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Board and Commission
Recommendations

Overview

Resolution 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

¢ [f a Recommendation is related to a Council
agenda item, requires including the
Recommendation in the item’s backup

* Note distinction between approved Board
Recommendations and Council Resolutions




Goals

* Increase transparency internally and externally

* Establish standardized practices, indexing
conventions, and records management controls

* 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: Monday, April 1

Board and Commission
Recommendations

BCIC/Board Liaison
Responsibilities




BCIC/Board Liaison Responsibilities

e Ensure all approved Board Recommendations
are uploaded to BCIC

* Do not email documents to Candy Parham
for distribution, or directly to Council offices

e Use Board Recommendation template and
standard indexing conventions

Recommendation Template

Name of Board
or Commission

Recommendation
Number

BOARD/COMMISSION RECOMMENDATION

Brief Description
of the Topic

{Name of Board or Commission]

Recommendation Number: yyyymmdd-sse

|Brief Description of the Topic)

Series of “WHEREAS”

WHEREAS, there is a significantly larger number of beds for,
women, tothe point that homalesswomen,

T

clauses to describe reasons
for the Recommendation )

days, of avenweeks; snd

WHEREAS, Enthng Cormmuality Homelessness Organization (€
calisborating In an effortto addrass the uigentlack of shalter e

“NOW, THEREFORE,”

WHEREAS, that coalition is advocating with the City of Au!
bedsavailable for homeless women.

requests Council to do

N\

clause states what the Board

J

NOW, THEREFORE, BE IT RESOLVED thatthe ges the
AustinCity Councll to aliocate funds and explore all avaiiabe meansin orderto creste short, medium,
and ong term sokntions forh less womenin Austin,




Recommendation Template

WHEREAS, there s a significantly larger number of beds far homalessmenin Au:

\women, to the point that homelesswomen cannot find a safe p/ace 10 spendit

days, or even weeks; and Name of Board
or Commission

WHEREAS, Ending C v} o {ecHO)isa

collaborating In an effortto address the urgent lack of shettarbeds forh

WHEREAS, that coalition is advocating with the City of Austin to dramatically
bedsavailabie for homeless women

the numberof

NOW, THEREFORE, BE IT RESOLVED thatthe e gesthe
Austin City Council 10 allacate funds and explore all avallable meansin arder to create short, medium,

and long term solutions forhameless women i Austin,
Date of Approvai:
Meeting date
Date of A\

p

Record of the vote:

attest: \L Record of the Vote ]

S

<,

Attest: Staff or Board
member can sign

Recommendation Template

* Board Recommendations use the same
naming convention as Council Resolutions

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

~ yyyymmdd = The meeting date

— #i## = The agenda item number, padded
to three digits

~ Example:20130315-001

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

~ Example: 20130201-003A




Recommendation Template

* Record of the vote - language could be
copied directly from the meeting minutes

- If the vote is unanimous, for example:

« Unanimously approved by the Electric Utility
Commission on a 7-0 vote.

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

* Approved by the Arts Commission on a 6-0 vote
with Commissioner Ash abstaining.

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

* Approved by the Zero Waste Advisory Commission
on a 5-2 vote with Commissioners Smith and
Roberts voting against.

Recommendation Template

* Must be signed by either a Board member
(Chair preferred, but not required) or staff
liaison

- Signature attests that it is the final, approved

version of the document and that the vote is
correctly recorded

— Does not indicate agreement with the content of
the Recommendation




Posting Using BCIC

¢ Draft Recommendations

— Markings (such as a watermark) should be used
to indicate drafts

— Draft documents should be uploaded to BCIC as
Backup documentation for the meeting
* Approved Recommendations
~ Upload as a “Recommendation”

~ Upload for the meeting at which the
Recommendation was approved

- Reminder to remove “Draft” watermarks, etc.

— Use the “Document Note” field for the
Recommendation number and brief description
of the subject matter

All fields marked with an * are requred.

Posting Using BCIC
Upload Document/Link: * @ Upload Document ™ Link

( Use the
“Recommendation”
document type
(WORD files and PDF flles Only)

] Browse. I

Document Type = | Recommendation

Document MNote: 126130319-002: Allocate funds and explore options lo ore

e
Recommendation |, .
Number

o Brlef description of the sub]eﬂ

of the Recommendation




Posting Using BCIC

* Document Note

~ Maximum of 150 characters including
Recommendation number

-~ Recommendation Number + “:” + Description
-~ Example:
* 20130315-002: Allocate funds and explore all
available means to create short, medium, and long

term solutions for homeless women in Austin
(138 characters)

Mayor and Council Notification

¢ Affects all documents uploaded into BCIC as
“Recommendations”

¢ At the next posting time (10:00am and 3:00pm),
the document is posted to the Board’s BCIC
page on the public website

* An email notification is sent to Mayor and
Council staff indicating:

Name of the Board/Commission
Meeting/approval date

Brief description entered by the staff liaison, including
the Recommendation number

A link to the posted document

16




Board and Commission
Recommendations

SIRE Agenda SPOC
Responsibilities

Responsibilities of a SIRE Agenda SPOC

* Your responsibility as a SIRE Agenda SPOC

~ As an agenda SPOC, you are responsible for the
following:

* Assuring that an agenda item never goes to Council unless
its relevant board or commission has reviewed it.

