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BENICIA CITY COUNCIL 
SPECIAL MEETING AGENDA 

 
Commission Room 
January 25, 2011 

6:00 PM 

Times set forth for the agenda items are estimates.   
Items may be heard before or after the times designated.                             

 
 
I. CALL TO ORDER (6:00 PM): 

 
II. CONVENE OPEN SESSION: 

 
A. ROLL CALL.  

 
B. PLEDGE OF ALLEGIANCE.  

 
C. REFERENCE TO THE FUNDAMENTAL RIGHTS OF THE PUBLIC:  

A plaque stating the fundamental rights of each member of the public is posted 
at the entrance to this meeting room per section 4.04.030 of the City of 
Benicia's Open Government Ordinance. 

 
III. OPPORTUNITY FOR PUBLIC COMMENT: 

 
This portion of the meeting is reserved for persons wishing to address the Council 
on any matter not on the agenda that is within the subject matter jurisdiction of the 
City Council.  State law prohibits the City Council from responding to or acting upon 
matters not listed on the agenda.  Each speaker has a maximum of five minutes for 
public comment.  If others have already expressed your position, you may simply 
indicate that you agree with a previous speaker.  If appropriate, a spokesperson 
may present the views of your entire group.  Speakers may not make personal 
attacks on council members, staff or members of the public, or make comments 
which are slanderous or which may invade an individual’s personal privacy. 

 
A. WRITTEN COMMENT.  
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B. PUBLIC COMMENT.  
 

IV. CLOSED SESSION: 
 

A. CONFERENCE WITH LABOR NEGOTIATOR  
(Government Code Section 54957.6 (a)) 
Agency negotiators: City Manager, Administrative Services Director 

Employee organizations: City Manager, City Attorney, Benicia Senior 
Management Group, Benicia Middle Management Group, Local 1, Benicia 
Public Service Employees’ Association (BPSEA), Police Officers Association 
(BPOA), Benicia Firefighters Association (BFA), Benicia Dispatchers 
Association (BDA), Police Management, Unrepresented. 

 
B. PUBLIC EMPLOYEE PERFORMANCE EVALUATION  

(Subdivision (b) of Government Code Section 54957) 

Title: City Attorney 

 
V. RECONVENE OPEN SESSION: 

 
VI. STUDY SESSION (7:00 PM): 

 
A. REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL RULES 

AND PROCEDURES. (City Manager) 

At the January 4, 2011 City Council meeting, the Council agreed to schedule a 
study session for January 25th to discuss the process related to Council 
requests for agenda items (i.e., the two-step process), as well as discussion of 
several topics related to the City Council's Rules of Procedure.  

RECOMMENDATION: Review and discuss the proposed "Two-Step 
Process" and related Council procedures.  

 
VII. ADJOURNMENT (8:30 PM): 

 
 
 

Public Participation 
 
The Benicia City Council welcomes public participation.   
 
Pursuant to the Brown Act, each public agency must provide the public with an opportunity 
to speak on any matter within the subject matter jurisdiction of the agency and which is not 
on the agency's agenda for that meeting.  The City Council allows speakers to speak on 
non-agendized matters under public comment, and on agendized items at the time the 
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agenda item is addressed at the meeting.  Comments are limited to no more than five 
minutes per speaker.  By law, no action may be taken on any item raised during the public 
comment period although informational answers to questions may be given and matters 
may be referred to staff for placement on a future agenda of the City Council. 
 
Should you have material you wish to enter into the record, please submit it to the City 
Manager. 
 

Disabled Access 
 
In compliance with the Americans with Disabilities Act (ADA), if you need special 
assistance to participate in this meeting, please contact Anne Cardwell, the ADA 
Coordinator, at (707) 746-4211. Notification 48 hours prior to the meeting will enable the 
City to make reasonable arrangements to ensure accessibility to this meeting. 
 

Meeting Procedures 
 
All items listed on this agenda are for Council discussion and/or action.  In accordance 
with the Brown Act, each item is listed and includes, where appropriate, further description 
of the item and/or a recommended action.  The posting of a recommended action does not 
limit, or necessarily indicate, what action may be taken by the City Council. 
 
