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Agenda Item No:  _____________

Meeting Date:       Month XX, XXXX


____________________________________________________________________________________
FOR CITY CLERK ONLY

File No.: _______________________________

Council Meeting: _______________________

Disposition: ___________________________

	SAN RAFAEL CITY COUNCIL AGENDA REPORT

	
Department:  NAME 



	Prepared by: First Name Last Name,
                       Title

	City Manager Approval:  ______________




TOPIC:	USE LAYMEN’S TERMS TO DESCRIBE THE TOPIC (i.e. what the title would be in Snapshot or how you might describe the subject to a fifth grader)

SUBJECT:	DESCRIBE THE ACTION AND SUBJECT OF THE STAFF REPORT

EXECUTIVE SUMMARY: (if applicable)
For lengthy reports, include a brief summary of the report.

RECOMMENDATION:  
Describe what action(s) staff recommends the City Council take at the meeting (open a public hearing, take public comment, adopt a resolution, approve, authorize etc.)

BACKGROUND: 
This section sets the stage for the report.  If there has been a series of events leading to this point, a brief chronology should be provided.  This section should identify any outstanding issues; if there is a provision of law, rule, policy, previous City Council or Manager directive that is applicable, it should be noted in this section.

ANALYSIS:  
A brief analysis of the situation should be provided.  The analysis should logically flow from the background section.  If there is an agreement, Ordinance, or Resolution to be adopted, the key features should be noted or explained.

COMMUNITY OUTREACH: (if applicable)
Describe outreach activities including community workshops, required noticing, social media content, conducted and summarize any feedback received from stakeholders/public.

FISCAL IMPACT:  
If there is a cost or revenue to the recommended action, so note.  If the money was included in the current year’s budget or requires an additional appropriation, so note.  Identify the fund or revenue source.  If there is no fiscal impact, so note. This section must be approved by the Finance Director prior to City Manager approval.

OPTIONS: 
List alternatives to the recommended action and impact of each.  Present a brief explanation of why the recommended action was chosen over any of the available alternatives; indicate alternatives that have staff support.

The City Council has the following options to consider on this matter:
1. Staff’s recommended action (approve, accept, etc.) 
1. Adopt resolution with modifications.
1. Direct staff to return with more information.
1. Take no action.

RECOMMENDED ACTION: 
Provide actual wording staff desires the Council to use in taking action on an item.  If more than one action, list each.

ATTACHMENTS:
1. Attach any relevant documents such as resolutions, professional service agreements, correspondence, maps, etc.
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