee/inhabitant or listed heredero/heir
☐ Applicant Member Packet requested from Secretary (lglgsecretary@gmail.com)
☐ Affidavit of Heirship completed and notarized
☐ Family genealogy documenting bloodline (at least one generation to a listed heredero/heir)
☐ Letter (typed or legible handwriting) describing family history and connection to the Land Grant
☐ Packet mailed to LGLG, P.O. Box 102, Montezuma, NM 87731 by June 1 of the fiscal year
☐ Board review completed; applicant notified by certified letter
☐ Letter read to membership at first quarterly/annual meeting of the fiscal year
☐ Confirmed by 3/4ths vote of members present; Board motion passed
☐ Within 30 days: notarized liability disclaimer signed
☐ Within 30 days: notarized FEMA (Hermit’s Peak/Calf Canyon) funds acknowledgment signed
☐ Within 30 days: notarized acknowledgment of receipt of Bylaws signed
☐ Within 30 days: new-member fee plus $35 annual dues paid (cashier’s check or money order)
☐ Entered as probationary member; one-year probation begins (2 meetings + work requirement)
☐ Ratified as qualified voting member by 3/4ths vote of the Board at annual meeting; certificate issued; entered in Membership Book
[bookmark: _Toc234834153]Appendix J. Excused Absence Request
Under Bylaws, Art. IX, § 7, a qualified-voting or probationary member unable to meet the meeting-attendance requirement may request an excused absence. Medical or family emergencies may be excused. There is no absentee or early voting.
Member name ___________________________________  Date _______________
Meeting date(s) missed / to be missed ________________________________________
Reason (attach documentation if available):
________________________________________________________________________________________________________________________________________________________
☐ I request exemption as: ☐ active military duty  ☐ enrolled in an institution ≥ 300 miles away  ☐ disabled / medical (work projects) ☐ over 70 (work projects) ☐ other (above)
Member signature ________________________________________
Board action:  ☐ Excused ☐ Not excused   Meeting date: __________ Recorded in minutes: ☐
Chairperson _________________________ Secretary _________________________
[bookmark: _Toc234834154]Appendix K. Payment Voucher / Check Request
Every expenditure requires majority Board approval, a voucher with supporting invoice or receipt, and payment by written check or automatically recorded transaction (§ 49-1-14(C); Bylaws, Art. XII, § 4).
Voucher No. ____________ Date _______________
Payee _____________________________________________
Description of goods/services __________________________________________________
Amount $ _______________ Budget line ____________________
☐ Invoice or receipt attached
☐ Procurement method documented (Chapter 11): ☐ small purchase ☐ quotes ☐ bid/RFP ☐ sole source ☐ emergency
☐ Approved by majority of the Board at meeting dated: ____________ (minutes reference: __________)
Check No. ____________ Check date _______________
Authorized signature (1) ________________________________
Authorized signature (2) ________________________________
[bookmark: _Toc234834155]Appendix L. Per Diem and Mileage Claim
For travel on official Land Grant business under the Per Diem and Mileage Act, §§ 10-8-1 to 10-8-8 NMSA 1978, at current DFA rates (verify before payment). Paid by check on voucher after Board approval.
Claimant ______________________________ Position ____________________
Purpose of travel / meeting attended ________________________________________________
	Date
	From / To
	Miles
	Rate
	Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Per diem days ______ × rate $ __________ Per diem total $ ____________
Mileage total $ ____________ Grand total $ ____________
I certify this claim is true and correct and was incurred on official business of the Organization.
Signature ________________________________________ Date _______________
Printed name ____________________________________ Title _______________
Board approval date _______________ Voucher No. ____________
[bookmark: _Toc234834156]Appendix M. New Trustee Onboarding Checklist and Oath
[bookmark: _Toc234834157]Onboarding Checklist
☐ Certificate of Election received (or appointment recorded in minutes)
☐ Oath of office administered and filed with the Secretary
☐ Copies received: Bylaws (signed 3/22/2026), this Governance Manual, current budget, latest audit/certification, current Open Meetings Resolution, comprehensive plan (if adopted)
☐ Conflict-of-Interest Disclosure (Appendix G) completed
☐ Bank signature cards updated; Treasurer bond in place before handling funds (§ 49-1-8)
☐ Land Grant Council registry updated with new officers (§ 49-1-23)
☐ Open Meetings Act and IPRA orientation completed (Chapters 6 and 9); Land Grant Council trustee training requested (§ 49-11-4)
☐ Keys, passwords, records, and property transferred from predecessor (Bylaws, Art. XII, §§ 3–4)
[bookmark: _Toc234834158]Oath of Office (Recommended Form)
I, ______________________, do solemnly swear (or affirm) that I will support the Constitution of the United States, the Treaty of Guadalupe Hidalgo, and the Constitution and laws of the State of New Mexico; that I will faithfully perform the duties of Trustee of the Lower Gallinas Land Grant La Sierrita-Merced; and that I will protect, preserve, and defend its common lands and waters for the benefit of its members and future generations, so help me God (or: under penalty of perjury).
Trustee signature _________________________________ Date _______________
Administered by ___________________________________ Title _______________
[bookmark: _Toc234834159]Appendix N. Annual Board Self-Assessment Form
Each trustee completes individually; results are tallied and discussed in open session (Chapter 20). Rate each item: 1 = needs work, 2 = adequate, 3 = strong.
	Item
	1
	2
	3