Pursuant to Government Code Section 65009, if you challenge a decision of the City 
Council in court, you may be limited to raising only those issues you or someone else 
raised at the public hearing described in this notice, or in written correspondence delivered 
to the City Council at, or prior to, the public hearing.  You may also be limited by the ninety 
(90) day statute of limitations in which to challenge in court certain administrative decisions 
and orders (Code of Civil Procedure 1094.6) to file and serve a petition for administrative 
writ of mandate challenging any final City decisions regarding planning or zoning. 
  
The decision of the City Council is final as of the date of its decision unless judicial review 
is initiated pursuant to California Code of Civil Procedures Section 1094.5.  Any such 
petition for judicial review is subject to the provisions of California Code of Civil Procedure 
Section 1094.6. 
 

Public Records 
 
The agenda packet for this meeting is available at the City Manager's Office and the 
Benicia Public Library during regular working hours.  To the extent feasible, the packet is 
also available on the City's web page at www.ci.benicia.ca.us under the heading "Agendas 
and Minutes."  Public records related to an open session agenda item that are distributed 
after the agenda packet is prepared are available before the meeting at the City Manager's 
Office located at 250 East L Street, Benicia, or at the meeting held in the Council 
Chambers.  If you wish to submit written information on an agenda item, please submit to 
the City Clerk as soon as possible so that it may be distributed to the City Council.  A 

http://www.ci.benicia.ca.us/
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complete proceeding of each meeting is also recorded and available through the City 
Clerks Office. 



 AGENDA ITEM 
 SPECIAL CITY COUNCIL MEETING DATE  -   JANUARY 25, 2011 
 STUDY SESSION ITEM 
 
DATE  : January 20, 2011 
 
TO  : City Manager 
   City Attorney 
 
FROM  : Administrative Services Director 
 
SUBJECT : REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL RULES 

AND PROCEDURES   
 
RECOMMENDATION:  
Review and discuss the proposed "Two-Step Process" and the City Council Rules 
and Procedure.   
 
EXECUTIVE SUMMARY:   
At the January 4, 2011 City Council meeting, the Council agreed to schedule a 
study session for January 25th to discuss the process related to Council requests 
for agenda items (i.e., the two-step process), as well as discussion of several 
topics related to the City Council's Rules of Procedure. 
 
BUDGET INFORMATION: 
There is no fiscal impact. 
 
BACKGROUND: 
 
Two-Step Process 
 
On September 6, 2006, the Council, in Study Session, gave staff direction to 
pursue a process by which policy-related requests could be periodically 
reviewed and scheduled for consideration based on Council priorities, interest 
and time available for study.  As a result, the following process was developed.  
This process was then revisited at a January 29, 2008 Study Session. Summarized 
below is an excerpt from the process as presented at that study session: 
 

1. Making Policy Proposals 
 
Requests for consideration of policy matters are submitted in writing as 
agenda requests to the City Manager’s office at any time.  Policy items 
come from any of the following sources: 
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(1) Council Member requests 
(2) Staff requests  
(3) Referrals from Two Step Policy Consideration Procedure. 

 
 The requestor indicates scheduling preference: 
  

(1) for placement on the list of policy proposals to be considered once 
per quarter for possible study by the Council, or  

(2) for placement on a regular agenda under the Council Member 
Requests section.  

 
If placed on the Council Member Requests section, the Two Step 
Policy Consideration Procedure applies. 
 

2. Two Step Policy Consideration Procedure 
 

In this procedure, policy requests are placed on a Regular Agenda via the 
attached Agenda Request Form to determine degree of interest for pursuing 
study or action.  If there is majority interest of the Council, the policy proposal 
is either directed to the Policy Calendar Process for scheduling a study 
session or is directed to the Regular Agenda process for placing it on a future 
regular agenda.  

