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Templates and Reference Materials 

Document templates and reference materials, including the Agenda Manager User Guide, Agenda 

Language and Description Examples, and the electronic version of this SOP, are stored on CR@Work at 

http://cratwork/employee_resources/council_agendas.php. To access this page, 

visit the City Intranet at http://cratwork and click the “Council Agenda” quick link 

along the left side of the page. You can also navigate to the page by hovering over 

“Employee Resources” in the center of the black bar at the top of the page, and 

then click on “Council Agenda”. 

City Clerk’s Office Agenda Deadlines 

 Before 11 a.m. Wednesday: Enter all items into Agenda Manager, attach documents (including 

notices for publication) and forward for Clerk review. 

 Before 4 p.m. Thursday: Work with Clerk’s Office staff to make any necessary revisions. 

 Before 4 p.m. Monday: Submit documents for City Manager signature to the Clerk’s Office. 
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1. Definitions 

Agenda – a list of items brought forth by departments or City Council members to be considered or 

acted upon during Council meetings. 

Agenda Item – an individual matter that appears on a meeting agenda for the City Council to take action 

on. It is submitted for inclusion on the agenda by department staff using the Agenda Manager software. 

Agenda Language – the wording that appears on the agenda for each item (formerly known as the 

Agenda Summary). 

Agenda Amendment – any change to an agenda item that is submitted after the agenda is posted  

(4 p.m. the Friday before the Council meeting) and requires the agenda to be amended and reposted. 

Aud File – permanent storage for all original agreements, contracts and other documents signed by the 

City Manager or Mayor, along with various bonds and insurance certificates. Documents from the last 

five years are kept at City Hall in the custody of the Clerk’s Office, while those older than five years are 

maintained at the City Services Center by the Finance Department. 

City Manager-Approved Documents – contracts, agreements and other documents that require the City 

Manager’s signature but do not need to be approved by specific City Council resolutions. 

CIP/DID Numbers – unique identifiers for projects, purchases and other actions so documents can be 

located and cross-referenced in OnBase. Projects that rehabilitate, restore, improve or add to the City’s 

physical structures are assigned Capital Improvement Project numbers by the Finance Department. 

Other actions are assigned Document Identification numbers by their originating departments. 

Consent Agenda – the portion of the agenda where routine items of old or new business are approved 

by Council in one motion without separate discussion. Council may move an item from the Consent 

Agenda to the Regular Agenda section for discussion. 

Council-Approved Documents – contracts, agreements and other documents that must be approved via 

specific Council resolutions before the City Manager can sign them. 

Council Packet – a PDF file containing information detailing each agenda item (cover sheets, resolutions, 

ordinances, maps, etc.) that will be discussed at the upcoming City Council meeting. This electronic 

packet is available to the public and City Council by 4 p.m. the Friday before the Council meeting. 

Cover Sheet – a form completed by departments that provides detailed background information to the 

City Council about each item on the agenda. The cover sheet should include enough information for 

Council members to make an informed decision at the meeting. 

Description – a keyword assigned to each agenda item by the submitter, used for identification of the 

item within Agenda Manager and as the matching Description keyword for associated OnBase 

documents. 
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Discussion Item – a Regular Agenda item that gives City departments the opportunity to present 

detailed background information that requires input and/or direction from the City Council before it can 

be considered for action. 

Distribution – a series of two- or three-letter codes included at the upper right corner of a resolution, 

ordinance or City Manager-approved document to show which departments need to be aware of the 

document once it’s approved. This information is used when indexing the documents and assists with 

later retrieval in OnBase by City staff. 

Hearing – conducted by Council in its quasi-judicial capacity, these are different from public hearings 

(although still public in the sense that they are held during public meetings). In this type of hearing, 

people directly involved in the matter are the only ones given the opportunity to speak. For instance, in 

a hearing on an appeal of a proposed denial of a liquor license, the license applicant would be invited to 

address the Council on the topic, but the general public would not. The usual five-minute time limit does 

not apply, although the Chair can exercise its power to preside over the meeting to limit remarks in the 

interests of efficiency and fairness. 

Invocation – either a Public Safety Chaplain, another approved individual or a City Council member gives 

the invocation to open each Council meeting. The City Manager’s Office approves any non-Chaplain 

participants and the Police Department prepares the schedule; contact Sgt. Laura Faircloth (x5425) with 

questions. 

Motion – a Council statement of policy or order for action to be taken. Motions are to be used for 

procedural and ministerial items such as approving minutes, setting public hearing dates, approving 

various licenses, etc. 

Ordinance – “a city law of a general and permanent nature”, according to state law. The Municipal Code 

can be amended only by the passage of an Ordinance. 

Originating (or Submitting) Department – the City department or division responsible for preparing a 

Council agenda item and submitting all related signature items to the Clerk’s Office. 

OnBase – software used to manage City Council documents. Resolutions, ordinances, cover sheets, 

public hearing notices, petitions, contracts, insurance certificates and bonds are all scanned or imported 

for retrieval and archival purposes. 

OnBase Agenda Manager – the software used by department staff to submit agenda items and by the 

City Clerk’s Office to compile the Council agenda. 

Proclamations and Presentations – opportunities at the start of the meeting for City staff or outside 

organizations to present information to Council members, or for Council to recognize accomplishments 

of staff members or outside groups. Proclamations and Presentations are coordinated through the City 

Manager’s Office; contact Chelsey Sondag (x5082) to schedule one. (These presentations are not the 

same as the staff presentations that accompany public hearings or Regular Agenda items.) 

http://cratwork/document_center/Council_Agenda_Docs/Searching%20and%20Retrieving%20City%20Council%20Documents%20in%20OnBase.pdf
http://cratwork/document_center/Council_Agenda_Docs/Agenda%20Manager%20User%20Guide.pdf
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Public Comment – the portion of a Regular Session agenda (immediately following the public hearings) 

where the public is invited to address the Council on any item scheduled for action that day. Comments 

are limited to five minutes per speaker unless the Mayor allows otherwise. 

Public Hearing – a proceeding conducted during a Council meeting, usually as required by state law, to 

give Council members the opportunity to receive information from City staff and hear public comments 

regarding a particular matter – for example, a proposed rezoning or the disposition of City-owned 

property. Comments are limited to five minutes per speaker, unless the Mayor allows otherwise. 

Public Hearing Notice – in order for a public hearing to be held, the City must publish a written notice in 

the newspaper stating its time, place and purpose. 

Public Input – the portion of a Regular Session agenda (immediately following the ordinances) where 

the public is invited to address the Council on any subject pertaining to City business. Comments are 

limited to five minutes per speaker unless the Mayor allows otherwise. 

Regular Agenda – the portion of the agenda containing items that are considered and acted on 

individually, such as reports on bids. Regular Agenda items require a staff presentation and possibly 

Council discussion prior to a vote. 

Regular Session – a meeting where the City Council takes action such as holding public hearings, 

approving contracts and enacting new legislation. 

Resolution – a Council statement of policy or order for action to be taken. 

Signature Item – a document submitted to the Clerk's Office to collect the signatures of the City 

Manager, Purchasing Services Manager and City Clerk. Documents authorized by specific Council 

resolution are referred to as Council-Approved Documents, while others can be signed under the City 

Manager’s own authority and are called City Manager-Approved Documents. 

Special Session – any non-regular meeting called by the Mayor, the Mayor Pro Tempore in the Mayor’s 

absence, or any five Council members. 

Staff Presentation – required from department staff for public hearing and Regular Agenda items so the 

Council members have all necessary information before voting. Presentation slides should be added to 

the base PowerPoint file posted to the City Council Presentations group in Microsoft Teams. 

Tabled Items – items that have been moved and seconded but then set aside for one or more reasons. 

Most often in practice, items are tabled because of Council’s need for additional information or 

background. 

Work Sessions (Brown Bag Meetings) – a type of Special Session where Council members can receive 

information about, deliberate upon, but not take action on, one or two topics that require in-depth 

presentations. These are scheduled through the City Manager’s Office and agendas are prepared by the 

City Clerk’s Office.  
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2. Agenda Overview 

                       

                       

Council Procedural Rules for Agenda Submittals 

Resolution No. 1018-10-09 (as amended by Resolution No. 0132-02-10) established rules governing the 

preparation of the agenda and associated deadlines. Items may be submitted by the City Manager, the 

City Clerk, the City Attorney, or their designees, or by any member of the Council with support from at 

least three other members (whose names should be provided to the Clerk). The Council has the final 

authority on its agendas, and members may make changes including removing items, adding items 

(subject to the Iowa Open Meetings Law), or shifting items from the Consent to Regular sections. 
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Regular Sessions 

 

The City Council meets in Regular Session on the second and fourth Tuesday of each month. (Toward the 

end of the year the meetings may be changed to the first and third Tuesdays of the month, depending 

on when holidays fall.) The first meeting of the month begins at noon and the second at 4 p.m. 

