This template is a guide. Unless noted otherwise, the headers are not required to remain in the order shown below; arrange them to best accommodate the meeting and delete headers that are not needed for a particular agenda. It is also not required for items to be taken up in the agenda order. Unless other meeting procedures have been published on the Board/Commission webpage, registration instructions for members of the public should be included on the agenda. Be sure to remove all red text and footers before publishing. All agendas must include board/commission name, meeting date and location, Call to Order, Public Communication, Approval of Minutes, Adjournment, and the last paragraph concerning accessibility. 
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REGULAR/SPECIAL CALLED MEETING of the BOARD/COMMISSION NAME
DATE AND TIME OF MEETING
BULDING NAME/ROOM NUMBER
STREET ADDRESS
AUSTIN, TEXAS
Include the following statement IF any member plans to join the meeting remotely. Include ATXN link if meeting will be broadcast live:

Some members of the BOARD/COMMISSION may be participating by videoconference. The meeting may be viewed online at: http://www.austintexas.gov/page/watch-atxn-live
The following is suggested general instruction to register for public comment:
Public comment will be allowed in-person or remotely via telephone. Speakers may only register to speak on an item once either in-person or remotely and will be allowed up to three minutes to provide their comments. Registration no later than noon the day before the meeting is required for remote participation by telephone. To register to speak remotely, call or email NAME OF CONTACT, PHONE, EMAIL. 
CURRENT BOARD MEMBERS/COMMISSIONERS: (List names and officer title only)
Joe Smith, Chair






Susan Brown, Vice Chair

Tim Blake







Robin Gentry

AGENDA

CALL TO ORDER (First item, mandatory on every agenda)
PUBLIC COMMUNICATION: GENERAL (Mandatory on every agenda)
The first ____ speakers signed up *prior to the meeting being called to order will each be allowed a three-minute allotment to address their concerns regarding items not posted on the agenda. *or a specific registration deadline already established, please remember this agenda item is a time set aside for the public to address non-agenda items, this is different than speakers wishing to address an agenda item. 
APPROVAL OF MINUTES (First order of business, mandatory on every agenda)
1. Approve the minutes of the BOARD/COMMISSION (REGULAR/SPECIAL) MEETING on DATE.

STAFF BRIEFINGS

Note:  Members of the public may not sign up to speak for items listed as staff briefings and no action may be taken. The following is a suggestion for common posting language.

2. Staff briefing regarding …. (include subject/topic and if known prior to posting the staff presenter name(s))
DISCUSSION ITEMS 

Note: These are items that will be discussed, but no action will be taken. Members of the public should be allowed to speak regarding these items. Under the Texas Open Meetings Act, the wording for each agenda item must be sufficient to notify the public of the subjects to be considered during the meeting. The city attorney should be consulted if there is a question about the sufficiency of the notice for an agenda item. The following are suggestions for common posting language.
3. Presentation by (name of outside entity/stakeholder/consultant) regarding …. (topic of presentation and include names of presenter if known prior to posting)

4. Discussion of …. (name of subject/topic to be discussed)

PUBLIC HEARINGS (This may not apply to all board/commissions)
5. Conduct a public hearing and consider ….
6. Conduct a public hearing related to an application by/for….
DISCUSSION AND ACTION ITEMS 

Note: Under the Texas Open Meetings Act, the wording for each agenda item must be sufficient to notify the public of the subjects to be considered during the meeting and what possible actions might be taken. The city attorney should be consulted if there is a question about the sufficiency of the notice for an agenda item. The following items are suggestions based on common actions. 

7. Approve a recommendation for ….

8. Approve the creation of a working group to ….

9. Approve a recommendation from the NAME OF WORKING GROUP regarding….

10. Conduct officer elections for the Chair and Vice Chair. (include any other officers)

WORKING GROUP/COMMITTEE UPDATES
For active working groups giving updates prior to making a final recommendation. Or updates from official committees. 
11. Update from NAME OF WORKING GROUP OR TOPIC regarding….
12. Update from NAME OF COMMITTEE OR TOPIC regarding….
WORKING GROUP RECOMMENDATIONS

13. Report of recommendations by NAME OF WORKING GROUP. (Note: a working group is automatically dissolved after it reports its recommendations to the full board)
FUTURE AGENDA ITEMS
Note: City Code requires two board members sponsor an item to be included on an agenda. This section of the agenda provides members an opportunity to request items for future agendas. Staff should assume that if there is no objection from other members expressed at the meeting, the members’ silence indicates approval for staff to include on the next agenda.  
ADJOURNMENT (Mandatory on every agenda)
The City of Austin is committed to compliance with the American with Disabilities Act.  Reasonable modifications and equal access to communications will be provided upon request.  Meeting locations are planned with wheelchair access.  If requiring Sign Language Interpreters or alternative formats, please give notice at least 2 days (48 hours) before the meeting date.  Please call Board Liaison’s Name at _______________Department, at (list contact information), for additional information; TTY users route through Relay Texas at 711. 
For more information on the _____________________________ (name of board), please contact Board Liaison’s Name at (list contact information).  (Mandatory on every agenda)
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