  
3. Policy Issues Study Session Calendar 
 

In this procedure, policy requests are placed on a list of policy issues to be 
considered at a Quarterly Policy Issues Study Session Meeting.  At this 
quarterly meeting, proposals are selected by majority vote of the Council for 
placement on the Policy Calendar.   

 
4. Considerations relating to making choices among Policy proposals for 

Council consideration and scheduling: 
(1) Time required for understanding by Council Members 
(2) Time required for sufficient deliberation  
(3) Time required for analysis and preparation of staff reports  
(4) Time required for public understanding 
(5) Council interest in subject 
(6) Public interest in subject 
(7) Conservation of staff time 
(8) Relationship to Council Priorities. 

 
Current Practice:  While there were not any noted modifications made to the 
above-described process at the January 2008 study session, in practice, Council 
Members tend to bring forward requests for consideration via the two-step 
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procedure, and then staff adds the item to the policy calendar and schedules 
for an upcoming regular meeting.  While study sessions are periodically 
scheduled for such topics, they have not been consistently scheduled on a 
quarterly basis for this purpose.   
 
Additionally, several procedural questions have been raised relative to use of 
the two-step process, such as whether all Council requests require the two-steps 
and consistent placement of the “second step” as an action item on the 
agenda. 
 
At the January 4, 2011 City Council meeting, the Council agreed to agendize 
this discussion on the two-step process, policy calendar and monthly study 
sessions for a special meeting on January 25th.   
 
Survey of Cities:  Staff conducted a survey of several other cities as to how City 
Councils request an item be placed on a Council agenda.  Generally, the 
practice is that a council member can request to have an item agendized at a 
council meeting under a specific section of the agenda, and/or a council 
member needs to make a request to the Mayor that an item be agendized.   A 
summary chart of the various procedures for the cities contacted is attached. 
 
Recommended Practice:  It is recommended that Council consider utilizing the 
practice as outlined at the 2008 study session, with the addition of specifying a 
date each month for a regular Council study session.  This meeting would 
provide an opportunity for Council to discuss agreed-upon topics during a time 
that is dedicated for that purpose.   
 
In the past, it seems that scheduling such topics for regular Council meetings has 
been problematic, as there is often not enough time for a thorough discussion 
given the demands of other topics agendized for regular meetings.  
Additionally, the Policy Calendar would be agendized for the first meeting of 
each month, to allow Council and the public to stay abreast of scheduled study 
session dates for the various topics added to the calendar.  Please see attached 
for a flow chart of how the proposed process would work. 
 
Finally, it is recommended that the agreed upon two-step process be 
incorporated into the Council’s Rules of Procedure. 
 
City Council Rules of Procedure 
 
At the January 4, 2011 Council meeting, a number of topics related to the 
Council’s Rules of Procedure were identified as areas the Council wished to 
revisit and discuss further, including: 
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q How the agenda is developed 
q Format for special vs. regular meetings 
q Order of agenda headings 
q General rules for conducting meetings:  

o For example, Vice Mayor Schwartzman’s previous request to discuss 
a council member’s right to sufficient and uninterrupted floor time 
when asking questions, expressing opinions or developing 
arguments on the agenda topic at hand 

q Incorporating the current Council legislative support/opposition process 
q Under Hearing Procedures - it is recommended that this be modified the 

order of presentation section to include the public 
q Under Boards and Committees, Removal of Members - it is recommended 

that this section be updated to conform with the applicable ordinance 
 

A number of Rules of Procedures documents from other cities are included for 
the Council’s review and reference, including the City of Benicia’s current City 
Council Rules of Procedure.  It is recommended that this study session be an 
opportunity to revisit the City’s rules and provide direction to staff regarding 
needed updates and revisions.   
 
Attachments:  

q Summary of survey of cities 
q Agenda Request Form 
q Flow Chart – Two-Step Process 
q Policy Calendar 
q City Council of the City of Benicia Rules of Procedure 
q Sample Rules of Procedure documents from other cities 
q Legislative Process - Staff Report and Minutes – May 4, 2010 meeting 
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CITY PROCEDURE 
City of Fairfield If a councilmember wishes to add an item to the agenda of an upcoming council 

meeting the member needs to go to the mayor to seek his/her concurrence for it to 
be added.  If the mayor does not agree, then at the next regular council meeting, 
the councilmember can bring up the request and seek one other member of the 
council to agree.  If a second member agrees, then the item is listed on the 
agenda for the following council meeting. 

