

Staff Checklist - Adding an Item on City Council Agendas

Agenda Item Title:  ________________________________________________

Meeting Type:  	_____  Study Session		_____  Regular Meeting

Meeting Date: _______________	 Last Date for adding Item to the requested meeting date:  						______________________ (14 days prior to the Meeting Date)
  					Last Date for Staff Report and Supporting Materials to be routed 
					to the City Manager’s Office for Approval:
					______________________ (10 days prior to the Meeting Date)


Adding Item and Staff Report to Agenda via SIRE:
	 	Item added on Agenda using SIRE
		Staff Report created using SIRE Staff Report template
______	Staff Report template downloaded to desktop or x-drive for further edits, 
		or to complete at a later time
		Staff Report Complete - Final version of Staff Report uploaded to SIRE


Supporting Materials: (Attachments, maps, PowerPoints, etc)
	1)_______________________________________________________________
	2)_______________________________________________________________	
	3)_______________________________________________________________
	4)_______________________________________________________________
	5)_______________________________________________________________
	 	Supporting Materials Added to Agenda Item in SIRE
______ 	PowerPoint Presentation
	 	PowerPoint Included as Supporting Materials in SIRE
______	PowerPoint Included in Monday Folder Items – copies to City Clerk’s Office 
		PowerPoint sent to Don Wright the Friday before the meeting date


Review / Approval of Agenda Item – SIRE Workflow Process:
		Additional Reviewer(s) selected in SIRE Workflow
		If YES – then select Additional Review under Review Status – Item will be returned to you after 			   review is complete
If NO – or to continue after additional review(s) are complete: 
______	Select Workflow process for approval – (Legal and/or Finance may be selected if needed – all 		items must be sent to City Manager for approval)
______	Review / Approval of Item is Complete 


Guest Speakers:
	 	Guest Speakers or Representatives from other Agencies will attend
______	City Manager notified of all Guest Speakers and/or Representatives
		Guest Speakers have materials to distribute to Council?
		(Materials must be received from the guests by the Friday before the meeting date)
______	Copies of materials given to City Clerk’s Office for distribution in the Monday Folders
______	Guest Speaker will have Power Point presentation?
		(Power Point presentation must be sent to Don Wright the Friday before the meeting date – 		copies of the Power Point presentation must be forwarded to the City Clerk’s Office for 			distribution in the Monday Folders)
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