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CIVILIAN POLICE OVERSIGHT BOARD 

Thursday, September 21, 2017 – 5:00 PM 
Vincent E. Griego Chambers, Basement Level 

City/County Government Center – One Civic Plaza NW 
Albuquerque, New Mexico 

 
Members Present: Members Absent Others Present 
Joanne Fine, Chair 
Dr. Carlotta Garcia, Vice Chair 
Johnny J. Armijo  
Susanne Brown (In late) 
Eric Cruz  
Dr. William Kass 
Rev. Dr. David Z. Ring III 
Valerie St. John 
Leonard Waites 
 

 Edward Harness, CPOA 
Diane McDermott, CPOA 
Michelle Contreras, CPOA 
Amanda Bustos, CPOA 
Major Jessica Tyler, APD 
Lt. Arturo Sanchez, APD 
Julian Moya, City Council 
Jeramy Schmehl, Asst. City Atty 
T.J. Wilham, APD 

Meeting Minutes 

I. Welcome and call to order – Chair Fine called to order the regular meeting of the Police 
Oversight Board at 5:02 p.m.  

II. Pledge of Allegiance – Member Cruz led the meeting in the Pledge of Allegiance. 
III. Mission Statement – Chair Fine read the POB’s Mission Statement. 
IV. Approval of the Agenda 

a) Copies of the Agenda were distributed to each Member in their packets.  
b) A motion was made by Member Cruz to approve the agenda. Vice Chair Garcia 

seconded the motion.  The motion was carried by the following vote: 
For: 8 – Armijo, Cruz, Fine, Garcia, Kass, Ring, St. John, Waites 

c) During the meeting and after agenda item X, the agenda was amended to move item 
XIII to after item X and for this topic to run concurrent with the dinner break.  

V. Public Comments – None. 
VI. Review and Approval of Minutes. For more information about minutes from prior POB 

meetings, please visit our website here: http://www.cabq.gov/cpoa/police-oversight-
board/pob-agenda-meeting-minutes  
a) Approval of the Minutes from August 10, 2017 

1. Copies of the draft minutes from August 10, 2017 POB meeting was distributed to 
each member in their packets. 

2. A motion was made by Member Ring to approve the minutes as written.  Member 
Armijo seconded the motion. The motion was carried by the following vote:  
For: 8 – Armijo, Cruz, Fine, Garcia, Kass, Ring, St. John, Waites  

http://www.cabq.gov/cpoa/police-oversight-board/pob-agenda-meeting-minutes
http://www.cabq.gov/cpoa/police-oversight-board/pob-agenda-meeting-minutes
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VII. Discussion: 
a) NACOLE. Director Harness, Member Armijo, Member Ring, Member Waites, 

Member St. John, Member Cruz and Member Kass all attended the NACOLE 
Conference in Spokane, Washington from September 10 – 14, 2017 and gave a 
summary of what they learned at the conference.  

***Susanne Brown came in during item VII. b). *** 
b) Accident Data Presentation – T.J. Wilham, APD.   

1. Mr. Wilham gave a presentation regarding APD accident data. See attachment 
“A.” Copies of the presentation titled, “APD Involved Crash Analysis” was 
distributed to the POB members in their packets. A copy of the presentation was 
also available for the public.   

2. Lt. Arturo Sanchez from APD gave a summary about what steps they have made 
because of the data they compiled. 

3. Members discussed the accident data presentation with Mr. Wilham and Lt. 
Sanchez.  

c) Letter to Chief Eden regarding Commander McDonald’s Video Download 
Policy. 
1. In recent weeks, APD Commander McDonald has not been allowing the CPOA 

investigators to download and store the lapel videos for their files; however he is 
providing an online link in order to view the videos.   

2. The CPOA would like for the POB to write a letter to Chief Eden to outline a 
protocol to go back to the previous standard to allow the CPOA to download and 
retain videos for the investigative files.  

3. A motion was made by Vice Chair Garcia to write a letter [in collaboration 
between the POB and Director Harness to draft a letter to Chief Eden regarding 
the video download protocol]. Member Waites seconded the motion. The motion 
was carried by the following vote:  
For: 9 – Armijo, Brown, Cruz, Fine, Garcia, Kass, Ring, St. John, Waites 

4. After the motion, Attorney Mark Baker clarified that the POB would prepare a 
draft letter to Chief Eden, Jr. that raises the issue and seeks a return to the prior 
status quo.    