City of Sunnyvale Only the Mayor or a majority of the Council may add items to the agenda. A 
majority of Council may also determine the date that a particular item will be 
considered by Council. It shall be the Mayor’s prerogative to accept the date 
proposed by Council, or change it. When no date is specified by the Mayor or 
Council, the City Manager shall propose a date to be approved by the Mayor. 
Once an item has been added to the Tentative Council Meeting Agenda Calendar 
by Council, only the Mayor can change the date on which that item is scheduled to 
be heard. Items added to the agenda by Council are coordinated through the 
Office of the City Manager. The City Manager will direct appropriate staff to 
prepare the Report to Council and/or memo, and notify the Office of the City Clerk 
of the Council-added agenda item. If a memo is prepared in lieu of a Report to 
Council, the Office of the City Clerk will designate an RTC number to be placed on 
the top right-hand corner of the memo by the lead department. 

City of Vacaville Members bring up items at council meeting under council member comments, the 
majority vote to put an item on the agenda. 

City of Walnut Creek 
 

No action or discussion shall be taken on any item not appearing on the posted 
agenda, except that Council Members may briefly respond to statements made or 
questions posed by persons exercising their public testimony rights under 
Government Code Section 54954.3. In addition, on their own initiative, or in 
response to questions posed by the public, Council Members may ask a question 
for clarification, provide a reference to staff or other resources for factual 
information, or request staff to report back to the Council at a subsequent meeting 
concerning any matter. A member of the Council, or the Council itself, may take 
action to direct staff to place a matter of business on a future agenda. 
 
The purpose of the Council Communications section of the agenda is to allow 
Council Members to generally discuss issues and, if necessary, to direct the City 
Manager to schedule them on subsequent agendas with staff reports for Council 
action. When a City Council Member desires to simply discuss an issue with the 
Council, it shall be the responsibility of he Council Member to ensure that the issue 
is placed on the Council Communications portion of the agenda (see 4.18) and 
described in sufficient detail to meet the requirements of the Brown Act. The 
Council Member who has requested that an item be placed on the agenda under 
Council Communications may have the item withdrawn or postponed until the next 
regularly scheduled meeting. 
 
If the Council Member wishes the Council to take action on the item, it should be 
placed on the agenda under Council Considerations, with the benefit of a staff 
report and background information.  Council Members wishing to place items on 
the agenda for Council Consideration must advise the City Manager, with the 
consent of Council, during the Council Communications portion of a regular 
meeting. Once an item has been listed on the agenda, it cannot be removed by 
another Member of the Council without the consent of the Council Member who 
had originally requested it. 
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Administrative Policy Manual 

Chapter 2 – Council Assistance 

Article 1 

   

 

 
 
Council Agendas 
 

Attachments:  
2.1A) Sample Council Agenda 

         2.1B) Council Agenda Request Form 
 

Effective Date: 1/29/09 Responsible Department: OCM 

Prior Version & Notes:                                           
• See also Chapter 2, Article 2 – Report to Council (RTC) Format and Content 
• Prior Versions:  October 1998, October 26, 2004, March 14, 2007 

 
Section 1. Purpose 
 
The purpose of this policy is to establish agenda preparation responsibilities and procedures for 
regular meetings of the City Council. Section 608 of the City Charter provides that regular 
meetings shall be held twice every month. By established practice, the Council regularly meets 
each Tuesday at 7 p.m. with the exception of certain recesses and holidays, or unless a 
meeting is specifically canceled. Special meetings and emergency meetings may be called as 
needed, under Section 609 of the City Charter. See also California Government Code Sections 
54956 and 54956.5. 
 
