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This template is a guide for liaisons.  It is not intended that these items remain in the order shown below; arrange them to best accommodate your board.  If you do not need some of these items on a particular agenda, delete them.  All agendas must have:   Call to Order, Public Communication, Approval of Minutes, Adjournment and the last paragraph concerning accessibility.
BOARD/COMMISSION NAME
DATE AND TIME OF MEETING
BULDING NAME/ROOM NUMBER
STREET ADDRESS
AUSTIN, TEXAS
CURRENT BOARD MEMBERS: (if desired. List names and officer title only)
Joe Smith, Chair






Susan Brown, Vice Chair

Tim Blake







Robin Gentry

etc.
AGENDA
REVISED
CALL TO ORDER (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.
1. APPROVAL OF MINUTES (Mandatory on every agenda)

2. OLD BUSINESS  

Note:  Under the Texas Open Meetings Act, the wording for each agenda item must be sufficient to notify the general 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.


a.


b.

3.  
NEW BUSINESS
Note:  Under the Texas Open Meetings Act, the wording for each agenda item must be sufficient to notify the general 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.


a.


b.
4.
PUBLIC HEARINGS


a.


b.
5.  STAFF BRIEFINGS
Note:  Under the Texas Open Meetings Act, the wording for each agenda item must be sufficient to notify the general public of the subjects to be considered during the meeting.  

a.


b.

FUTURE AGENDA ITEMS

Note:
The ordinance requires two board members must sponsor an item to be on the agenda. This section of the agenda gives the 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. (Mandatory on every agenda)
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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