The regular meeting schedule, adopted yearly by resolution, can be found in OnBase and on the City 

website. 

During Regular Sessions, the Council will take action on submitted items. This might include holding 

public hearings, approving contracts and purchases, and enacting new legislation (ordinances). These 

meetings also include several opportunities for the public to address Council members. 

It is critical for all departments to know and understand the schedule of Regular Sessions, as the 

majority of Council action on staff members’ items will happen at these meetings. The major sections of 

an agenda are outlined on the following pages. 

http://www.cedar-rapids.org/local_government/city_council/city_council_meetings/index.php
http://www.cedar-rapids.org/local_government/city_council/city_council_meetings/index.php
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Public Hearings 

 

Public hearings allow Council members to receive information and hear public comments on a particular 

matter. Comments are limited to five minutes per speaker, unless the Mayor allows otherwise. Public 

hearings can only be held after notice is published in The Gazette in accordance with Iowa Code, and 

each public hearing opens with a presentation by City staff. 

State law or federal guidelines require some, but not all, ordinances to be enacted only after a public 

hearing. Each originating department is responsible for researching which of its ordinances first require 

such hearings. Departments are encouraged to consult with the City Attorney’s Office for clarification. 

However, even in cases where a public hearing is not legally required, one still may be held. When a 

change to the Municipal Code or other action is controversial, the Council, City Manager’s Office or City 

Directors have often preferred that a public hearing be held ahead of the vote. 

Actions that require public hearings can include but are not limited to: 

 Bond issues 

 Annual budgets and budget amendments 

 Municipal Code amendments 

 Rezonings 

 Vacations 

 Annexations 

 Property dispositions 

 Urban renewals and revitalizations 

 Resolutions of Necessity 

 Adoption of CIP plans and specifications 
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Staff presentations on public hearing items 

Staff presentations take place immediately before the public hearing (not when the motion setting the 

hearing is on the agenda). As of July 2021, presentation slides should be added (in agenda order) to the 

base PowerPoint file posted to the City Council Presentations group in Microsoft Teams. 

Consent Agenda 

 

This is the section of the agenda where routine items of old or new business are approved by Council in 

one motion without being discussed individually. Council may move an item from the Consent Agenda 

to the Regular Agenda for discussion. 

The following guidelines (not intended to be exclusive or necessarily applicable in all cases) are used to 

determine whether an item may be placed on the Consent Agenda: 
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 The item has previously come before the Council for explanation and discussion with City staff 

and is unlikely that the Council will require additional discussion. 

 Council has been given typical background supporting documentation in the agenda packet 

documents (resolution, cover sheet, etc.). 

 It is reasonable to assume that the Council is in general agreement, or has reached consensus, 

that the vote will be to approve the item. 

 The item does not impact more than 10 percent of the City’s annual operating budget. 

 The item does not have a material impact on the organization – it would not significantly change 

the City’s services, structure or operations. 

 The item has not been considered controversial in the past, as demonstrated by citizen 

comment, Council debate, or externalities (such as other governmental bodies, the press, etc.) 

Items that would ordinarily be placed on the Consent Agenda to be discussed and voted on collectively 

can include but are not limited to: 

 Preliminary Resolutions for Construction and many other CIP assessment steps (though not the 

Resolution of Necessity) 

 Establishment of traffic control, parking zones or right-of-way 

 Board and commission work plans 

 Position additions and other organizational changes 

 Employee training and travel 

 Motions notifying the public of pending lease agreements (no public hearing will be held, but 

interested parties can speak during the public comment portion of the meeting) 

 Resolutions setting public hearings (for Resolutions of Necessity, many real estate transactions, 

and other special cases) 

 Motions setting public hearings and filing plans and/or specifications 

 Alcohol licenses and alcohol/tobacco civil penalties  

 Payment of bills and payroll, and transfer of funds 

 Board and commission appointments and votes of thanks 

 Special event permits 

 Intent and levy assessments (routine, non-CIP) 

 Maintenance Bonds 

 Project acceptances 

 Final plats 

 Purchases, contracts and agreements, including but not limited to: 

o Purchase contracts, Professional Service Agreements and amendments 

o CIP change orders and awards (if the report on bids was given at a previous meeting) 

o Lease, use and program agreements 

o Grant and loan applications and agreements 

o 28E Agreements and other county/state/federal documents 

o Acceptance or issuance of deeds and other real estate transactions 



 

9/14/2021                                                                                                                                                        Page 9 

Regular Agenda 

 

Items in this portion of the agenda are considered and acted on individually. Some will have already had 

a public hearing at a previous meeting and are coming back for further discussion and/or a vote. 

Regular Agenda items require a staff presentation ahead of any Council action. The agenda language 

needs to reflect this by beginning with “Presentation and …” (rather than “Resolution …” or “Motion 

…”). The exception to this wording is reports on CIP bids, which begin with “Report on bids for …”. All 

Regular Agenda items, including reports on bids, require a presenter’s name in parentheses at the end 

of the agenda language. As of July 2021, presentation slides should be added (in agenda order) to the 

base PowerPoint file posted to the City Council Presentations group in Microsoft Teams. 

Items that would ordinarily be placed on the Regular Agenda to be discussed and voted on individually 

can include but are not limited to: 

 Reports on CIP bids, with or without an award resolution 

 Items to be discussed before action is taken via resolution or motion 

 Items currently on the table (a motion must be made to remove the item from the table and 

then a vote is taken on the item) 
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Ordinances (Agenda Section) 

 

Generally, an ordinance must be considered and approved at three separate Council meetings. (The 

Council may waive this rule, and routinely does so, due to the every-other-week schedule of meetings.) 

This final section of the agenda is for ordinances that still need one, two or all three readings before 

adoption. In many cases these matters will have already had a public hearing, with or without a first 

reading. However, not all ordinances are required to go through such a hearing, so this step can also 

represent the first appearance of an item on a Council agenda.  
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Special Sessions 

 

Occasionally the Council will meet at times other than set forth in the adopted meeting schedule. 

Special Sessions may be called by the Mayor, the Mayor Pro Tempore in the Mayor’s absence, or any 

five Council members. Contact the City Clerk’s Office to have the notice and agenda for such meetings 

prepared and posted as required by law. 
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Types of Actions 

Resolutions 

 

Many agenda items result in resolutions, which are Council statements of policy or order for actions to 

be taken. Items that always require a Council resolution include but are not limited to: 

 All purchases equal to or greater than $50,000 that are not public improvement projects. 

 Training estimated to cost $3,000 or more per individual, including travel, tuition and all other 

expenses (even if it’s being paid or reimbursed with non-City funds). 
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 28E Agreements with other government agencies. 

 Leases of City property to another party for more than three years. 

 Leases from another party for any length of time. 

 Grant applications that require any monetary obligation from the City, such as matching funds 

or limited-time funding for staff positions or programs. 

 Grant awards of $50,000 or more. 

o To streamline the Council approval process, a resolution authorizing a grant application 

can also include authorization to execute any subsequent award agreement, as long as 

the substantial terms and conditions of the grant are known at that time. 
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Motions 

 

A motion is a Council statement of policy or order for action to be taken. Motions are to be used for 

procedural and ministerial items such as approving minutes, setting public hearing dates and approving 

alcohol licenses. They should not be used for any matter that is not exceedingly simple and unless it is 

highly unlikely that there will be any question or misunderstanding as to the action taken by the Council. 

 

Motions vs Resolutions 

Although in many cases, the Council may take action either by motion or resolution, there are some 

important differences. For example, a motion does not result in any permanent documentation except a 

notation in the meeting minutes, so if a contract, plan or other document is to be adopted and available 

for subsequent retrieval, a resolution must be used.  

Motions and resolutions also have different thresholds for approval: 

 Most resolutions require an affirmative vote by a majority of the entire Council, meaning at 

least five “aye” votes are needed even if as many as four Council members are absent. (Some 

exceptions require a more than five votes; a Resolution of Necessity for an assessment, for 

instance, needs seven.) 

 Many, though not all, motions can be approved by a simple majority of the Council members 

present. (Exceptions include a motion waiving the rule requiring three separate readings of an 

ordinance, which requires seven “aye” votes.) 
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Ordinances 
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Defined in state code as “a city law of a general and permanent nature,” an ordinance is more formal 

than a resolution and its enaction is more complicated. The City’s ability to pass ordinances is set by 

state law. Generally, an ordinance must be considered and approved at three separate Council 

meetings. (The Council may waive this rule, and routinely does so, due to the every-other-week 

schedule of meetings.) 

A new ordinance becomes effective after the Mayor signs it and the text, or a summary of the action, is 

published in the newspaper. This usually happens on the Saturday following adoption, but check with 

the Clerk’s Office in case a holiday alters the publication schedule. Certain ordinances may have 

different effective dates as noted in their text. 