Section 2. Policy 

 
Subd. 1. Definitions 
 

Agenda Order and Description of Business: 
 

• Closed Session portion of the agenda is for items exempted from 
public disclosure by the Brown Act. If a Closed Session is scheduled 
before the start or after the adjournment of the regular session of a 
Council meeting, or as a special meeting, relevant information about the 
item must be provided to the Office of the City Clerk for inclusion on the 
agenda (title, time, place, Government Code Section, etc). Because of 
the nature of Closed Sessions, these items do not require any 
documents for the agenda packet. If there are documents prepared, 
they are confidential and not for public dissemination or disclosure. Any 
direction given or action taken at Closed Sessions is reported by 
Council as required by Government Code Section 54957.1.  

 
• Study Session portion of the agenda is for items presented to 

Council by staff for information, education and discussion purposes 
only, to increase understanding of the subject. Study Sessions are 
open to the public. If a Study Session is scheduled before the start or 
after the adjournment of the regular session of a Council meeting, a title 
or description of the item and time must be provided to the Office of the 
City Clerk for inclusion on the agenda. A separate agenda for the Study 
Session shall be prepared by the lead department and provided to the 
Office of the City Clerk for inclusion in the agenda packet. Any reports or 
associated materials for the Study Session will be distributed with the 
Council agenda packet.   
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Following the Study Session, the lead department must also provide a 
summary of the Study Session (“Study Session Summary”) to the Office 
of the City Clerk for placement on the agenda of the next scheduled 
Council meeting. 

 
• Special Order of the Day (SODs) portion of the agenda is for 

recognizing individuals, groups, and organizations for their contributions 
to the community. SODs take the form of certificates of appreciation, 
proclamations, or resolutions (see Council Policy 7.3.20). In all cases 
the Mayor decides whether or not the recognition will be presented 
during a Council meeting.  

 
• Public Announcements provides an opportunity for the public to 

make announcements of concern and interest to the community such 
as community events, programs or recognition. Specific 
announcements are not scheduled or listed on the agenda in advance 
and speakers are limited to three minutes, although this time limit may 
be extended at the Mayor’s discretion.  

 
• Scheduled Presentations portion of the agenda is for individuals or 

representatives from outside agencies, groups and organizations to give 
presentations to the Council about matters of mutual interest. A 
presenter’s time could range from 5 to 15 minutes. These items are 
scheduled with the City Manager’s office and approved by the Mayor in 
advance of the completion of the final agenda. 

 
• Consent Calendar portion of the agenda is where routine items are 

considered and may be acted upon by one motion and one roll call 
vote. Items suggested to go on the agenda as “consent” should be 
non-controversial and not thought to generate Council or public 
discussion. Consent items also include items that have been 
considered by Council at a previous meeting where public testimony 
was received, such as the adoption of a previously introduced 
ordinance. Consent items are written “Reports to Council” (see 
Chapter 2, Article 2 – Report to Council Format and Content) but do 
not warrant verbal staff reports on the evening that Council takes 
action unless specifically requested by Council or the City Manager. 
Any Council member or member of the public may remove, prior to 
approval of the Consent Calendar, an individual item or items from the 
Consent Calendar for separate Council consideration and action. 

 
• Initial portion of the Consent Calendar is for “standing” items that 

recur or get updated each week and contains Council actions or 
direction (i.e. Council minutes and Information/Action Items 
Council Direction to Staff list). 

 
• Fiscal Items portion of the Consent Calendar is for items that 

have a fiscal impact to the City. 
 

• Personnel Items portion of the Consent Calendar is for items 
related to Human Resources. 

 
• Contracts portion of the Consent Calendar is for development or 

renewal of binding contracts or agreements with the City. 
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• Other Items portion of the Consent Calendar is for items not 
identified in other subcategories. 

 
• Staff Responses to Prior Public Comments portion of the agenda is 

reserved as an opportunity for the City Manager or designee to verbally 
(no written report required) provide further information or clarification for 
the community’s benefit in response to public comments made at 
previous Council meetings. 