¢ Assuring that any Board or Commission action is noted in a
Request for Council Action (RCA).

* Soliciting recommendations for inclusion into RCAs from the
appropriate Board or Commission liaison.

* Uploading all supporting documentation (such as Board and
Commission Recommendations) into SIRE.
— The naming convention for a Board or Commission
recommendation file uploaded into SIRE is “Board or
Commission Recommendation”




Board or Commission Action in an RCA

¢ Boards and Commission Actions on RCAs

— If a Board or Commission has reviewed/supports an
agenda item, it needs to be listed on the RCA under the
“Boards and Commission Action” field in SIRE. It should
include the following:

¢ Date of the recommendation
(Example: January 1, 2050)

* Action of a Board or Commission
(Example: Approved by, Not approved by, etc.)

» Vote that the Board or Commission took
(Example: 7-0 vote, 5-2-0 vote, etc.)
— If a vote is unanimous, state so and include the recommendation
number

— If a vote passes with opposition, state the names of the
members who voted against the item and recommendation
number

— If a vote is not approved, briefly state why

Board or Commission Action in an RCA

* Recommendation Number of the recorded action

« Action for a Board or Commission should appear as follows:

- January 1, 2050 — Unanimously approved by the Electric Utility
Commission on a 7-0 vote. Recommendation No. 20500101-001

~ January 1, 2050 — Approved by the Arts Commission on a 6-0
vote with Commissioner Ash abstaining from the vote.
Recommendation No. 20500101-001

— January 1, 2050 — Approved by the Zero Waste Advisory
Commission on a 5-2 vote with Commissioners Smith and
Roberts voting against the item. Recommendation No. 20500101-
001

— January 1, 2050 — Not approved by the Public Safety Commission
on a 2-5 vote due to indecisiveness on the terms of the
agreement.

— If a Board or Commission has yet to review/support an
agenda item, it needs to be listed on the RCA under the
“Boards and Commission Action” field in SIRE as follows:

* To be reviewed by Name of the Board/Commission on Date
to be reviewed.
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Recommendations Received After Posting

* What happens when an agenda has been posted and |
need to update the Board or Commission section of
an RCA?

— The Agenda Manager is the only person who can make
changes, note corrections, and upload revised or late
backup into SIRE after the agenda has been posted.

* If you need to upload a Boards or Commissions recommendation into
SIRE, contact the Agenda Manager before 3:00 p.m. the Wednesday
before the Council meeting.

* If you need to update a Boards or Commissions recommendation in an
RCA, contact the Agenda Manager before 9:30 a.m. the moming of
the Council meeting.

¢ Updated or late Board or Commission recommendations will also be
noted on Changes and Corrections.

Questions?

11



Community Interest
Announcements

Community Interest Announcement

* New Document Type

* Replaces the “Event Notice” Document Type
and the “Event” Meeting Type
* Goals:

— Increase transparency internally and externally

— Ensure compliance with the Texas Open
Meetings Act

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

¢ Implementation Date: Monday, Aprii 1

12



Community Interest Announcement

¢ Use for
— Ceremonial occasions and activities
— Social gatherings

¢ Examples:
~ Ribbon cuttings
— Dedications
— Receptions

Community Interest Announcement

* Do not use for
— Retreats

Special Called Meetings (including Budget Work
Sessions)

Discussions
Briefings
Any gathering of a Board or Commission if it

involves discussion of public business, regardless
of whether there is any action or vote taken

* These are all meetings

13



Announcement Template

[ |

Community Interest
Announcement

Name of Board
or Commission

Board/Commission Name

Brief Community Interest Announcement
Description

New Trail Dedication and Ribbon Cutting Ceremony

A Date and Time ]
March 31, 2013 at 4:00 p.mi.
Lady Bird Lake Boardwalk Trail Extension
; ; . Contact
Location For information contact: 4
John Doe Information

512-974-5555

Announcement Template

¢ Inciudes

Board/Commission Name

Title: Community Interest Announcement
A brief description of the announcement
Location, date, and time

1

* Does not inciude

The City Seal

The word “Agenda”

ADA compliance statement

Statement regarding the possibility of a quorum

14



Posting Using BCIC

* Creating the “meeting”

~ Meeting Type: Announcement

~ Meeting Note:

* Enter a brief description

* Maximum of 150 characters

* Examples:

— Dedication and Ribbon Cutting of

John Doe Memorial Bus Stop

— Groundbreaking Ceremony at

New Homeless Shelter

Add New Meeting

All firlds marked wrth an * are re-pared

O close Window

~Board Inf
Beard Mame. *

f(P1eese Choose a Boad)
Committee Name:

I {Mo Committee Faund] ']

( Brief description, maximum

[

Meeting Type; [*"¢!emssion~

of 150 characters

Announcement <P |

J

7N\

| Meeting Type: o~ | Announcement -1

Meetng Note:

Hemorial Bus Scop

[Ribbon Cutting Ceremony for the John Doe

15



Uploading the Document

O Close Window
Al Selds marked with an * are required.

Upload DocumentfLink: * € Upload Document © Lk
(WORD fles and PDF fles Ontyy| DOCUMent Type: Community

| _ Interest Announcement
Document Type: * { Community Interest Announcement 7]
Document Note:

| Agenda
| Agenda Addendum
Revised Agenda

a . O . | Cancetlation Notice
© 2013 Scurce: City of Austin Earorminandaion

Community Interest Announcement

¢ Does not require minutes
¢ Post link to Channel 6 video if one is available
* Requires a Cancellation Notice

* Post a revised announcement if necessary

— Revised announcements must be identified in the
Document Notes field

16



City Connection
Calendar

City Connection Calendar

¢ [ssue

— Concerns calendar was not being updated in
a timely manner

— Errors in calendar events

* New process is being implemented

— Events will be placed in the Connection Calendar
at the same time documents are posted to the
City website

— Automated process that uses the data entered
by the board liaison when creating a meeting
in BCIC

17



City Connection Calendar

¢ New process begins April 1

* Meetings are created in BCIC exactly as
before, except:
* Two new pieces of information are required:
— Meeting start time
-~ Meeting location

New Required Fields

X

© close Window

A3 felds marked with an ™ are sequaed.
~ Board Informati b AT e b TS e B
Board Name: *

~ Mz eting Tnfermation s e s et e
‘ Meelp e =

Meeting Thne: ** [1z60rM =}

Meeting Location * /[ Austa CayHat =
| i [Reguieriioetng 3]

Meeting Mote: l




Meeting Start Time

& x
© clese Window
20 Belds maked wita an * ue requed.
—«Boﬁdmmmm__.— - b . i et} e b e i ey
Board Mame. * |
[(Pisasa Choose aBoard) =]
Connriltee Name, |
| [(Na Commiree Found] =]
- TR ~{e Choose meeting start
[~ Mecting I - —| time from drop-down
| Meetng Date: ™ f E| list.
| Meeting Thme: * Pzoor <
MeetingLocaion = | 7 505M = ¢ List goes from 7:00am
Meetig Type * 300M g < through 8:00pm
| Meetmg Mote: 500 AM
! 930 AM
R * Defaults to noon
1030 A
1100 AM
11:30 AM
e v _
~Lonew Svm I

Meeting Location

All Belds masked with an * we requized.

 Board Information - " e o s e i

Board Name. +

O close window

¢ Choose meeting location

[(Ploese Choose a Board]
Cemarittec Name.

] [Mo Committea Found] 'l

1~ Meeting Inf

deetmg Date: = [ |

1deeting Time: * IIZOD P4 'l

Meeting Location * | Austin Coty Hall
MUeeting Type *
Meeting Note One Taxas Conter

Waler Croek Curilar

Town Lake Centor

Austin Animal Centar

Aviation Building
Canvgr Library

Manican American Cukurel Centor

Streat-Jones Burding

xRBJ Health Center

Putheriord Lane Campus

Center

=

from drop-down list.

* List includes most

common meeting
locations

* Defauits to “Austin City
Hali”

¢ Specific rooms are not
identified

* If location is not on the
list, choose the “See
agenda” option

19



City Connection Calendar

* If you have created meetings:
— Scheduled for April 1 and after, and
— That have not yet been posted to the web

* You must update the location and start time
in BCIC

e After 30 days OCC will remove meetings that
have no location and start time

Corrections and Revisions

* Until a meeting has been posted to the web
and the calendar, you can edit the meeting
information in BCIC

* No need to upload a revised agenda until an
agenda is actually posted to the web and the
calendar

20



Corrections and Revisions

* Once a meeting has been posted to the web
and the calendar, you will not be able to edit
the meeting information in BCIC

* Examples
—~ Meeting information entered incorrectly

— Revised agenda that updates the meeting start
time or location

* Notify OCC at BCIC @austintexas.qov
or call x42210
~ Provide:

* Board/Commission name
* Meeting date
* Required changes

41

Questions?
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Thank You
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