AGENDA PROCEDURE

Procedure for preparation of agenda:
1. Preliminary agenda item deadline will be the Thursday two weeks prior to a Council meeting. This requires only the title or subject of agenda items to be submitted by department heads or the first council member proposing an item under the “two council member signature” rule. This is formatted into the preliminary agenda outline, which will be reviewed by staff at the weekly staff meeting the following Monday. Any revisions to items listed for inclusion in the preliminary agenda may be submitted at this time.
2. The agenda will be furnished to the Council one week prior to a Council meeting.
3. Final agenda item paperwork deadline will be Thursday at noon the week prior to a Council meeting, and all items from all department heads and council members (where two signatures have been obtained) must be input into Legistar by that time. The final agenda will be posted at the end of business on Thursday, one week before a Council meeting. The agenda material will be formatted for the following Monday staff meeting, when it will be reviewed by staff and final revisions may be made. After the staff meeting, the final agenda will be completed and reposted on the Internet, if necessary, for Council, staff and public access.
**Council Agenda Submittals
See attached forms, “Proposed Agenda Item Submittal by Longview City Council Member” for instructions. (One shows areas to be completed by Council member(s) submitting the item, one shows areas to be completed by City staff, and one is a blank form.) Please note that an item proposed by Council must have the signature of the originator and of a second member who supports the proposal. The completed paperwork is to be given to the Executive Assistant in the Executive Office and is due per thee deadlines stated above. 
ORDER OF REGULAR COUNCIL MEETING AGENDA

•Call To Order
The Mayor calls the meeting to order. The City Clerk will announce the attendance of council members and indicate any council member who is not in attendance and whether the council member has an excused absence.
•Invocation/Pledge of Allegiance
The City Clerk creates a roster of ministries to pronounce the invocation for most Council meetings. If at any time a minister is unable to participate in this portion of the Council meeting, a moment of slice may be observed, or council members and occasionally invited guests lead the flag salute.

•Roll Call
Council attendance is ascertained for the City Clerk's record by roll call of the City Clerk at the direction of the Mayor.

•Consideration of Minutes
The minutes from the previous meetings) are approved, either as submitted or with changes from Council.

•Changes/Revisions to the Agenda
The Mayor may remove any item from the agenda, move an item to a different location/time on the agenda and/or add any item to the agenda.

•Presentations & Awards (includes Proclamations) 
Other agencies and groups provide information to Council and various awards may be presented during this section of the Council agenda.

A proclamation is an official announcement made by either the City Council or the Mayor, and is included in the presentation and awards section of the regular Council agenda. Proclamations shall be publicly read at a City Council meeting and presented to a representative of the event during the Council meeting.

•Constituents' Comments 
Constituents’ Comments will be limited to 30 minutes on the agenda. Members of the audience may comment on items relating to any matter. Comments are limited to three (3) minutes per person, whether they are speaking for themselves or for a group. Each person will be expected to speak for themselves and not allowed to give their time to someone else. Constituents’ Comments must be courteous, respect proper decorum and refrain from personal attacks.

Persons addressing the Council who are not specifically scheduled on the agenda should sign in on the sheet provided by the City Clerk and are requested to step up to the podium, give their name and address for the record, and limit their remarks to three (3) minutes.
Citizens may comment on individual agenda items at times during any regularly scheduled City Council meeting prior to Council discussion. These comment times are in addition to the Constituents' Comment portion of each regularly scheduled meeting.
•Public Hearings 
Citizens may comment on public hearing items. General public hearings are scheduled to accommodate time for staff report and council member question, proponent and opponent testimony, rebuttal, and for questions and decision by the Council.
Quasi judicial hearings are scheduled to allow time for staff report and

council member questions, applicant presentation, proponent and opponent testimony, applicant rebuttal, and for questions and decision by the Council.

The Council may decide by majority vote continue the hearing until another meeting.

•Board and Commission Recommendations

Recommendations are made to the Council on issues that must first be presented to the appropriate Board or Commission for its review. The Board or Commission then presents its findings and recommendations for Council consideration and/or action.

•Ordinances and Resolutions 

Council members may decide whether to amend the ordinance, direct staff to further review the ordinance, or approve the ordinance for enactment as an enforceable City law.

Approval of a resolution results in adoption of a City policy or decision only.

•Mayor's Report and Council Members' Reports

Items specifically brought to Council by or on behalf of the Mayor are included in this section. These may be non‑action items, such as a report, or items requiring Council action, such as appointments to certain other agencies.

Council Members' Reports usually are those items not included on the regular or consent agenda and brought to the table by an individual Council member. The council members may report on significant activities since the last meeting.

•Consent Calendar 

Consent calendar items are considered to be routine and non‑controversial and may be approved together by one motion. Items on the consent calendar may include items such as contract completion certifications, liquor license applications, and driveway variance/permit requests. Any council member may remove any item from the consent calendar for separate discussion and action.

•City Manager's Report

The City Manager and staff update the Council on current issues or items of Council interest which usually require Council action.

•Miscellaneous Information Only 

Miscellaneous items such as business licenses are included.
•Liquor Licenses

Applications, renewals and special occasion permits are considered by Council under this item. Council members do not approve Liquor Licenses but may take action by motion to object to an application. 

•Adjournment 
With no further business to come before the Council, the Mayor adjourns the meeting.