 
• Public Comments portion of the agenda is for the public to present 

items other than public announcements which are not scheduled in 
advance or listed on the agenda but are under the subject matter 
jurisdiction of the City Council. Under State Law, the Council cannot 
take action on such items except to direct the City Manager and/or City 
Attorney, unless the Council, by a two-thirds vote, determines that the 
need to take action arose after the posting of the agenda or that the item 
presents an emergency situation for which action is required prior to the 
next regularly scheduled Council meeting. Items raised by the public 
may be referred to staff or placed on the agenda of a subsequent 
meeting by the Council. A total of 15 minutes is allotted for all comments 
under ‘Citizens to be heard”, but this time limit may be extended at the 
Mayor’s discretion. 

 
• Public Hearing/General Business portion of the agenda is for items 

that warrant individual discussion and consideration by the Council after 
a verbal presentation to Council by staff. They are scheduled in advance 
and copies of written “Reports to Council” are made available to the 
Council and public prior to the Council meeting. The public is invited to 
provide testimony prior to Council taking action on each item. Certain 
public hearing matters, such as land use applications and General Plan 
amendments, may require special noticing to the public. These 
requirements can be found within the California Codes. 

 
• Non-Agenda Items and Comments from Council and/or Staff 

portion of the agenda is for oral reports/announcements by Council 
and/or staff to share information, propose future agenda items or 
provide staff direction. 

 
• Information Only Reports/Items portion of the agenda is for Reports 

to Council and other materials for information purposes only. These 
items do not require action by the Council; however, the Council may 
pull them for discussion and direction to staff. Minutes of Boards and 
Commissions and summaries of Council study sessions are also 
included in this portion of the agenda. 

 
Subd. 2. Agenda Request Forms and Agenda Preparation 

 
A. Agenda Request Form 
 

By 3 p.m. on the Friday two weeks before  the scheduled Tuesday Council 
meeting, an Agenda Request Form is to be supplied by each Department to 
the Office of the City Clerk and Information Technology Department, 
indicating whether or not the department is placing any items on the agenda 
(see Attachment 2.1B). When a Monday holiday occurs, Agenda Request 
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Forms will be due to the Office of the City Clerk by 3 p.m. on the Thursday 
two weeks before the Council meeting. The form should contain the 
following information:   
 
• The title of the agenda item as it is to appear on the agenda. The title of 

the agenda item is to be identical to the Report to Council title. 
 
• Whether the item is to be approved by motion, resolution and/or 

ordinance. If there is more than one resolution and/or ordinance, this 
needs to be indicated so it is accurately listed in the agenda. 

 
• Whether the item should appear under Special Order of the Day, 

Consent Calendar, Public Hearing/General Business, Information Only, 
etc. 

 
• Any regularly-scheduled board or commission meeting to be held within 

the next month including date, time and place. 
 
• Draft Minutes (if any are available) of the most recent board or 

commission meeting. 
 
• All items for which the department is responsible, that have been 

continued from a previous Council meeting and the date from which the 
item was continued. 

 
• Closed Session meeting dates, times, and locations. (Personnel, 

Litigation, Labor Relations, Real Estate Negotiations). 
 
• Study Session/Workshop meeting dates, times, and locations. 
 
• Study Session summaries. 

 
B. Council-Added Agenda Items 
 

Only the Mayor or a majority of the Council may add items to the agenda. 
A majority of Council may also determine the date that a particular item 
will be considered by Council. It shall be the Mayor’s prerogative to 
accept the date proposed by Council, or change it. When no date is 
specified by the Mayor or Council, the City Manager shall propose a date 
to be approved by the Mayor. Once an item has been added to the 
Tentative Council Meeting Agenda Calendar by Council, only the Mayor 
can change the date on which that item is scheduled to be heard. Items 
added to the agenda by Council are coordinated through the Office of the 
City Manager. The City Manager will direct appropriate staff to prepare 
the Report to Council and/or memo, and notify the Office of the City Clerk 
of the Council-added agenda item. If a memo is prepared in lieu of a 
Report to Council, the Office of the City Clerk will designate an RTC 
number to be placed on the top right-hand corner of the memo by the 
lead department.  