The typical procedure for having an ordinance adopted begins with department staff determining 

whether a public hearing is required. 

If a public hearing will be held: 

 Place a motion on a previous meeting’s agenda to set the date for it. For example, a motion 

setting a public hearing for the June 25 meeting should be submitted to the Clerk’s Office no 

later than June 5 for the June 11 meeting. 

 Hold the public hearing. 

 Hold the first reading of the ordinance, usually immediately following the public hearing, but 

sometimes at a future meeting.  

 Hold the combined second and third readings at the next meeting after the first reading. 

If no public hearing will be held: 

 Hold the first reading of the ordinance. 

 Hold the combined second and third readings at the next meeting. 

However, not all ordinances will follow these exact processes. Exceptions can include but are not limited 

to: 

 If objections were presented during the public hearing, the Council may choose to delay the first 

reading of the ordinance instead of holding it at that same meeting. Also in this case, the second 

and third readings would not ordinarily be combined. 

 Only for emergency reasons (or otherwise pursuant to Council direction) should an ordinance be 

scheduled for its first, second and third readings all at the same meeting. In cases where an 

applicant is asking that all three readings be combined, that party should submit a letter ahead 

of time to the City Clerk’s Office explaining the reason for the request. 
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Ordinances vs Resolutions 

Ordinances are more formal than resolutions, and the enactment of an ordinance is more complicated. 

The adoption of an ordinance is required in order to amend the Municipal Code. Some external 

authorities, such as state law, dictate what type of action must be used. For instance, to rezone 

property, an ordinance is necessary. 

Resolutions are more likely to be used for specific transactional type matters, whereas an ordinance 

prescribes some permanent rule of conduct, action or government. An ordinance is a legislative act, 

whereas for the most part, a resolution is an expression of opinion, policy or decision. 

 

Rescinding or Amending a Previous Resolution or Ordinance 

If a typo or minor error is noticed in a resolution or ordinance immediately after it is passed by Council, 

and correcting it would not change the action being taken according to how it was described on the 

agenda, the document can be replaced without Council action. The department must email the 

amended document along with a written explanation to the OnBase-CityClerk inbox. 

However, if an error is found in an adopted resolution or ordinance that affects its content or legality, 

such as an incorrect legal description or amendment number, a resolution or ordinance amending or 

rescinding the incorrect one must be placed on the agenda to be approved by Council. Both the agenda 

wording and the text of the new resolution or ordinance must clearly state what action is being taken. 

To rescind or amend a previously passed resolution or ordinance, the same CIP/DID number must be 

used on the new set of documents so they will cross-reference the old ones in OnBase. 

Please note that rescinding a resolution or ordinance is not the correct way to end a program or change 

fees. If a resolution authorizing a program or establishing fees is rescinded, it essentially invalidates all 

otherwise correct actions that were taken under that original reso. Instead, just pass a new resolution 

stating that the program is concluding or listing the new fees and effective date. 
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Tabled Items 

Tabled items have been set aside for one or more reasons. This can happen at any time, including after 

the item has been moved and seconded. Most often in practice, items are tabled because of the 

Council’s need for additional information. The minutes will reflect that the item was tabled. 

It is the responsibility of the originating department to monitor the item, confer with the Council as 

necessary, and place the item back on a future agenda once it’s ready. The new item will need to be 

placed on the Regular Agenda so that Council can first make a motion to remove the item from the table 

and then make a motion to vote on it. The agenda language must end with “(currently on the table)”. 

 Ordinance amending Chapter 43 of the Municipal Code, Pawnbrokers, by repealing Section 

43.02 and enacting a new section 43.02 relating to license fees and the establishment of an 

administrative transaction fee (currently on the table). 

The originating department must consult with Council members so that they know all the details both 

procedural and substantive. This includes deciding which Council member will make the motion to 

remove the item from the table. 

If the requested action has changed after a matter has been moved and seconded (and then tabled), the 

original item must be taken off the table and then voted down. If the original matter had not been 

seconded, the correct procedure would be to have it die for lack of a second. This may be awkward and 

should be avoided. 

The example below shows an original action to deny a liquor license that was later changed to grant a 

six-month license. The same wording was placed on the agenda as when the item was tabled, and the 

proposed new action was placed directly under it. 

 Motion denying the beer/liquor/wine application of R & R Corner Bar, 700 E Avenue NW 

(currently on the table). 

 Resolution approving the six-month liquor license for R & R Corner Bar, 700 E Avenue NW, 

subject to licensee’s stipulation and consent to revocation positioned upon six-month 

probationary period. 
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3. Submitting Agenda Items 

A City Council meeting agenda is made up of action items submitted by various City departments. 

Accuracy and Quality Control 

The Clerk’s Office does not examine submitted documents for spelling errors, grammar problems, 

incorrect legal descriptions or other mistakes. Each department is responsible for reviewing its own 

materials for accuracy, including (but not limited to) agenda language, resolutions, ordinances, cover 

sheets, contracts and public hearing notices. Double-check public hearing notices, cover sheets, 

ordinances and resolutions – including distribution and CIP/DID numbers – for spelling or content errors 

such as dollar amounts and project names. 

Also, please note that if incorrect agenda language is published, the resulting resolution or ordinance 

will have to be rescinded or amended by City Council action at a later meeting – even if the resolution or 

ordinance itself was correct. Ensuring that the agenda wording is correct will head off delays in 

purchases or other actions. 

Information for agenda items is entered into the Agenda Manager software, which does not include a 

spell-checking function. Be sure to spell-check your documents in Word and copy over the relevant 

information to the submission form only once everything has been checked. 

By default, Microsoft Word’s spell checker 

does not check any words typed in CAPITAL 

LETTERS, such as ordinance titles. To change 

this setting, click the “File” tab at the upper 

left of your screen, choose “Options” from the 

left sidebar, then click the “Proofing” menu at 

the left of the box that pops up. Remove the 

check from the box next to “Ignore words in 

UPPERCASE,” and future spell checks will 

include words in all caps. 

 

Backup Submitters 

Each department should have a primary person handling agenda items as well as a backup submitter 

trained in the agenda process. The backup should be able to work with department staff and the Clerk’s 

Office to answer questions, prepare documents and submit items in the absence of the primary person. 
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Agenda Manager 

Item Form 

Agenda information is 

entered into the Item 

Submittal Form in Agenda 

Manager. For more 

information on how to fill in 

the form and complete other 

tasks in this process, see the 

Agenda Manager User Guide 

on CR@Work. 

 

 

 

 

 

 

 

CIP/DID Number 

CIP/DID numbers are unique identifiers for projects, purchases and other actions so documents can be 

located and cross-referenced in OnBase. All related resolutions, ordinances, cover sheets and other 

Council documents must be indexed with the same CIP/DID number for the cross-referencing to work. 

For example, use the same number instead of generating a new one when: 

 Approving a related action later on, such as a contract renewal or a corrective warranty deed. 

 Submitting an item that’s related to another item from a different department. 

 Rescinding or amending a previous resolution or ordinance. 

Capital Improvement Project numbers are assigned by the Finance Department, while other actions are 

assigned Document Identification numbers by their originating departments. Each department should 

generate numbers through a system of its own design, as long as the numbers contain a hyphen and/or 

at least one letter. CIP numbers should end with a hyphen and a two-digit extension (3012121-00). 

http://cratwork/employee_resources/council_agendas.php
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Description (OnBase Keyword) 

Text entered in this field will become the keyword for the item’s resolution/ordinance and other 

documents in OnBase. See the Agenda Examples document (update pending) on CR@Work for more 

details and examples of how to fill out this field for various types of Council actions. 

 

Agenda Language 

Anything entered in these fields appears on the agenda verbatim, so accuracy is essential. See the 

Agenda Examples document (update pending) on CR@Work for more details and examples of how to fill 

out this field for various types of Council actions. 

 

Description Keyword vs. Agenda Language 

 

http://cratwork/employee_resources/council_agendas.php
http://cratwork/employee_resources/council_agendas.php
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Preparing Documents 

Cover Sheet 

Each agenda item must be accompanied by a cover sheet to explain what the intent of the item is and 

why it’s needed. This background information is meant to ensure Council members can make an 

informed decision at the meeting. 

The “Description of Agenda Item” section should clearly state the proposed action, using the exact 

language that will be printed on the agenda. When the item is entered into Agenda Manager, staff can 

then copy and paste this wording into the “Agenda Language” text box. (If an item will appear on more 

than one Council agenda, the 

cover sheet should be 

amended each time to 

explain what step is being 

taken at that particular 

meeting – public hearing, 

first reading, second/third 

readings, etc.) 