VIII. Consent Agenda Cases: The CPOA’s findings in each case listed on the consent agenda 
are reviewed and approved by the POB. The findings become part of the officer’s file, if 
applicable. Copies of the full findings letters to the citizens can be located at 
http://www.cabq.gov/cpoa/findings-letters/civilian-complaints-pob-findings. 
a) Administrative Closed Cases 

119-17  120-17  131-17  132-17  141-17 143-17 
147-17 151-17  152-17    

http://www.cabq.gov/cpoa/findings-letters/civilian-complaints-pob-findings
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1. A motion was made by Member Waites that we [POB] approve the 
Administratively Closed cases as presented. Vice Chair Garcia and Member 
Brown seconded the motion.  There was no discussion as to any of the 
administratively closed cases. The motion was carried by the following vote:  
For: 8 – Armijo, Brown, Cruz, Fine, Garcia, Ring, St. John, Waites 
Abstain - Kass abstained from voting on cases until after the completion of 
his training. 

b) Cases Investigated.  
083-17 115-17     
      

1. A motion was made by Member Waites that we [POB] approve the Cases 
Investigated as presented. Member Ring seconded the motion. There was no 
discussion as to any of the administratively closed cases. The motion was carried 
by the following vote:  
For: 8 – Armijo, Brown, Cruz, Fine, Garcia, Ring, St. John, Waites 
Abstain: 1- Kass abstained from voting on cases until after the completion of 
his training. 

c) CIRT Cases 
C-027-16 C-033-16 C-045-16 C-049-16 C-054-16 C-066-16 
C-075-16 C-076-16 C-009-17 C-011-17 C-016-17  

1. A motion was made by Member Waites that we [POB] approve the CIRT Cases 
as presented. Member Armijo seconded the motion.   

2. After the motion, there was a discussion about the CIRT cases. The CIRT cases 
were presented to the Case Review Subcommittee on September 5, 2017 and were 
not approved by the Case Review Subcommittee for the reason that the CIRT 
cases were not presented in an organized manner, the cases were not consistent 
across the board and they lack of uniformity of file format.  

3. After the discussion, the motion failed.  
Against: 8- Armijo, Brown, Cruz, Fine, Garcia, Ring, St. John, Waites 
Abstain: 1- Kass abstained from voting on cases until after the completion of 
his training. 

4. After the first failed motion, a second motion was presented by Vice Chair Garcia 
as stated: 

“I would like to move that the CIRT cases we have been 
enumerating here would be reviewed—would be organized  
for us [the POB] in a better fashion so that we can correlate the 
names between different files and different platforms, and 
that we work with an APD designee, either Major Tyler or 
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her designee so that we could have that [CIRT Case information] 
at least in a sorted fashion so we [the POB] are not spending, for 
myself example [sic] in aside from my motion is it takes about 
a day and a half to pull all the numbers together and make sure  
they are all connecting. So, the request is for better organization 
and better access to each file for each case [for each CIRT case]  
so we can review them in a more efficient way and a complete  
file.”  

Member Waites seconded the motion.  The motion was carried by the following 
vote: 
For: 8 – Armijo, Brown, Cruz, Fine, Garcia, Ring, St. John, Waites 
Abstain: 1 - Kass abstained from the vote until after the completion of his 
training. 

IX. OIS Cases. According to the Agreement between the APD Union and the City of 
Albuquerque, the POB is not allowed to know the identity of the police officer named in 
the complaint. In accordance with the bargaining agreement, the CPOA does not reveal 
the officer’s name to the Board. The Findings letters to Chief Eden, Jr. for all three OIS 
cases listed below are posted on the CPOA’s website located here: 
http://www.cabq.gov/cpoa/findings-letters/special-cases-sent-to-internal-a/officer-
involved-shootings 
Member Fine clarified for the public that concurrence means that they agree to the 
findings of IA and non-concurrence means that they do not agree to the findings of IA.   

a) Christopher Cook I-172-16. Director Harness concurred with the Internal Affairs 
investigation.   
1. After the reading of the findings letter in I-022-17, a motion was made by Vice 