 
C. Copies of Agenda Packet Materials  

 
After a report has been approved and signed by the City Manager, the 
department shall make 19 copies (double-sided, collated, stapled and three-

VI.A.34



Page 5 of 7 

hole punched) of the report and attachments. The 19 copies, plus the 
original (signed, single-sided), are to be supplied to the Office of the City 
Clerk no later than noon on the Wednesday preceding a Tuesday Council 
meeting. If the original exhibits are in color, at least 12 of the submitted 
copies should also be in color. 
 
19 copies (double-sided, collated, stapled and three-hole punched) of other 
materials that do not require City Manager approval must also be provided 
to the Office of the City Clerk no later than noon on the Wednesday 
preceding a Tuesday Council meeting. 
 
For reports that are designated for early release, departments are 
responsible for providing 21 copies, plus the original, to the Office of the City 
Clerk. See Chapter 2, Article 2 – Report to Council Format and Content, 
Subd. 4E for timelines for early release reports. 

 
D. Draft Agenda 
 

The Office of the City Clerk will prepare a draft agenda based on the 
Agenda Request Forms. Copies of draft agenda are to be distributed and 
reviewed at the Council Agenda Review Meeting one week prior to the 
Council meeting. Additionally, the Office of the City Clerk shall insure all 
items that have been continued appear on the draft agenda.  

 
E. Study Sessions  

 
If a Study Session is scheduled and appears on the agenda, a separate 
agenda for the Study Session shall be prepared by the lead department and 
provided to the Office of the City Clerk for inclusion in the agenda packet. 
  

F. Tentative Council Meeting Agenda Calendar 
 

A Tentative Council Meeting Agenda Calendar is updated weekly by the 
Office of the City Clerk and brought to the Executive Leadership Team for 
review and additional updates. All reasonable efforts are to be made to 
meet the time frame for items identified on the Tentative Council Meeting 
Agenda Calendar. 
 

Subd. 3. Agenda Packet Distribution 
 

A. Thursday Distribution 
 

The Office of the City Clerk shall provide the final Council Agenda to the 
Information Technology Department by noon on the Thursday before the 
Tuesday Council meeting.  
 
Minutes delivered to the Information Technology Department by noon on 
the Thursday before the Tuesday Council meeting will be linked to the 
appropriate RTCs and included in the Thursday distribution following the 
Council meeting. If the minutes are delivered after noon, they will be posted 
to the Web site, but not linked. If the minutes are delivered after 4:30 p.m., 
they will be included in a subsequent Thursday distribution.  
 
The Office of the City Clerk will have agendas and packets with agenda 
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materials ready for distribution by 5 p.m. on the Thursday before the 
Tuesday Council meeting. Thursday distributions include: 

 
(1) Complete packets including exhibits to City Councilmembers, City 

Attorney, City Manager, Assistant City Manager, Communications 
Officer, City Clerk, Library Reference Desk (2 copies plus 5 
additional agendas and one additional set of Draft Minutes), and 
Council Chambers (2 copies). 

 
(2) Complete packets, including exhibits shall be made available for 

pick up from the Office of the City Clerk to the Director of Community 
Development, Director of Finance, and Director of Public Works.   

 
(3) Agendas for other department directors and managers may be 

accessed through the Sunnyvale Web Site. 
  

B. Tuesday Distribution 
 

The Office of the City Clerk shall place two complete packets and 
approximately 30 Council agendas in the Council Chambers the evening of 
the Council meeting. For Council meetings which address issues of wider 
public interest, additional agendas will be made available. 

 
Subd. 4. Agenda Publication and Notification 
 

A. Official Notices and Posting of Agendas 
 

(1) In accordance with Section 613 of the Charter, the Office of the City 
Clerk shall publish the title of Consent Calendar and Public 
Hearings/General Business items listed on the draft Council 
Agenda, in an official newspaper selected for such publication.  