Use the template on 

CR@Work. Fill in the 

highlighted areas shown at 

right – yellow sections are 

drop-down menus, while 

blue sections are for typing.  

Upload it with the item in 

Agenda Manager before 11 

a.m. the Wednesday before 

the Council meeting. Every 

agenda item must have a 

cover sheet attached. Cover 

sheets cannot be shared 

among similar items except 

in certain rare cases; Clerk’s 

Office staff will let you know 

if this applies to your 

submissions. 

  

http://cratwork/employee_resources/council_agendas.php
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Notice of Public Hearing 

At least one meeting in advance of the intended public hearing, the department places a Motion or 

Resolution on the Council agenda to set the hearing date. In order for the hearing to be held, the City 

must notify the public by publishing a Notice of Public Hearing in the newspaper, stating that it will be 

held at 12 p.m. (for the first meeting of the month) or 4 p.m. (for the second). 

Due to publication requirements (see “Publication Rules According to Law” below), departments must 

schedule motions on the agenda so as to allow enough time to have the notice published and then the 

public hearing held according to law. 

A “Notice of Public Hearing” document must be prepared by the department staff. Notices should be 

Word files (.docx format) in fully justified 11-point Arial font with 1-inch margins all around. Fill in the 

date of publication at the bottom. If the notice is in regard to a CIP project, include the CIP number in 

the title of the notice.  

Attach all public hearing notices and Notices to Bidders, where applicable, to the corresponding item 

(motion or resolution setting the public hearing) in Agenda Manager. They are no longer emailed to the 

Clerk or Deputy Clerk as of September 2021. 

All public hearing notices should be reviewed for accuracy prior to transmittal. Each department is 

responsible for reviewing its own documents for accuracy. The City Clerk’s Office will not be expected to 

examine each department’s submitted documents for date errors, spelling errors, grammar problems, 

incorrect legal information, etc. 

Applicants who want a public hearing to be cancelled should submit a letter to the City Clerk’s Office 

(addressed to the Mayor and City Council) requesting the cancellation and explaining why. Submitting 

departments can also choose to cancel a public hearing for reasons such as a petitioner failing to submit 

a signed acceptance of conditions form or pay required fees. 

If a public hearing is cancelled, whether or not the notice has already been published, the item will still 

appear on the agenda as scheduled with a note as shown below, and the cancellation will be announced 

by the Mayor. However, any member of the public who appears at the meeting to speak about the 

cancelled item will be given the opportunity to do so. 
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Publication Rules According to Law 

A notice must be published in the newspaper according to state law: 

362.3 PUBLICATION OF NOTICES. 

1. Unless otherwise provided by state law: 

a. If notice of an election, hearing, or other official action is required by the city 

code, the notice must be published at least once, not less than four nor more 

than twenty days before the date of the election, hearing, or other action. 

b. A publication required by the city code must be in a newspaper published at 

least once weekly and having general circulation in the city. 

The hearing and notice requirements vary somewhat depending on the subject of the public hearing. 

The most common rules are listed below: 

4 and 20 rule: Most public hearings are covered by the “4 and 20” rule (some amendments to the 

Municipal Code, urban renewals, rate changes, vacations of property, etc.). Under this rule, the notice 

must be published at least 4, but not more than 20, days before the public hearing. Important: do not 

count the date of publication or the date of the public hearing, but you can count weekends. 

Some exceptions to the 4 and 20 rule are listed below: 

 Rezonings, amendments to the Zoning Ordinance (Chapter 32), and Future Land Use Map 

amendments: Notice must be published at least 7, but not more than 20, days prior to the public 

hearing date. 

 Capital Improvement Projects: A Notice of Public Hearing regarding proposed project plans and 

specifications must be published at least 4, but not more than 20, days before the public hearing is 

held. Typically notices are published the Saturday after the City Council meeting in which the motion 

setting public hearing date and directing publication thereof (and filing plans and/or specifications) 

was adopted; however, the day of publication may change in special circumstances. A Notice to 

Bidders is also prepared; it’s no longer required to be published, but there are posting requirements 

set by the state that must be followed. 

 Budget: Notice must be published at least 10, but not more than 20, days prior to the public hearing 

date. 

 Urban revitalizations: Notice must be published at least 30 days prior to the public hearing date. 

 Annexations: Notice must be published at least 10 business days prior to the public hearing date. 
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If the motion is on the agenda setting the public hearing date, the notices are sent to The Gazette by the 

Deputy City Clerk according to the deadlines below. Typically, if a public hearing is scheduled for two 

weeks from the date the motion was approved, the normal day of publication is Saturday. 

For publication on: Needs to be to the Gazette by: 

Tuesday Thursday 3:00 p.m. 

Wednesday Friday 3:00 p.m. 

Thursday Monday 3:00 p.m. 

Friday Tuesday 3:00 p.m. 

Saturday Wednesday 3:00 p.m. 

 

Legal notices are not published on Sundays, Mondays or holidays. Deadlines are moved up by one day in 

advance of major holidays. 

Please note: The Gazette charges per line, so condense titles within the public hearing notices if possible 

– avoid having just one or two words on a line. 

  



 

9/14/2021                                                                                                                                                        Page 26 

Working Resolution 

Submitting departments will prepare their own resolutions, keeping in mind that resolutions accomplish 

many purposes. Resolutions are legal documents that need to tell a story not only now but in the future 

as well. Contact the City Attorney’s Office with questions about content. 
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Resolutions must contain: 

 A description of the precise action being taken such as awarding a contract, authorizing 

execution of a document, and so forth; 

 Necessary findings of facts that will support the action taken (for instance, if a liquor license is 

being suspended, the Council resolution must set forth the facts upon which that action is 

taken); 

 Background information (clearly explain what is being accomplished and the reasons why); 

 Financial information (clearly define the purchase amount, terms of contract, funding source, 

etc.); 

 Specific information to allow the Clerk’s Office to link it to other necessary documents such as 

previous resolutions, contracts, etc. (for example, if a prior resolution is being amended or 

rescinded); and 

 Specific direction to be taken (for instance, if the resolution and an accompanying document are 

to be recorded by the Clerk, the resolution must include that specific direction). 

The resolution should specifically authorize the City Manager to execute the contract, agreement, deed, 

change order, etc. If there is a signature line on the document for the City Clerk to attest, that 

authorization must be specifically stated in the resolution as well. 

Example: “BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF CEDAR RAPIDS, IOWA that the City 

Manager and City Clerk are hereby authorized to execute the Purchase Agreement with Acme Electric.” 

Exceptions to this rule would be certain grant agreements or other state-mandated documents. If it is a 

grant requirement that the Mayor must sign the grant application or agreement for example, the 

resolution should state that the Mayor is authorized to execute the document. 

Clearly state in the body of the resolution who is authorized to sign and clearly state the title of the 

document being signed or accepted (e.g., “NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF 

THE CITY OF CEDAR RAPIDS, IOWA, that the City Manager and City Clerk are hereby authorized to 

execute the Professional Services Agreement with Ament Engineering.”). 

Use the template on CR@Work, which has the correct type size, line spacing, margins, etc., built in. Fill 

in the distribution and the text of the resolution. Include as additional pages any attachments or exhibits 

referenced in the text. 

Don’t change any formatting and don’t touch anything contained in a box, as that coding is all required 

for the software to correctly place the number, date of approval, vote and signatures after the meeting. 

Don’t place any information in a footer or in a Word text box, as this will cause the file to become 

corrupted in OnBase. 

Upload it with the item in Agenda Manager before 11 a.m. the Wednesday before the Council meeting. 

Don’t upload the working resolution with the motion setting its public hearing (if applicable). 

http://cratwork/employee_resources/council_agendas.php
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Working Ordinance 

Submitting departments will prepare their own ordinances; contact the City Attorney’s Office with 

questions about content. 
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Agenda wording must: 

 State the action first (amending, repealing, enacting, granting). 

 Clearly explain the action being taken (see examples below). 

 Identify the Municipal Code chapter number and title (if applicable). 

Use the template on CR@Work, which has the correct type size, line spacing, margins, etc., built in. Fill 

in the distribution, the title of the ordinance (required by Section 380.1A of the Iowa Code), the text of 

the ordinance and the date of the first reading. Include as additional pages any attachments or exhibits 

referenced in the text. An ordinance amending the Municipal Code needs to begin and end with specific 

language – check with the Attorney’s Office to obtain this wording. 

Don’t change any formatting and don’t touch anything contained in a box, as that coding is all required 

for the software to correctly place the number, date of adoption, vote and signatures after the meeting. 

Don’t place any information in Word text box, as this will cause the file to become corrupted in OnBase. 

For the first reading of an ordinance, upload it with the item in Agenda Manager before 11 a.m. the 

Wednesday before the Council meeting. For the second and/or third readings, don’t upload the 

ordinance again – Clerk’s Office staff will attach the previously uploaded copy to the new agenda item. 