Chair Garcia to accept the findings letter in I-172-16 as written and presented by 
Mr. Harness.  Member Ring seconded the motion. After the motion, there was 
no discussion. The motion was carried by the following vote: 
For: 8 – Armijo, Brown, Cruz, Fine, Garcia, Ring, St. John, Waites 
Abstain:1 - Kass abstained from the vote until after the completion of his 
training. 

b) Rafael Molina I-023-17. Director Harness concurred with the Internal Affairs 
investigation.  
1. A motion was made by Vice Chair Garcia to accept OIS case, Rafael Molina, I-

023-17, a concurrence letter from Mr. Harness regarding this case be accepted 
as presented. Member Brown seconded the motion.  After the motion, there was 
no discussion. The motion was carried by the following vote: 
For: 8 – Armijo, Brown, Cruz, Fine, Garcia, Ring, St. John, Waites 

http://www.cabq.gov/cpoa/findings-letters/special-cases-sent-to-internal-a/officer-involved-shootings
http://www.cabq.gov/cpoa/findings-letters/special-cases-sent-to-internal-a/officer-involved-shootings
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Abstain - Kass abstained from the vote until after the completion of his 
training. 

c) Danan Gabaldon I-022-17. Director Harness read his non-concurrence findings 
letter to the POB.  Director Harness does not agree with the IA investigation.  Prior 
to the motions for all three OIS cases, a discussion was had regarding the reasons 
why OIS case I-022-17 is a non-concurrence.   
1. A motion was made by Member Ring to send this letter by Mr. Harness 

[regarding I-022-17].  Member St. John seconded the motion. After the motion, 
there was no further discussion. The motion was carried by the following vote: 
For: 8 – Armijo, Brown, Cruz, Fine, Garcia, Ring, St. John, Waites 
Abstain: 1 - Kass abstained from the vote until after the completion of his 
training. 

d) After the motions, Director Harness clarified that all the recommendations for the 
Use of Force Policies and the disciplinary recommendations are based upon the 
policies that were in place in June 2015.   

X. POB’s Review of Garrity Materials – None.  
XI. (Previously listed on agenda as Item XIII) - Meeting with Counsel re: Pending 

Litigation & Personnel Issues.  
a) Matters subject to the attorney-client privilege pertaining to threatened or 

pending litigation in which the public body is or may become a participant 
pursuant to NMSA 1978, Section 10-15-1(H)(7);  

b) Limited personnel matters pursuant to NMSA 1978, Section 10-15-1(H)(2)  
1. A motion was made by Member Waites to amend the agenda and move item XIII 

to item XI. Vice Chair Garcia seconded the motion. The motion was carried by 
the following vote:   
For: 9 – Armijo, Brown, Cruz, Fine, Garcia, Kass, Ring, St. John, Waites 

2. Chair Fine read aloud the following statement: 
“Matters subject to the attorney-client privilege  
pertaining to threatened or pending litigation in  
which the public body is or may become a  
participant pursuant to NMSA 1978, Section 
10-15-1(H) (7) and limited personnel matters  
pursuant to NMSA 1978, Section 10-15-1 (H) (2).”    

3. A motion was made by member Cruz that the POB go into a closed session. 
Member St. John seconded the motion.  
Roll call: Kass, Cruz, St. John, Garcia, Fine, Waites, Ring, Armijo, Brown 
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4. At 6:55 p.m., the POB went into an executive session/dinner break.   
5. At 7:30 p.m., the POB came out of an executive session/dinner break.   
6. Chair Fine called the meeting to order. 
7. A motion was made by Member Cruz to bring the POB back into regular 

business. Vice Chair Garcia seconded the motion.  
8. After the motion, Attorney Baker read the following statement: 

“The only matters discussed in our closed 
discussion were those [matters regarding  
pending litigation or personnel  
issues only].  Matters subject to the attorney-client 
privilege pertaining to threatened or pending  
litigation in which the public body is or may 
become a participant pursuant to NMSA 1978, 
Section10-15-1(H) (7) and limited personnel 
matters pursuant to NMSA 1978, Section  
10-15- 1 (H)(2).”  

