@& City of Centennial

CITY COUNCIL

AGENDA PROCESS

(COUNCIL MEETING ARE HELD ON THE 15T, 2NP AND 3RP

MONDAYS OF EACH MONTH)

An RSP (Responsible
Staff Person) is

The RSP writes the staff
report and

assigned to discuss,
plan, and present the
City Council Agenda

prepares/gathers
supporting materials for
City Council Agenda Item

The RSP will use SIRE
Workflow to route the City
Council Agenda item for
Additional Review to any and
all staff required or needed.

The Department is responsible
for proofing the content and

attachments of each item

After Approval by the
City Manager, the City
Council Agenda Item
is automatically sent
through SIRE to the
City Clerk’s office for
publication of the
Agenda and Packet

before final approval of the
Department Manager/Director.

J L

SSSS2>5>5>>

Item
Minimum of . THURSDAY
TWO WEEKS v Minimum of | WEDNESDAY | prioR TO
- 10 DAYS prior PRIOR TO
SSSSSSSSSSS>>> prior to the . THE CITY
S>>>>> >>>>> S>SSSSSSS>S>>> City Council >>>>>>>>>>>>> | to the meeting CITY COUNCIL
l\%eeting date COUNCIL | MEETING
(Monday) (Friday) MEETING

An Agenda Item
is requested by
City Council,

Management, etc.

The RSP will contact the Legal
Department regarding approvals and
items needed for City Council Agenda
Items. The Legal Department will assign
an Attorney. The Agenda Item and
supporting materials will be sent through
SIRE, using the Additional Reviewer
function with the Attorney assigned.
The City Attorney’s Office must have
sufficient time to review and approve
documents sent to them through SIRE.

(Please contact the City Attorney’s Office early
in the process to determine their timeframe
requirements or if you have questions and
concerns about their input and participation
with vour Aaenda item.)

The Agenda Item is placed on
City Council Agenda via
SIRE by the RSP
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**Schedule Presentation Dry-
Run with Executive Assistant
(if needed)
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Agenda Item is complete and
the Staff Report and
supporting materials are routed
by the RSP to the City
Manager for final approval.
If approval is also required
by the Legal and/or Finance
Department, that approval
must be completed by those
departments and be in the
City Manager’s Workflow by
this deadline. Be sure to
allow enough time for each
approval to take place and be
forwarded.

After final approval of
the Agenda by the
Executive Team: City
Council Packets are
compiled by the City
Clerk’s Office. The
Agenda and Packet are
posted on the xdrive by
4:00pm on Thursday
prior to the meeting for
review by Council and
Staff. Publication of the
Agenda and Packet on
the City’s website occurs
on the Friday prior to the
City Council Meeting by
9:00am.