Don’t upload the working ordinance with the motion setting its public hearing (if applicable). 

  

http://cratwork/employee_resources/council_agendas.php
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Maps 

Maps should be uploaded as 8.5x11-inch PDF documents, with layers flattened and alternate images 

removed. When in doubt, screenshot the complete map on your monitor and save that image as a PDF. 

Large maps or those with multiple layers in the file make the packet too large to post. 

 

Other Attachments 

All attachments must be referred to in the body of the resolution or ordinance, and the pages must be 

included as part of the document. The easiest way to do this is usually to save the attachment as a JPG 

and use Word’s InsertPictures command to place it on a blank page at the end of the document. ALL 

ATTACHMENTS MUST BE LABELED – if the attachment is referred to as Exhibit A in the text, make sure 

the attachment has the heading “Exhibit A”. 

Adoption of Plans, Reports, Other Documents 

A resolution adopting a plan, report or similar document should include that document as an 

attachment at the end, and the resolution must state that the document is attached. The only exception 

is if the document is more than 100 pages long, in which case it should be placed on file in the City 

Clerk’s Office and the reso should reflect that instead. 

Acceptance of Conditions Form 

If a resolution or ordinance contains a list of conditions, the property owner (rezoning or preliminary 

plat) or petitioner (vacation of property) must sign an Acceptance of Conditions form agreeing to those 

conditions before the item can be placed on the agenda. Submitting departments are responsible for 

getting these acceptance forms signed; the date of signing should be filled in, and each signer’s typed 

name should appear under their signature line as required by the Linn County Recorder. A clear, high-

quality image of the signed acceptance should be included at the end of the resolution or ordinance. 

Rezoning Site Plan Maps 

Rezoning ordinances must include a site plan map bearing the approval of the Development Services 

Director or designee. This image will be recorded, so it should be a clear, high-quality file. The site plan 

should be the very last page of the working ordinance, after the Acceptance. 
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Distribution 

The distribution area in the upper right corner of the resolution or ordinance reflects which departments 

need to retrieve a copy of the document once it’s approved. The CIP/DID number associated with the 

resolution or ordinance needs to be typed in this area also. This information is used when indexing each 

document and allows it to later be retrieved in OnBase. 

Format Requirements 

 ALL CAPS 

 Right justified 

 Arial 9-point 

 Place in header row 

 Valid OnBase department keywords ONLY 

If you have a long list of other departments to include, you can double up so that the body of the 

resolution isn’t so far down on the page. The originating department should be placed at the top of the 

list. 

List in order: 

 Originating department code 

 Other department codes, in no particular order 

 CLK, if needed – see below for details  

 RCR, if needed – see below for details 

 AUD FILE (two words), if needed – see below for details 

 CIP/DID number (enter the main one first, then additional ones like the flood number if needed) 
 
Do not include: 
 

 Names of other parties such as vendors, developers or titleholders 

 CRMFR or GL coding 

 The words “Flood” or “Paving for Progress” 

 The number sign or “CIP/DID” label in front of the numbers 
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When to Include AUD FILE, CLK, RCR, FIN or TRS 

AUD FILE 

The Aud File is where all original documents are stored once they are signed by the City Manager. These 

documents are eventually transferred to the Finance Department and permanently stored. 

Include AUD FILE in the distribution if the resolution: 

 authorizes the City Manager (or, rarely, the Mayor) to sign a contract, agreement, change order, 

application, letter or other document 

 contains recording instructions (see below) 

 approves or releases a Maintenance Bond or Subdivision Bond 

 states that the associated documents are to be “filed with the City of Cedar Rapids Finance 

Director” 

CLK 

As of 2021, do not include CLK in the distribution of any ordinances, and use it on only the following 

types of resos: 

 Preliminary Resolution for Construction 

 Resolution Fixing Value of Lots and(/or) Adopting Preliminary Plat and Schedule, Estimate of 

Cost and Proposed Preliminary Plans/Specs for Construction 

 Resolution Setting a Public Hearing Date to Consider a Resolution of Necessity (Proposed) 

 Resolution with Respect to the Adoption of the Resolution of Necessity 

 Resolution Adopting and Levying (or Revising) Final Schedule of Assessments and Providing for 

Payment 

 Resolution Amending Preliminary (or Final) Assessment of Parcel 

 Resolution of Necessity, Ordering of Construction, Approving Schedule of Assessments and 

Estimate of Costs 

RCR 

Many documents related to real estate and other matters need to be recorded at the Linn County 

Recorder’s Office. In these cases, use the separate RCR version of the reso or ordinance template on 

CR@Work. The originating department is responsible for determining which documents are to be 

recorded, and department staff should contact the City Attorney’s Office with questions. For 

resolutions, be sure to list which specific documents should be recorded – the resolution alone, the reso 

with the Warranty Deed and Groundwater Hazard Statement, etc. – and include the language “shall be 

recorded at the Office of the Linn County Recorder”. 

http://cratwork/employee_resources/council_agendas.php
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When submitting documents (agreements, contracts, acceptance of conditions, etc.) to the City Clerk’s 

Office that will need to be recorded, if there is a signature on the document, the signer’s name and title 

must be typed under the signature. This is a requirement of the Linn County Recorder. (Notary 

signatures do not require a typed name under the signature as long as the person’s name can be clearly 

seen on the notary stamp placed on the document.) 

Once the document has been recorded, the date, book number and page number may be found by 

viewing the keywords of the resolution or ordinance in OnBase (scroll down the list of keywords, found 

after the “Distribution List” fields). 

FIN 

Include the Finance Department on any resolution or ordinance that includes expenditure of funds 

and/or collection of funds. 

TRS 

Include the Treasurer’s Office on any resolution or ordinance involving General Obligation Bonds or 
Revenue Bonds. 
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Agenda Timeline 

**NOTE: Internal department deadlines for submission are different than the deadline to submit to the 

Clerk. Contact your department’s admin to find out when submissions are due within your department. 

Wednesday: Submission deadline 

The Agenda Manager User Guide can be found at  

http://cratwork/employee_resources/council_agendas.php. 

Before 11 a.m. Wednesday, department staffers use the Agenda Manager software to submit items and 

documents for consideration at a Council meeting. The Clerk’s Office compiles the items to create a 

draft of the meeting agenda and Council packet. These draft materials are emailed to the Mayor, 

department Directors and City Manager’s Office staff at 3 p.m. After this draft is sent out, any items to 

be added before the agenda is posted Friday must be approved by the submitting department’s 

Director, and the department must also notify the City Manager’s Office. 

DO NOT PLACE AN ITEM ON THE AGENDA IF IT IS NOT COMPLETELY READY. If conditions are not agreed 

upon or if all paperwork such as contracts, agreements, etc. has not been completed (executed by the 

other party, all blanks filled in) or received, the item should not go on the agenda. An item may be 

pulled from the agenda once it’s been posted, though this is strongly discouraged. 

Thursday: Changes only 

Department staff make any necessary edits to their items, such as completing placeholders or draft 

documents and resolving questions from the Clerk’s Office, by 4 p.m. Clerk’s staff must be notified by 

this time of any further changes that might arise on Friday. 

Friday: Posting deadline 

Any last outstanding items are returned to the Clerk’s Office by 1 p.m. and the agenda is finalized. At 4 

p.m. Friday, the Clerk’s Office posts the final agenda and packet and emails notifications to the City 

Council, various City staff and the media. A hard copy of the agenda is posted at City Hall, and copies are 

made available in the Clerk’s lobby for the public. 

Monday: Amendments only 

By state law, agendas must be posted 24 hours prior to a Council meeting. That means the agenda 

published Friday can be amended and reposted up to 24 hours before the meeting – noon on Monday 

for a noon Tuesday meeting, or 4 p.m. Monday for a 4 p.m. Tuesday meeting. To allow the Clerk’s Office 

time to make the changes and carry out the posting tasks, amendments must be requested by two 

hours ahead of the 24-hour cutoff. 

http://cratwork/employee_resources/council_agendas.php
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Departments must email all requested agenda or document changes and the reason for the change to 

the Clerk’s Office. Any new items to be added must be approved by the submitting department’s 

Director, and the department must also notify the City Manager’s Office. 

If changes are requested after the 4 p.m. Friday posting deadline, but in time for an amended agenda to 

be published, the City Clerk’s Office will determine whether the changes are substantial enough to 

justify an amended agenda, or whether they should be announced at the Council meeting. 

If changes will be included on an amended agenda: 

Department staff emails the change, the reason and copies of the amended documents to the Council, 

with the City Manager’s Office and the City Clerk’s Office copied. Departments mark documents that 

have had changes made as “Amended” and provide hard copies at the Council meeting. The Clerk’s 

Office replaces the documents in OnBase, reposts the agenda and packet (marked as “Amended” in the 

upper right corner), and prints copies of the amended agenda for the public. 

