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Introduction of and placing items on the BPW and CC agenda – Process:
General notes (Refer to MGO 2.05):

1) Items are generally required to be introduced to the CC and referred out to other committees/boards after that.  The item returns to the CC after action by all lesser bodies.

2) The order of referral is determined by which body is “in control” of the item.  That body acts last before the item is sent back to the CC for final action.
3) What body is “in control”?   For Engineering projects our common referrals include the Transportation Committee, the BPW and the Finance Committee.  The general rule is that BPW is in control unless Finance is involved.  If Finance is part of the referral they are in control.

4) What if I have referrals to all those places?  Than it would be CC, TC, BPW, FC, CC.   BPW is always last or second to last for Engineering’ projects.

5) To be placed on the CC agenda you must have a sponsor.  

6) Who do I get to sponsor?  Generally, we try to get the Alder of the district where the work is occurring (this is often required for full public works construction projects) and/or the Alders who sit on the BPW.

7) Best practice is to address an email request for sponsorship to all three (3) Alders at the same time. 

8) Suspension of the rules allows for resolutions to skip introduction to the Council and sponsorship as long as they fall into the following categories. Note that this does not apply to budget amendments, design contracts.  This doesn’t mean you don’t have to communicate with the Alder it just allows it to skip this process.

Resolutions recommended by the Board of Public Works which:
i. Award public works contracts

ii. Accept identified public works improvements

iii. Approve plans and specifications and authorize the Board of Public Works to advertise and receive bids for identified public works contracts

iv. Accept identified improvements by private contracts

v. Accept identified street improvements by private contracts

vi. Approve plans and specifications for public improvements for identified subdivisions

vii. Authorize construction to be undertaken

viii. Authorize amendments to previously executed contracts.
How do I get an item on the CC or BPW agenda?
General notes:

There are a number of steps and timelines that have to be met to get an item on the agenda.  Generally, you need to get it all done 8 days before the meeting so that it can get posted to the agenda.  The agenda is required, by law, to be posted 7 days before the meeting.   

This should not be read that you start the process 8 days before the meeting.  As you will note below, items need to be approved by your supervisor, you need sponsor and if you are doing something with finance you will need a finance note that is required to be approved by CE Accounting staff and City Finance staff.  This all takes time, generally starting this 2 weeks before the meeting is the latest you want to begin.
What happens if I miss this deadline and I need it to get on the agenda so I can keep my schedule?  Some items can be posted to BPW amended agenda, this is not a desirable action but can be done – see your supervisor to discuss.  Some items can be “introduced from the floor of a CC meeting” by a willing Alder.  This is procedurally difficult but can be done and requires coordination with the Alder, the City Engineer and the Clerk’s office – again see your supervisor to discuss.  

Specific Requirements:

1) Supervisors need to approve resolutions before they are formally posted to the CC or BPW agenda.  Streets and Sewers group supervisors can review the draft before it is submitted to the BPW Agenda email or after the BPW Agenda have entered it and provided a DRAFT back for review.  The Development Coordinator items are EXEMPT.  
2) A Sponsors is required for anything that is introduced to the CC and not allowed by Statute to go directly to the BPW.  Sometimes it can be a challenge getting an Alder to respond.  The preferred method is to request the Alder of the district and the Alders on the BPW to sponsor via the same email. Always try to get the district alder to sponsor if you can. It may require follow up with second or 3rd emails or a call.

3) ALL EMAILS REQUESTING AN ITEM BE ADDED TO THE BPW / CC AGENDA need to go to the BPW AGENDA email - the admin group triages their email accounts differently at different times.

4) ALL EMAILS requesting that something get on an agenda need to have PROJECT #, CONTRACT #, and/or PROJECT NAME in the Subject line of the email so they can be effectively “searched” for.

5) Requests to get on the CC should be to the BPW Agenda group NO LATER THAN END OF DAY THE TUES before the CC.
6) Requests to get on the BPW should be to the BPW Agenda group NO LATER THAN NOON on the WEDS before the BPW with all required attachments.

