	
	City of San Angelo

Office of the City Clerk


Memo

To:
Board & Commission Liaisons

From:
Alicia Ramirez, City Clerk

Anthony Wilson, Public Information Officer
Angelica Pena, Civic Events Manager 

CC:
Board & Commission Liaison’s Administrative Staff

Date:
November 14, 2012
Re:
Board & Commission Notification Procedure – Revised November 2012
Since January 2009, all Boards and Commissions began meeting at the McNease Convention Center, with the exception of a few.  In an effort to coordinate all meetings between B&C members, Liaisons, Civic Events staff, City Clerk, Public Information, City Attorney, and especially the public, please remember the following implemented procedure:  Use the following as a checklist to ensure the meeting notice is posted within the guidelines outlined in this memo.
1. All meeting notices and/or cancellations must be posted* 72 hours prior to the meeting.


*Posted on the website, City Hall Lobby bulletin board, outdoor message center, and department office, if preferred.  Civic Events staff will have a binder with all meeting notices at the McNease Convention Center and electronic scroll message when that technology becomes available in the Convention Center.  Keys to the message cases may be obtained from the Office of the City Clerk and must be returned immediately.

Specific meeting notice posting locations have been designated for the various types of notices, e.g. City Council, Boards & Commissions, Civil Service, and Public Notices.  Please refer to the attached examples of the posting locations to ensure compliance and uniformity. 
The following criteria MUST be utilized in order to keep the notices legible and the areas neat and presentable.

a. Reduce and cut the size of the notice to 78%.  

b. Obtain keys to the message centers from the Office of the City Clerk and return the keys immediately.

c. OUTDOOR MESSAGE CENTER:  Post notice on the right side.

d. CITY HALL LOBBY:  Post notice in the designated posting area.

e. Again, in order to keep the notices neat and presentable, for notices with more than one page:

1.  tape the pages together, and 


2.  pin the notices on all four corners.   

f. Pin the notices neatly and in line with other notices in an orderly and professional manner.  

g. Remove meeting notices IMMEDIATELY after the meeting has concluded.

h. Remove and return push pins to the bottom of the case as a courtesy for the next individual’s posting of their meeting notice.
2. All meeting notices and/or cancellations should be forwarded, via email** and Outlook Calendar**, to the BCAgendaNotice@sanangelotexas.us (group consists of City Clerk, Civic Events, Public Information, and City Attorney).  

	_____
	a. All meeting bookings must be confirmed for availability by Civic Events staff, especially if changes are made to the regular meeting location, date, or time.


	_____
	b. The email subject line must read:  
Meeting Notice OR Cancellation / BOARD NAME / DATE

               (Choose One)

This notice is also forwarded to City Council members.

**Email address:  BCAgendaNotice@sanangelotexas.us   (again, this is a group email address) 

	_____
	c. The Outlook Calendar line must read:  BOARD NAME in the Subject Line.  Invite BCAgendaNotice@sanangelotexas.us group in the Invite Attendees field and complete the location, date, and time fields within the appointment screen.  Also attach the related agenda.


3. Meeting minutes must be posted on the web upon approval by the board.  Delete/remove the corresponding agenda notice. 

4. Approved minutes must be forwarded via email to the City Clerk for City Council member distribution.

5. Monthly Attendance Sheet must be forwarded via email to the City Clerk for City Council member distribution.

In order to provide the public with the proper notices, it is imperative to notify all involved so that the proper arrangements can be made, particularly when a meeting location/date/time is changed, rescheduled, cancelled, or a special meeting is scheduled.    City Clerk staff will periodically check for compliance.
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