Tuesday: Announcements only 

If changes will be announced at the Council meeting: 

Department staff emails the change, the reason and copies of the amended documents to the Council, 

with the City Manager’s Office and the City Clerk’s Office copied. Departments mark documents that 

have had changes made as “Amended” and provide hard copies at the Council meeting. The Clerk’s 

Office replaces the documents in OnBase, and the City Manager makes an announcement at the 

meeting of any changes to the published agenda language. 

If a department asks to add an item to the agenda less than 24 hours before the meeting, a Council 

member must make a motion during the meeting to waive the rules and allow the addition. An 

explanation also must be publicly given as to why the addition is needed. It is the responsibility of the 

requesting department to locate a Council member to make the motion and provide them the 

information they need in order to do so. 

If a scratch or non-substantial change to an item is requested less than 24 hours before the meeting, the 

requesting department must alert the City Clerk’s Office; the Clerk will then notify the City Manager of 

the need to make a verbal announcement of the change at the meeting. 

Wednesday and Thursday: Processing and close-out 

On the Wednesday after the meeting, the City Clerk’s Office adds the number and vote to each newly 

approved resolution and ordinance, and the Mayor and Clerk electronically sign the documents. Clerk’s 

Office staff emails notification to all admins that the final documents are ready in OnBase, generally by  

3 p.m. Thursday. 
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Agenda Manager Pre-Submission Review Checklist 
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Description field 

Text entered in this field will become the keyword for the item’s documents in OnBase. See the Agenda 

Examples document (update pending) on CR@Work for details on how to fill out this field for various 

types of actions. 

 The general rule for writing a description is “What it is-Who it’s with-What it’s for (project) or 

Where it is (address)”; use hyphens to separate these elements. 

o Purchase-Compass Minerals America-Rock Salt 

o Rezoning-Wright Capital Investment-650 Capital Dr SW 

 Use abbreviations when possible – “&” for “and,” “St” for “Street,” “Rehab” for “Rehabilitation”. 

 Use numerals rather than spelling out numbers. 

 When entering a company name, leave out Company, Corporation, Inc., LLC, etc. 

Agenda Language field 

Anything entered in these fields appears on the agenda verbatim, so accuracy is essential. See the 

Agenda Examples document (update pending) on CR@Work for more details and examples of how to fill 

out this field for various types of Council actions. 

 Type a period at the end of each entry. 

 Spell out “Street,” “Avenue,” “Drive,” etc. 

 “City-owned” and “City-wide” are hyphenated unless a proper name uses them differently (such 

as City Wide Construction). 

 A presenter’s name is required with all public hearings and Regular Agenda items. 

 Introductory text for ordinances that fall under Public Hearings: 

o First Reading: 

o First and possible Second and Third Readings: 

 Numbers: 

o Use numbers in street names: “1st”, “2nd”, “3rd”, etc. 

o Spell out cardinal numbers below 10: “one”, “two”, “three”, etc. 

o Do not use “two (2)”, “five (5)”, etc. 

o “Amendment Nos. 3 and 4”, “Change Order Nos. 3 and 4”. 

 Amounts: 

o $300,000 (do not include zero cents) 

o in the amount of $ 

o for an amount not to exceed $ 

o for an annual amount of $ 

o for an estimated amount of $ 

o (original contract amount was $60,000; total contract amount with this amendment is 

$65,000) 

o (original contract amount was $60,000; final contract amount is $65,000) 

http://cratwork/employee_resources/council_agendas.php
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o (original contract amount was $60,000; 

renewal contract amount is $65,000) 

 Do not include in these fields: 

o (Flood) or (Paving for Progress) indicators. 

o CIP/DID number or numbers. 

o Agenda item numbers or letters. 

Related Resolutions/Ordinances fields 

These fields are to be used for any extra text associated 

with items in the Public Hearings, Regular Agenda and 

Ordinances sections of the agenda – never with Consent 

Agenda items. In the examples at right, items 1, 19 and 23 

are all individual agenda items, each created on a single 

submittal form, while the circled text was entered in the 

form’s “Related Resolutions/Ordinances” fields rather than 

in the main “Agenda Language” field. The same wording 

and punctuation guidelines apply in these fields as in the 

main field. 

Supporting Documents (Cover Sheets, Working 

Resolutions, Working Ordinances and Maps/Misc) 

Every agenda item must have a cover sheet attached. Cover 

sheets cannot be shared among similar items except in 

certain rare cases. (Clerk’s Office staff will let you know if 

this applies to your items.) 

 All cover sheets, resolutions and ordinances must 

be created from the updated templates on the 

Intranet or within Agenda Manager. 

 The body of each document should be in 11-point 

Arial font, fully justified and single spaced. 

 For resolutions and ordinances, the distribution list is in the document header. It should be 

typed in 9-point Arial font, right justified and ALL CAPS. (See Page 29 for more information about 

how to fill out this section, including when to use AUD FILE, CLK and RCR.) 

 Do not place page numbers or any other information in a document footer. 

 Check spelling on all documents. 

 The only other type of document that should be uploaded through Agenda Manager (and 

therefore included in the Council packet) is a map. Do not include contracts, notices, bid tabs, 

sole source documents, invoices, etc. 
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4. Signature Items 

While the Mayor signs the approved resolutions and adopted ordinances, it’s generally the City Manager 

who signs (with the City Clerk attesting in most cases) documents such as contracts, agreements, deeds 

and change orders. These are known as signature items – documents submitted to the Clerk's Office to 

collect the signatures of the City Manager, Purchasing Services Manager and City Clerk. They are not the 

same as agenda items (although many agenda items do have associated signature items). 

 When a resolution authorizes the City Manager to execute a specific contract, agreement, deed, 

easement or other item, the signed document is referred to as a Council-Approved Document. 

 However, many documents fall within the City Manager's authority to sign without specific 

Council authorization, and these are referred to as City Manager-Approved Documents. 

Council-Approved vs. City Manager-Approved  

The information below is an excerpt from Resolution No. 0007-01-10. (Please note that Resolution No. 

1284-09-15 amended this limit to $50,000 from the original $25,000.) 

The City Manager is hereby authorized to execute contracts, agreements, and renewals thereof 

for the acquisition of equipment, services, and supplies in amounts not exceeding $25,000 

$50,000 provided that the City Manager determines that in all other respects the City’s 

purchasing policy and procedure, and all other policies with respect to such matters, have been 

followed, and that any such purchases are included in the current fiscal year budget. For items 

that will be purchased in more than one order, the not-to-exceed amount will be determined by 

the estimated annual purchase. Upon the effective date of this Resolution, the City Manager is 

authorized to prepare amendments to the respective purchasing and other policies accordingly. 

The City Manager is hereby authorized to approve contract change orders so long as the 

aggregate amount of change orders for any one contract does not exceed 10% of the original 

contract amount up to a maximum of $25,000 $50,000 per contract, whichever is less, and 

provided that the City Manager determines that such change orders are appropriate and 

justified and supported by the appropriate documentation and other facts and circumstances. 

Resolution No. 0511-04-06 authorizes the City Manager to execute contracts, agreements, leases and 

other documents related to making the use of City property available to other entities for terms not 

exceeding three years. 

IMPORTANT NOTE: These items and the amounts referred to above are subject to change per City 

Council action. Departments are responsible for knowing what items within their areas may be 

processed as City Manager-Approved Documents. 
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Submitting Signature Items 

Deadlines and Requirements 

Resolution No. 1605-12-16 allows the City to accept electronic signatures on contracts and agreements. 

Digitally applied, photocopied, scanned and faxed signatures are all permitted in these cases. 

However, electronic signatures are NOT permitted and original signatures are required on notarized 

items, including but not limited to deeds and easements, and on other types of documents, such as 

performance and maintenance bonds. 

1. When you receive a partially executed document from the other party, send EITHER one printed 

copy of the electronically signed document OR up to two hand-signed originals to the City Clerk’s 

Office. If more than one copy or two originals are submitted, the extras will be returned unsigned. 

(Additional originals can be signed for documents that have more than two signatories or to comply 

with county, state or federal filing requirements – just let the Clerk’s Office know the reason.) 

a. Signature items must arrive at the Clerk’s Office by 4 p.m. on Monday to be included in that 

week’s signing pile. For tracking purposes, all signature items need to be submitted to the 

City Clerk’s Office. Do not send documents directly to the City Manager’s Office.  

b. All blanks must be filled in, and all exhibits and attachments – including approved insurance 

certificates, when applicable – must be present and labeled. 

c. To ensure all documents are indexed correctly for future retrieval in OnBase, every 

signature item must be accompanied by either a working resolution (for items authorized at 

Council meetings) or a City Manager Signature Sheet or similar department cover sheet (for 

items approved at the City Manager level). 