9. After the reading of the above-referenced statement by Attorney Mark Baker, the 
motion was confirmed by a roll call vote as follows:  
Roll call: Kass, Cruz, St. John, Garcia, Fine, Waites, Ring, Armijo, Brown 

XII. (Previously listed on agenda as item XI) - Reports from Subcommittees 
a) Community Outreach Subcommittee – Dr. Ring - For more information regarding 

POB Community Outreach Subcommittee meetings, agendas and minutes, please 
refer to the website located here:   
http://www.cabq.gov/cpoa/subcommittees/outreach-committee  
Member Ring gave a report on behalf of the Community Outreach Subcommittee:  
1. The only event this month was that the Community Outreach Subcommittee 

members all attended the NACOLE conference.  
2. The Community Outreach Subcommittee next meeting will be on October 17, 

2017 at 5 p.m. at the Plaza del Sol building located at 600 2nd Street NW.  
3. After the Policy Subcommittee report in item XII, b. 6, Member Ring added to his 

report that the Community Policing Councils are no longer run by officers.  
Member Ring invited not required, board members to try and attend a CPC 
meeting at least once a month. See attachment “B” for the most recent CPC 
schedule of meetings. 

b) Policy and Procedure Review Subcommittee – William Kass - For more 
information about the POB Policy and Procedure Subcommittee meetings, agendas 
and minutes, please refer to the website located here: 
http://www.cabq.gov/cpoa/subcommittees/policy-procedure-review-committee  

http://www.cabq.gov/cpoa/subcommittees/outreach-committee
http://www.cabq.gov/cpoa/subcommittees/policy-procedure-review-committee


 

Civilian Police Oversight Board 
Minutes – September 21, 2017 

Page 7 
 

Member Kass gave a report on behalf of the Policy and Procedure Review 
Subcommittee: 
1. (Previously listed on agenda as item XI, b. 2) Domestic Violence Policy. 

During his report, Member Kass moved the Domestic Violence policy to item 1 of 
his report.  Member Kass clarified that the Domestic Violence Policy was adopted 
at the Policy Procedure Review Board (PPRB) meeting on September 21, 2017. 
Therefore, this item would be discussed later.  See attachment “C” for adopted 
policy.  

2. (Previously listed on agenda as item XI, b. 4) Dr. Kass’ POB Policy 
Recommendation Process. Members discussed Dr. Kass’ POB recommendation 
process. The POB has agreed to incorporate his suggestions as a framework to test 
it with future policies that come before the POB. See attachment “D” for POB 
Policy Recommendation Process.  

i. After the discussion on Policy 3-52 in item XII, b. 3, a motion was made by 
Member Ring to affirm Dr. Kass’ policy recommendation process as a 
informal framework for future policy making by this body.  Member Cruz 
seconded the motion.  The motion was carried by the following vote: 
For: 9 – Armijo, Brown, Cruz, Fine, Garcia, Kass, Ring, St. John, 
Waites 

3. (Previously listed on agenda as item XI, b. 3. ) 3-52 Policy Suggestion for 
inclusion of POB.  Members discussed policy 3-52 Policy Development Process.  
See attachment “E.”  

4. Chair Fine, Member Kass, Member Armijo, Member Waites, Executive Director 
Harness and Major Tyler will be having a working group meeting at the 
Albuquerque Police Academy on September 27, 2017 at 5:30 p.m.  

5. The Policy and Review Subcommittee will be meeting on Thursday, September 
28, 2017 at 5 p.m.  

6. (Previously listed on agenda as items XI, b. 1 & 2) Domestic Violence Policy 
(revisited) and HR/APD Supervisor Promotion Policy. Member Kass revisited 
the DV policy and emphasized that the policy has already been adopted.  As for 
the HR/APD Supervisor Promotion Policy, Member Kass discussed that this 
policy is a little more complicated and will revisit this policy along with the DV 
policy at another time.     

c) Case Review Subcommittee – Joanne Fine. For more information regarding POB 
Case Review Subcommittee meetings, agendas and minutes, please refer to the 
website located here:  http://www.cabq.gov/cpoa/subcommittees/case-review-
committee-crc. Chair Fine gave a report on behalf of the Case Review Subcommittee.  

http://www.cabq.gov/cpoa/subcommittees/case-review-committee-crc
http://www.cabq.gov/cpoa/subcommittees/case-review-committee-crc
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1. Appeals – CPC 182-16.  The CPOA appeal process can be found at: 
http://www.cabq.gov/cpoa/appeal-process  

2. The request did not have any new information and it failed to meet the appeal 
process criteria for an appeal.   

3. A motion was made by Vice Chair Garcia that we [the POB] accept the 
recommendation from the committee [Case Review Subcommittee to deny the 
appeal] on the appeal CPC 182-16. Member Waites seconded the motion. The 
motion was carried by the following vote: 
For: 8 – Armijo, Brown, Cruz, Fine, Garcia, Ring, St. John, Waites  
Abstain: 1 - Kass abstained from the vote until after the completion of his 
training. 

