
Eric Christianson

City Clerk’s Office

Committee overview and posting 

requirements for public meetings



Transparency

 Open Meetings

Wisconsin Statutes 19.83 and19.84

 Do not “reply to all”

Madison General Ordinances 33.01 

 APM 3-1

https://www.cityofmadison.com/mayor/apm/3-1.pdf


Who is on a Committee?

 Members are appointed by the Mayor’s office

 Every member must file an electronic Statement 

of Economic Interests each year

Non-filers are dismissed from committees at a 

February Common Council meeting 

 Members whose terms are expiring are contacted 

by committee staff, at the Mayor’s office request, 

to see whether the member wishes to continue 

serving on the committee



Basic Legislative Process
 Items introduced and referred by Council to committees 

(usually)

 The main committee is the lead referral, there may be 

subsequent referrals to other committees

 The committee reports back to lead or Council with a 

recommended action (usually)

 45-day deadline to report back to Council



Legislative Information Center: 

Legistar manual for creating 

resolution, agenda, minutes 

https://www.cityofmadison.com/cityhall/legislativeinformation/


Publish Agenda

 Only the Chair or their

designee can approve

 Legistar

 Create and Publish to 

In-Site

 Non-Legistar

 www.cityofmadison.com/

Employeenet/legistar/

additionalMeetings.cfm

https://www.cityofmadison.com/employeenet/legistar/additionalMeetings.cfm
https://www.cityofmadison.com/employeenet/legistar/additionalMeetings.cfm
https://www.cityofmadison.com/employeenet/legistar/additionalMeetings.cfm


Legal Posting Requirement

 Send public link (agenda .pdf if non-Legistar) to 

CL_Meetings

 By noon on Friday prior to meeting is ideal, 48 hour 

notice is the minimum required per APM 3-2 (weekends 

don’t count).

 Send at least 48 hours prior for Clerk posting

 Call Clerk’s Office if sending at end of day or close to 48 

hour deadline.

 The official meeting notice must be posted on the 

board outside the Clerk’s Office (CCB103)

https://www.cityofmadison.com/mayor/apm/3-2.pdf


Legal Posting Requirement

 Amending a published agenda

Make changes

Publish to calendar

Send new link to CL_Meetings

 Send at least 48 hours prior for Clerk posting

 Call Clerk’s Office if sending at end of day or close 

to 48 hour deadline.



Legal Posting Requirement

 Canceling a published agenda

Make change to agenda status under calendar 

tab in the agenda

Publish to calendar

Send new link to CL_Meetings

 Send at least 48 hours prior for Clerk posting

 Call Clerk’s Office if sending at end of day or close 

to 48 hour deadline.



Meeting Procedures

Registration



Minutes

Most important: what was actually voted upon

Anything critical to understanding action of the 

body should be included in the

 Ordinance

 Resolution

 Motion

Encouraged to keep minutes to minimum required

 If body seriously wants some reflection of the debate, 

keep that to a minimum



Minutes

 Advice from City Attorney Mike May:

Do not attempt to capture everything verbatim

 Legally required:

Agenda item

Motion

Vote on the motion

Beyond that, there is a risk of distorting 

history—we  are not going to get every word!



Minutes are done, now what?

 The minutes are usually approved or approved as 

amended at the next meeting of the full 

committee.

 If a Legistar committee, you do NOT need to 

send a copy of the approved minutes to 

CL_Meetings

 If a non-Legistar committee, send a .pdf of the 

approved minutes to CL_Meetings



When the committee makes a 

recommendation to Common Council

 Submittal deadline is

Noon on the Wednesday

prior to the Council 

meeting (usually)

 Submittal form allows 

the Clerk to make sure 

files that are supposed to

go to Council do.  It is found

on EmployeeNet.



Committee Staff expectations

 Your role during the meeting itself:

 Not part of discussion

 No nodding or shaking head, 

indicating your personal feelings on 

the debate

 Do not let members discuss items not 

on the agenda!

 All participants could be fined!



Questions?