2. The Clerk’s Office will obtain signatures from the City Manager and the City Clerk. (Due to variations 

in file formats, page layouts and other factors, City signatures are still handwritten.) 

3. The fully executed document will be processed as follows: 

a. If one original or electronically signed document was submitted, it will be scanned into 

OnBase and retained in the Aud File. Department staff can use OnBase’s email function to 

send it to the other party. 

b. If two hand-signed original documents were submitted, one will be scanned into OnBase 

and retained in the Aud File and the other will be returned to the department. 

http://cratwork/document_center/Council_Agenda_Docs/City%20Manager%20Signature%20Sheet%20Template.docx
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c. Once all of the week’s signature items are available for retrieval in OnBase, the Clerk’s Office 

will email a notification to department admins. Contact your admin to have this message 

forwarded to you when it arrives. 

City staff who are looking for a recently signed document should follow these guidelines on CR@Work to 

locate the electronic version in OnBase. Departments are responsible for forwarding copies of the 

executed documents to outside parties; the Purchasing Services Division and the Clerk’s Office do not 

handle this part of the process. 

Except for a few state-mandated documents that require the City to sign first, no resolutions should be 

placed on the agenda and no contracts/agreements/etc. should be sent to the Clerk’s Office until they 

have been signed by the other party. 

All documents can be electronically retrieved in OnBase, usually by the Monday after they are signed. 

Except for certain grant agreements or other state-mandated documents that the Mayor is required to 

sign, all items should include two City signature lines with the names and titles of City Manager Jeffrey 

Pomeranz and City Clerk Alissa Van Sloten preprinted underneath. (Please also make sure that any 

accompanying resolutions authorize both officials to execute the documents.) The City signature lines 

should be on the left side of the page when possible to allow the City seal to be applied. 

All blanks in a contract or agreement such as typed names/titles, notary block information and effective 

dates (though not the date on the signature line) must be filled in before being sent to the Clerk’s Office. 

All signature pages in each copy must be indicated with “Sign Here” sticky tabs or similar. 

If a contract refers to an attachment or exhibit, it is the department’s responsibility to make sure these 

items are sent to the Clerk’s Office along with the contract. All attachments must be labeled – if the 

agreement says “See Exhibit A”, the attachment must be labeled “Exhibit A”. 

Departments are responsible for determining whether a contract or agreement requires the other party 

to submit insurance documentation. If so, those insurance certificates or bonds should be approved by 

the Risk Manager in Finance before being sent to the Clerk’s Office with the contract. (This does not 

apply to insurance and bonds for CIP projects, which should continue to be sent to the Deputy Clerk with 

the associated contracts for necessary approvals/signatures.) 

  

http://cratwork/document_center/Council_Agenda_Docs/Searching%20and%20Retrieving%20City%20Council%20Documents%20in%20OnBase.pdf
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City Manager Signature Sheet or Working Reso 

The documents must be attached to a copy of the working or final resolution (or, for CM-approved 

documents, a City Manager Signature Sheet or other department cover sheet). If a working resolution is 

used, please write the meeting date at the top of the page so the documents get added to the correct 

week’s signing pile. 

To create a City Manager Signature Sheet, use the template on CR@Work. Fill in the highlighted areas 

shown below – the pink section is a drop-down menu, while blue sections are for typing. The 

distribution list area in the upper right corner of the page contains information necessary for the Clerk’s 

Office to index the document for future retrieval in OnBase. The rules for filling out these distribution 

lists are the same as those used with resolutions and ordinances. 

 

This sheet should be attached to every document being submitted for the City Manager’s signature that 

does not need to be authorized by a Council resolution. Clip it to the document and send it to the City 

Clerk’s Office for processing and signing. For more information, see the Signature Item Submission 

Guidelines and the Distribution Guidelines for City Manager-Approved Documents on CR@Work. 

http://cratwork/employee_resources/council_agendas.php
http://cratwork/employee_resources/council_agendas.php
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Bonds and Insurance 

Many Council actions and signature items require the other party to submit a bond and/or insurance 

certificate. The Risk Manager establishes policies covering the substantive requirements for insurance 

and bonds, and the originating department is responsible for determining which requirements are 

applicable and ensuring that they are met. If insurance and/or a bond are needed, the department must 

submit the appropriate documents to the City Clerk’s Office with the contract or agreement. 

 Insurance for purchases, PSAs, Use Agreements and other signature documents: Department 

staff should obtain approval from the Risk Manager. The approved certificate must be included 

with the document when it’s sent to the City Clerk’s Office for signature. 

 Renewals: Department staff should submit the renewal certificate electronically to the Risk 

Manager for approval. The originating department is responsible for tracking the date of 

expiration on each bond or certificate of insurance. 

 Maintenance Bonds: Department staff should submit the original bonds directly to the Risk 

Manager, who will forward them to the Clerk’s Office once approved. 

 Payment and Performance Bonds: Department staff should submit the original bonds for 

approval from the Risk Manager. The approved bonds must be included with the document 

when it’s sent to the City Clerk’s Office for signature. 

Approved bonds and insurance certificates can be retrieved in OnBase. 
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Processing Timeline 

Resolutions and Ordinances 

After the meeting, the City Clerk’s Office adds the number and vote to each newly approved resolution 

and ordinance, and the Mayor and Clerk electronically sign the documents. 

An email will be sent to all department admins when the finalized PDF documents are ready in OnBase, 

generally by 3 p.m. Thursday. 

 

Contracts and Other Signature Items 

For contracts, agreements, change orders and all other signature items, the chain of events is as follows: 

1. The Clerk’s Office collects all submitted signature items. 

2. The Purchasing Services Manager signs, if needed. 

3. The City Manager signs. 

4. Documents are returned to the Clerk’s Office. 

5. The City Clerk signs. 

6. Spare originals are returned to departments via City Hall mailroom or courier mail. 

7. Aud File originals are scanned into OnBase and indexed for department retrieval, and the hard 

copies are placed in the Aud File. 

8. An email is sent to all department admins when the signed documents are ready in OnBase. 

9. The Clerk’s Office records and files necessary documents with county and state agencies. 

The timeline can vary depending on signers’ schedules, but once the first five steps are completed, steps 

6 through 8 are generally done within one business day. 

Departments are responsible for sending their resolutions, ordinances and associated documents to 

outside contacts. 

  



 

9/14/2021                                                                                                                                                        Page 45 

5. Common Types of Agenda Items 

Purchases 

The purchasing policy, as amended by Resolution No. 1284-09-15, requires a resolution for any purchase 

of $50,000 or more that is not a public improvement project. More information is available from the 

Purchasing Division at http://cratwork/employee_resources/purchasing/city_purchasing_policies.php.  

 

28E Agreements 

28E Agreements are special agreements with other agencies through which the City jointly exercises 

powers, performs functions, etc. Departments should consult the City Attorney’s office for clarification 

concerning any particular agreement. The agreements must be approved by Council resolution before 

being signed by the City Manager. 

Once department staff has obtained all necessary signatures and the fully executed document is 

received by the City Clerk’s Office, the Deputy City Clerk will file the resolution and agreement online 

with the Iowa Secretary of State. This agency requires some specific information in connection with 

28E’s, so be sure to include the following details in the Agenda Cover Sheet: 

 The purpose of the agreement. 

 The expiration date of the agreement or whether it’s in effect for an indefinite period of time. 

 Whether the agreement amends or renews an existing 28E agreement (include the number of 

the resolution authorizing that previous agreement). 

 The primary contact person’s name, title, department, email address and phone number (this is 

optional). 

Any termination of an agreement must also be documented on the Secretary of State website. If a 28E 

Agreement states that it is of indefinite duration, and the agreement eventually is terminated, the City 

Clerk’s Office must be notified so that staff there can document the date with the Secretary of State. 

This is also the case if an agreement is terminated prior to the indicated expiration date. 

28E Agreements do not need to be recorded. 

  

http://cratwork/employee_resources/purchasing/city_purchasing_policies.php
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Grant Applications and Awards 

Council approval is needed for grant applications that require any monetary obligation from the City. 

Many grants have matching requirements from the grantee – for example, a grantor might award 

$10,000 with the requirement that grantee provide $5,000 in-kind. Other grants provide funding for 

new positions for a limited number of years and after the time period is up, the funding is no longer 

available, but those positions remain. If a grant has no such obligation, Council approval for the 

application is not needed. 

All grants awarded to the City require a signed agreement executed by the City Manager and the 

grantor. As with other types of transactions, any grant agreement in the amount of $50,000 or more 

must be approved via a Council resolution authorizing the City Manager to sign the contract. 