XIII.  (Previously listed on agenda as item XII, a.) - Reports from City Staff 
a) APD – APD Major Jessica Tyler gave a report on Statistical Data for the Month of 

August 2017. Copy of the following document was distributed:    
• Attachment “F”- Police Oversight Board, APD Internal Affairs, Statistical 

Data for the Month of August 2017. 
1. Major Tyler followed up on the following topics that arose during the meeting:  

i. CIRT Cases.   
a. The Force Review members do receive all the case materials beforehand 

and are tasked to review the case in its entirety.   
b. Major Tyler will follow up with her staff to make sure the findings of 

the FRB are included in the case files and the uniformity of the cases as 
well as the naming conventions of the files that the POB gets.  

c. Major Tyler will reach out to Commander McRae or Lt. Weber to set up 
some training for the POB regarding the layout of the cases.  

b) City Council – Mr. Julian Moya gave a report on behalf of City Council, as follows:  
1. The CPOA’s Semi-Annual report was heard by the City Council’s Finance and 

Government Operations Committee the week prior to this POB Meeting. The 
CPOA’s Semi-Annual report will be placed on the agenda for final receipt at the 
October 4, 2017 City Council Meeting.  

2. In regards to the POB’s recommended changes to the CPOA ordinance, the City 
Council’s staff have met and briefed Councilor Brad Winter, who has requested 
that they seek comments from APD and the Police Union before introduction and 
has not received any comments from them yet. However, they will be checking 
back in with APD and the Police Union as they prepare for the October 4, 2017 
City Council meeting.  

3. Mr. Moya stated that they do have a top three applicants that the selection 
committee will look at in January.  Mr. Moya has not been able to look into the 

http://www.cabq.gov/cpoa/appeal-process
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recruitment efforts at the Citizen Police Academy but will as soon as he has 
completed a project he is working on.  

4. As a result of the Mayoral Forum the POB had in August, Councilor Winter 
introduced a resolution that would prohibit any elected officials, any City 
departments, City Boards and Commissions from holding public forums.    

c) Mayor’s Office – No one present to give report. 
d) City Attorney – Mr. Jeramy Schmehl, Assistant City Attorney, gave a report on 

behalf of the City Attorney’s office, as follows: 
1. The City Legal will continue a dialog as it relates to Policy 3-52.  
2. Discussed the Promotional policy. The Promotion policy is ongoing and is 

currently in a discussion phase between Legal, the APD Union and DOJ and will 
not be seen for a while.     

3. City Legal will like to have a follow up meeting regarding the POB’s concerns of 
the City’s action plan, IA Pro access, etc.  

4. Mr. Schmeil will attend the working group meeting at the academy on the 27th of 
September.  

e) CPOA – Edward Harness, Executive Director. Director Harness gave his report for 
the CPOA, as follows:  
1. CPOA Data Analyst Contract: Members discussed the analyst contract. UNM 

Institute for Social Responsibility has submitted their scope of work for the 
CPOA Data Analyst contract position. The following documents were distributed 
to the POB members in their packets: 

• G1: Draft Scope of Work 
• G2: Budget Summary 
• G3: CPOA Research Budget Spreadsheet 

Director Harness explained that the UNM-ISR will be a team that will be working 
on the data analysis for the CPOA for fiscal year 2018.   

2. Memorandum of Understanding for Mediation:  Director Harness presented to 
the POB Members about the MOU of understanding for the mediation.  The two 
draft MOU’s are both awaiting comment from the DOJ Attorney Riles so they can 
present this issue to Judge Brack in November to start a Mediation program. See 
attachments H1 and H2.   

