City Council Committee Meetings
1. Receive notice from staff that a meeting needs to be scheduled.  This should be at least three weeks before the meeting.

2. Inform the Committee members and staff through E-Mail that a meeting will be held; include the date and time and if know the subject(s) to be discussed.

3. Write meeting and time in City Council “Red Book” on the proposed meeting date.

4. Check to see if there is backup on this item.  

5. Check with staff to see if there will be any correspondence (i.e. memo or report) coming.  (Other than what already is on file.)

6. Prepare a rough draft of the agenda.

7. Pull the backup that will be part of the agenda packet.

8. The Tuesday before the Tuesday Committee meeting, check with staff to see if the meeting still is a go.  Begin making copies of backup.

a. If the meeting is canceled inform Committee members and staff through E-Mail that the meeting has been canceled.

b. Print distribution labels.

9. Check with staff on Wednesday before Tuesday meeting to ascertain whether there will be any changes.

10. Prepare steno books for both Elaine Marsh and yourself.

11. At the latest, the Wednesday afternoon before meeting have agenda proofed by Sharon Stone.

12. After agenda is proofed, make copies.

13. Put the packets together for distribution.

14. Thursday morning before meeting, place appropriate packets on counter for distribution with the City Council agenda.

15. Give Elaine Marsh her agenda packet.

16. Have copies of the agenda posted at Library and front door of City Hall.

17. Stamp back of original agenda with “Affidavit of Posting” stamp.  Have City Clerk sign.  Place stamped agenda in appropriate file.

18. Attend meeting: take extra copies of agenda packet, copy for you, steno books for both you and Elaine Marsh, at least two tapes, key to  credenza, writing pens.

19. Come back from meeting and prepare motion to be included in a memo.  Questions on motion contact staff and/or City Attorney for guidance.

20. If the item will be sent back to City Council prepare memo for Council, have Elaine proof, and give memo with backup to Council Support staff for inclusion in the City Council agenda.

21. Prepare minutes.

22. Have minutes proofed.

23. Place minutes in minute book.