In order to streamline the Council approval process, a resolution can authorize future action to be taken 

in certain circumstances. For example, a resolution may authorize a grant application to be submitted 

and also authorize execution of any future grant agreement. However, this should only be done when 

the terms, conditions, facts and circumstances of that future agreement are sufficiently established at 

the time of the resolution so the Council really knows what it is authorizing. If the future document is 

not substantially complete when the application is submitted, a subsequent resolution should be 

adopted. Also, if too much time elapses between the resolution and the future action, a second 

resolution should be used. 

 

Training and Travel 

Training estimated to cost $3,000 or more per person requires a Council resolution. The estimated cost 

needs to include all expenses (including registration, tuition, etc.). There is no exclusion for Council 

approval based on funding source or reimbursement. 
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Leases 

Contact the City Attorney’s Office for assistance with leases. Iowa Code contains specific provisions that 

must be followed, and some nuances are dependent on the payment amount and funding source. 

Leasing property FROM someone for any length of time: 

For the City to lease private property (copiers, real property, office space, etc.) from another party, a 

public notice must ALWAYS be published stating that the lease will be considered at a specific meeting. 

Although a public hearing is not being set, members of the public can speak about the lease during the 

public comment period of that meeting. City policy requires staff to place a motion authorizing this 

notice on a previous meeting’s agenda – for example: 

Motion authorizing publication of a public notice that on January 9, 2018 a Resolution will be 

considered authorizing execution of a Lease Agreement with the Adjutant General of Iowa for 

the use of the Iowa National Guard Armory for Fire Department agility testing at no cost to the 

City. 

In EMERGENCY time-sensitive situations, we can publish notice without a motion first being adopted by 

Council; however, the notice must follow appropriate publication rules. 

A resolution must always be approved authorizing execution of the lease; it can be placed under the 

Purchases/Contracts/Agreements portion of the Consent Agenda as follows: 

Lease Agreement with the Adjutant General of Iowa for the use of the Iowa National Guard 

Armory for Fire Department agility testing at no cost to the City. 

Leasing City property TO someone for more than three years: 

A public hearing is required per Iowa Code Section 364.7, and the department needs to place a motion 

on a previous meeting’s agenda to schedule it. For example, a motion setting a public hearing for the 

June 25 meeting should be submitted to the Clerk’s Office no later than June 5 for the June 11 meeting. 

The public hearing notice must be emailed to the Deputy City Clerk in order for it to be published 

according to the 4 and 20 rule. 

A resolution must always be approved authorizing execution of the lease, no matter how much money is 

involved. 

Leasing City property TO someone for three years or less: 

Neither a public hearing nor a public notice is required. Per Resolution No. 0511-04-06, the City 

Manager is authorized to sign leases making City property available to other entities for terms not 

exceeding three years, no matter how much money is involved. 
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APPENDIX A: Department Distribution Codes 

Animal Control ANL 

Aquatics AQT 

Building Services BSD 

City Assessor ASR 

City Attorney ATT 

City Clerk CLK 

City Council CNC 

City Manager CM 

Civil Rights CVR 

Community Development CD  

Community Development – Housing CDF 

Development Services DSD 

Eastern Iowa Airport EIA 

Facilities Maintenance FMS 

Finance FIN 

Fire FIR 

Fleet FLT 

Golf GLF 

Human Resources HR 

Information Technology IT 

Joint Communications JC 

Library LIB 

Linn County Auditor LC AUD 

Linn County Public Health LC HEALTH 

(Linn County) Recorder RCR 

Linn County Treasurer LC TRS 

Parking PKO 

Parks PKS 

Police PD 

Public Works ENG 

Purchasing PUR 

Recreation REC 

Sewer SEW 

Solid Waste and Recycling SWM 

Streets STR 

Traffic Engineering TED 

Transit TRN 

Treasury TRS 

Veterans Memorial VET 

Water WTR 

Water Pollution Control WPC 
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APPENDIX B: Item Submission Quick Reference 

1. Launch Agenda Manager. 

2. Create Agenda Item (at upper left)  City Council  Agenda Item (or Proclamation/Presentation) 

3. Set Target Meeting date. 

4. Fill in other keywords. 

5. Save. 

6. Agenda Item Tasks tab  Prepare to Add Docs 

7. Agenda Item tab  Add From File (to upload existing documents) or Add from Template (to create 

documents in Agenda Manager) 

a. Cover sheet 

i. Upload existing: Add from File  Cover Sheet (Upload); browse to document, click 

upload arrow, verify keywords, click upload. 

ii. Create in Agenda Manager (this is not common): Fill out all fields on “Cover Sheet 

(system generated)” tab; Agenda Item tab  Add From Template  Cover Sheet 

(System Generated); verify keywords, click upload. 

b. Working Resolution and/or Ordinance 

i. Upload existing: Add from File  Working Resolution (Upload) or Working Ordinance 

(Upload)  browse to document, click upload arrow, fill in and verify keywords, click 

upload. 

ii. Create in Agenda Manager (this is not common): Agenda Item tab  Add From 

Template  Working Resolution (System Generated) or Working Ordinance (System 

Generated); enter text and other information into blank template, fill in and verify 

keywords, click upload, click OK. 

c. Maps or other supporting documents to appear in Council packet 

i. Upload existing: Add from File  Maps & Misc  browse to document, click upload 

arrow, verify keywords, click upload. 

8. Save. 

9. Agenda Item Tasks tab  Send for Department Review 
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APPENDIX C: Agenda Deadlines 

Deadline Staff Action 

Wednesday 
11 a.m. 

Department 
Submitters 

All items must be ready for Clerk’s staff to review in Agenda 
Manager, with supporting documents attached. Items that are 
still pending should be entered as placeholders. 

Wednesday
3 p.m. 

City Clerk staff 

A draft agenda and packet are sent to the Mayor, Directors and 
the City Manager’s staff. Any items added after this point must 
be approved by the submitting department’s Director, and the 
department must also notify the City Manager’s Office. 

Thursday 
4 p.m. 

Department 
Submitters and 
City Clerk staff 

Returned items must be corrected and resubmitted to the 
Clerk’s Office. Clerk’s staff must be notified by this time of any 
further changes that might arise on Friday. 

Friday 
1 p.m. 

City Clerk staff 
The Council agenda and packet are finalized and prepared for 
posting. No further changes can be made before the 4 p.m. 
publication deadline. 

Friday 
4 p.m. 

City Clerk staff 
The final agenda and Council packet are posted to the City 
website and at City Hall and are distributed to Council members, 
staff, media, and mailing list subscribers. 

Monday 
10 a.m. 
OR 2 p.m. 

Department 
Submitters and 
City Clerk staff 

Any changes to the agenda must be completed so amended 
documents can be posted at least 24 hours before the start of 
the meeting, as required by Iowa Code. Any changes resulting in 
an amended agenda must be approved by the submitting 
department’s Director, and the department must also notify the 
City Manager’s Office. 

Monday 
4 p.m. 

Department staff 
Contracts, deeds and other documents that need the City 
Manager’s signature must be at the City Clerk’s Office. 

Tuesday 
4 p.m. 

City Clerk staff 
Signature documents are sent to the City Manager’s Office to be 
signed. 
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Holidays and Council Agenda Deadlines 

When a holiday falls during the week a Regular Session agenda is being prepared, deadlines and posting 

schedules will be adjusted as follows: 

Monday and/or Tuesday holiday 

No change in deadlines. 

Wednesday holiday 

 Tuesday by 11 a.m. – all items and documents must be entered into Agenda Manager 

 Thursday by 4 p.m. – changes due 

 Friday at 4 p.m. – agenda posted 

Thursday holiday 

 Tuesday by 11 a.m. – all items and documents must be entered into Agenda Manager 

 Wednesday by 4 p.m. – changes due 

 Friday at 4 p.m. – agenda posted 

Friday holiday 

 Tuesday by 11 a.m. – all items and documents must be entered into Agenda Manager 

 Wednesday by 4 p.m. – changes due 

 Thursday at 4 p.m. – agenda posted 

Thursday and Friday holiday 

 Monday by 11 a.m. – all items and documents must be entered into Agenda Manager 

 Tuesday by noon – changes due 

 Wednesday at 4 p.m. – agenda posted 

Week after Thanksgiving 

 Tuesday by 11 a.m. – all items and documents must be entered into Agenda Manager 

 Thursday by 4 p.m. – changes due 

 Friday at 4 p.m. – agenda posted 
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APPENDIX D: Need Help? 

Document templates and reference materials, including the Agenda Manager User Guide, Agenda 

Language and Description Examples, and the electronic version of this SOP, are stored on CR@Work at 

http://cratwork/employee_resources/council_agendas.php. To access this page, 

visit the City Intranet at http://cratwork and click the “Council Agenda” quick link 

along the left side of the page. You can also navigate to the page by hovering over 

“Employee Resources” in the center of the black bar at the top of the page, and 

then click on “Council Agenda”. 
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