3. Chief’s Response to CPC 093-17.  The CPOA has not received a response from 
the Chief regarding CPC 093-17. Director Harness will draft a letter for Chair 
Fine’s signature regarding the Chief’s response and why he hasn’t responded the 
findings letter in this matter.  
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i. A motion was made by Member Kass to approve Director Harness to draft a 
letter without further review for Chair Fine’s signature as it relates to the 
Chief’s response in CPC 093-17.  Chair Fine seconded the motion. The 
motion was carried by the following vote: 
For: 9 – Armijo, Brown, Cruz, Fine, Garcia, Kass, Ring, St. John, 
Waites 

4. Independent Monitor’s Report (IMR6) timelines: 
• October 2, 2017: Draft report will come from the Monitor 
• October 17, 2017: Responses are due to the Monitor 
• November 2, 2017: Final IMR report to be filed with the Court 
• By November 7, 2017: Stakeholders, such as the POB, to present 

their concerns to the Court  
• November 16, 2017 (all day hearing): IMR Report will be presented 

to the Court 
5. Training at the Emergency Communications Center (ECC).  The CPOA will 

be conducting training at the ECC on the September 26, 2017 and on October 5, 
2017. Director Harness will train all three shifts so that employee the ECC has a 
better understanding of the CPOA and the POB.  

6. UNM Class titled Policing and Planning.  The CPOA has been invited by UNM 
to present at UNM about police oversight.  

7. Dr. Moore from Texas Tech is doing research on police oversight across the 
country and is available to provide the CPOA/POB information about other cities 
websites that are easily accessible.  Dr. Moore will be coming back to 
Albuquerque in November.   

8. IA Weekly Update: There are currently 22 open internal affairs investigations. 
9. 2016 Semi-Annual Report.   

i. Director Harness discussed that the 2016 Semi-Annual report was distributed 
to the POB member on July 28, 2017 for their review. However, it was not an 
agenda item for approval by the POB prior to it being presented to City 
Council.  

ii. Chair Fine has suggested to the POB that the CPOA’s Semi-Annual reports be 
presented to the POB at a POB meeting and voted and approved on before it 
goes to City Council for approval.  

iii. Members discussed their position on the 2016 Semi-Annual report. 
iv. A motion was made by Vice Chair Garcia to accept the verbiage as presented 

by Attorney Matthew Jackson.  Member Cruz seconded the motion.  
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v. During the intermission of the discussion of the 2016 Semi-Annual report, 
Member Cruz asked several questions about the UNM-ISR proposal. Member 
Cruz will be sending Director Harness some proposed edits on the proposal.  

vi. After the intermission and after Member Cruz’s discussion with Director 
Harness on the UNM-ISR proposal, Vice Chair Garcia resurrected the 
pending motion that was pending as presented by her to accept the verbiage 
provided by Attorney Matthew Jackson and seconded by Member Cruz. The 
motion failed.  
Against: 9- Armijo, Brown, Cruz, Fine, Garcia, Kass, Ring, St. John, 
Waites 

vii. Member Waites made a motion and read Attorney Matthew Jackson’s email 
as follows:  

“It has come to the board’s [POB] attention that I  
[we, the POB] may have not approved the draft  
of the Semi-Annual report. Having reviewed the  
draft report, I would entertain a motion to approve 
it and ratify its previous submission to the City Council.” 

Member Brown seconded the motion.  The motion was carried by the 
following vote: 
For: 8- Armijo, Brown, Cruz, Fine, Kass, Ring, St. John, Waites 
Against: 1 - Garcia 

XIV. (Previously listed on agenda as item XIII) - Meeting with Counsel re: Pending 
Litigation or Personnel issues. This item was moved to item XI.   

XV. (Previously listed on agenda as item XIV) - Other Business. None.  
XVI. (Previously listed on agenda as item XV) - Adjournment - A motion was made by 

Member Cruz to adjourn the meeting.  Vice Chair Garcia seconded the motion.  The 
motion was carried by the following vote:  
For: 9 – Armijo, Brown, Cruz, Fine, Garcia, Kass, Ring, St. John, Waites 
 
The meeting adjourned at 8:52 p.m. 
 

Next regularly scheduled POB meeting will be on 
Thursday, October 12, 2017 at 5 p.m. in the Vincent E. Griego Chambers. 
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APPROVED: 

___________________________________  ______________________ 
Joanne Fine, Chair      Date 
Civilian Police Oversight Agency    
 
CC: Julian Moya, City Council Staff 

Natalie Howard, City Clerk 
Isaac Benton, City Council President 

 
Minutes drafted and submitted by:   
Michelle Contreras, Senior Administrative Assistant  
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