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Board and Commission 
Recommendations

April 17, 2013
Bob Guz
Office of the City Clerk
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Resolution 20120301-049Resolution 20120301-049

• Requires posting all Board and Commission 
Recommendations on the City’s website via 
the Boards and Commissions Information 
Center (BCIC)

• Requires that the City Council be notified when 
Recommendations have been posted

• If a Recommendation is related to a Council 
agenda item, requires including the 
Recommendation  in the item’s backup
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GoalsGoals

• Increase transparency internally and externally

• Establish standardized practices, naming 
conventions, and records management

• Ensure that the City Council is notified of all 
Board and Commission Recommendations

• Make the procedure as simple as possible, 
using existing processes

• Implementation Date: April 1, 2013
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ScopeScope

• Intended for cases where a Board/Commission
– Would previously approve a Resolution, or issue a 

Memorandum or Letter to Council
– Wants to issue a formal communication to Council 

on a significant issue 
– Wants to share with Council the details, 

explanations, and rationale for their decision

• In these cases a Recommendation document 
should be created and uploaded to BCIC

– Use the template/guidelines provided by OCC

• Not intended for routine matters
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ExampleExample
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ExampleExample
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New ProcedureNew Procedure

1. Board approves Recommendation

2. Recommendation document finalized and 
signed

3. Upload Recommendation document into BCIC

4. Document posted to Board’s meeting 
documentation page

5. An email notification is sent to Mayor and 
Council staff and ACMs indicating:
– Name of the Board/Commission
– Meeting/approval date
– Brief description of the Recommendation
– A link to the posted document
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Recommendation TemplateRecommendation Template

Name of Board 
or Commission

Recommendation
Number

Brief Description
of the Topic

Recommendation
Content 
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Recommendation NumberRecommendation Number

• Recommendations use the same naming 
convention as Council Resolutions

• Every Recommendation must have a unique 
number in the format: yyyymmdd-###

– yyyymmdd = The meeting date
– ### = The agenda item number, padded 

to three digits
– Example:20121219-001

• If letters are also part of the agenda item 
number, use them as well

– Example: 20121219-E001
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Recommendation TemplateRecommendation Template

Date of Approval:
Meeting date

Record of the Vote

Signature of Board member
(Chair preferred, but not required)

or staff liaison
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Record of the VoteRecord of the Vote

• If the vote is unanimous, for example:
– Unanimously approved on a 7-0 vote.

• If a member abstains or is absent, 
for example:

– Approved on a 6-0 vote with Board Member 
Smith abstaining.

• If a vote passes with opposition, state the 
names of the members who voted against, 
for example:

– Approved by on a 5-2 vote with Board Members 
Smith and Roberts voting against.
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SummarySummary

1. Board approves Recommendation

2. Recommendation document finalized and 
signed

3. Upload Recommendation document into BCIC

4. Document posted to Board’s meeting 
documentation page

5. An email notification is sent to Mayor and 
Council staff and ACMs indicating:
– Name of the Board/Commission
– Meeting/approval date
– Brief description of the Recommendation
– A link to the posted document
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Thank You

Discussion / Questions