 
(2) The Office of the City Clerk shall post notice of all hearings called by 

the City Council with the exception of those provided for in 
paragraph 3 below. Consistent with the Brown Act, the Office of the 
City Clerk shall post agendas for City Council at least 72 
consecutive hours prior to a regular meeting and at least 24 
hours prior to a special meeting. The Council agendas shall be 
posted at the Sunnyvale Public Library, Department of Public Safety 
lobby, South Annex, bulletin board outside City Hall, Council 
Chambers Lobby, as well as the City’s Web site. The posting 
requirement is in accordance with the Brown Act, Open Meeting law.  

 
(3) Where legally required, the Department of Community Development 

is responsible for publication, posting notice and mailing notice for all 
planning related master plan changes, zoning code changes, use 
permits, variances, and special development permits. The 
Department of Employment Development is responsible for all legal 
notices of RFPs for training, contracts and grant applications which 
are published, posted and/or mailed by that department when 
appropriate. The Department of Finance is responsible for all legal 
notices to bidders and public hearing notices for budget hearings, 
sewer assessment roll and parking district assessments. 

(4) For hearings where notice is not legally required, the City Manager 
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will determine whether the provisions of paragraph 1 are adequate, 
or whether the responsible department should also provide mailed 
notice. In such cases, each department shall be responsible for 
contacting appropriate individuals/groups who would be affected by 
or who are known to be interested in an agenda item. Notification 
should include the date and time the item will be addressed, as well 
as information regarding the availability of related written materials. 

 
Subd. 5. Agenda Material Familiarity 
 

Department Directors are responsible for reviewing the Council agenda. 
Copies of agenda items which may have an impact on or be of interest to 
their departments are accessible on the Sunnyvale public Web site. 
Directors are encouraged to review all agenda materials and to familiarize 
themselves with materials relevant to their department. 
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	AGENDA
	I. CALL TO ORDER (6:00 PM):
	II. CONVENE OPEN SESSION:
	A. ROLL CALL
	B. PLEDGE OF ALLEGIANCE
	C. REFERENCE TO THE FUNDAMENTAL RIGHTS OF THE PUBLIC:A plaque stating the fundamental rights of each member of the public is posted at the entrance to this meeting room per section 4.04.030 of the City of Benicia's Open Government Ordinance.

	III. OPPORTUNITY FOR PUBLIC COMMENT:
	A. WRITTEN COMMENT
	B. PUBLIC COMMENT

	IV. CLOSED SESSION:
	A. CONFERENCE WITH LABOR NEGOTIATOR (Government Code Section 54957.6 (a))Agency negotiators: City Manager, Administrative Services Director
Employee organizations: City Manager, City Attorney, Benicia Senior Management Group, Benicia Middle Management Group, Local 1, Benicia Public Service Employees’ Association (BPSEA), Police Officers Association (BPOA), Benicia Firefighters Association (BFA), Benicia Dispatchers Association (BDA), Police Management, Unrepresented.
	B. PUBLIC EMPLOYEE PERFORMANCE EVALUATION (Subdivision (b) of Government Code Section 54957)Title: City Attorney

	V. RECONVENE OPEN SESSION: 
	VI. STUDY SESSION (7:00 PM):
	A. REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL RULES AND PROCEDURES. (City Manager)At the January 4, 2011 City Council meeting, the Council agreed to schedule a study session for January 25th to discuss the process related to Council requests for agenda items (i.e., the two-step process), as well as discussion of several topics related to the City Council's Rules of Procedure.RECOMMENDATION:Review and discuss the proposed "Two-Step Process" and related Council procedures.
	FILES:
	[REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL R - 012511 study session staff report.doc]
	[REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL R - Summary of Survey Cities.pdf]
	[REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL R - Agenda Request Form.pdf]
	[REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL R - Flow Chart - TSP.pdf]
	[REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL R - Policy Calendar.pdf]
	[REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL R - COB Rules of Procedure.pdf]
	[REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL R - Sample Rules of Procedure documents.pdf]
	[REVIEW OF "TWO STEP PROCESS" AND RELATED COUNCIL R - Legislative Process 050410.pdf]



	VII. ADJOURNMENT (8:30 PM):