	All meetings properly noticed (10-day/5-day/72-hour rules); no rolling-quorum contacts
	
	
	

	Minutes completed within 10 days and approved: annual OMA resolution adopted in July
	
	
	

	Budget, quarterly reports, BARs, and audit-tier filings submitted on time
	
	
	

	Every expenditure Board-approved, vouchered, and paid by two-signature check
	
	
	

	Treasurer and collectors bonded at ≥ 2× funds handled; insurance reviewed
	
	
	

	IPRA requests answered within 3-day/15-day deadlines
	
	
	

	Annual public report prepared and filed; Council registry current
	
	
	

	Boundary inspection and county assessor verification completed
	
	
	

	Membership applications processed per Bylaws timelines; rolls reviewed before elections
	
	
	

	Elections (if held) conducted per the proclamation without defects
	
	
	

	Conflicts disclosed and recusals observed; deliberations civil and prepared
	
	
	

	Strategic goals progressed; work projects completed
	
	
	



Top three improvements for next year: 1) __________________________ 2) __________________________ 3) __________________________
Trustee (optional) ______________________________ Date _______________
[bookmark: _Toc234834160]Appendix O. Items Flagged for Board and Counsel Review
Identified during preparation of this Manual. In each case the statute controls until the Bylaws are amended; none of these notes changes current practice by itself.
	Topic
	Bylaws provision
	Statute / issue

	Vacancy appointments
	Art. XI, § 4: appointee serves "until the next regular election"
	§ 49-1-13 (2019): appointee serves the remainder of the unexpired term

	Organizational meeting
	Art. XI, § 7: officers elected within 14 days after the election
	§ 49-1-8: board organizes within 7 days after the canvass. Hold the meeting within 7 days of canvass to satisfy both

	Election date
	Art. X, § 1: first Saturday of May, even years
	§ 49-1-5 permits a bylaw-designated day; confirm the proclamation always tracks the bylaw date

	Citation ranges
	Several articles cite "§§ 49-1-1 to 49-1-22"
	Current codification runs through § 49-1-24 (registry provision at § 49-1-23); update citations at next amendment

	Absentee/early voting
	Art. IX, § 7 and Art. X forms reference early/absentee lines but Art. IX, § 7 prohibits absentee/early voting
	Statute allows early/absentee only if procedures are in bylaws. Strike the form lines or adopt procedures

	Officer titles
	Bylaws use Chairperson/Vice-Chairperson
	§ 49-1-8 uses president/secretary/treasurer; the Chairperson is the "president" for service of process (§ 49-1-17)

	Dollar figures
	Manual references audit tiers, procurement thresholds, per diem rates
	These change by statute and rule; verify annually with the Land Grant Council, DFA, and the State Auditor



Recommended action: refer this table to legal counsel; place any needed bylaw amendments on the ballot at the next regular election under Bylaws, Art. XVI.
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