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Overview
We will begin with a demonstration of the complete File drafting process. Next, we will review each step in the creation of an agenda item. We will identify the fields and options that will be used by drafters while streamlining the process  to create an agenda item. Drafters include any staff responsible for drafting or approving new agenda items, generating agendas, or processing minutes.
Objectives 
· Demonstrate how to create an agenda item
· Determine agenda item templates for easy entry of text
· Review how to enter supporting documentation, naming conventions, etc.
· Streamline the drafting process by determining which fields are required, hidden, and re-labeled  
How to prepare for this call
· Complete questionnaire and return to Granicus.


· Review this document and the following eLearning videos:
· Drafting Legislative Files I
· Drafting Legislative Files II
· Drafting Legislative Files III
· Gather all staff reports/templates used for the entry of an agenda item
· Review Staff Reports - The process of submitting an agenda item should be streamlined starting with the submission of a staff report by a drafter. To make their job easier you may use a staff report with certain headings to be filled out for submission or you may create a new staff report.
· Do you have a standard submittal form for all items?  
· Do you have different templates for certain types?  
· How important is the format of your current Staff Report? Most clients allow minor modifications to the staff report; please let us know if that will be a problem. Legistar requires integration of file sections into the submission form. These include:  (1) Required title (..title), (2) Optional recommendation (..recommentation), and (3) Optional body (..body).
Important! These file sections have to be left justified to properly recognize the text. If you are using documents with special forms or other elements, they do work in Legistar.
· Determine legislative file type names
· Determine additional fields used for tracking/searching
Who should attend
Client Project Team and power user responsible for drafting agenda items. Important! Maximum of 5 participants.
NAC SESSION 2 – Agenda
The outline below details discussion items as deemed relevant by the Granicus Business Analyst  and tasks to be covered during NAC Session 2. Note: Standard features will not be covered during NAC Session 1 as they are included in training. 
1. Demonstrate creating a legislative file. The Granicus Business Analyst will login to the database and create a legislative file.
a. File Types (default - required)
i. A legislative file is an agenda item: Resolution, Ordinance, Presentation, etc. 
ii. A file type does not change and should only be for one agenda item. 
iii. Best practice is to limit to 10 file types
b. File Numbering (default - required)
i. Best practice is one general File ID for all files in the format of 14-0001 (YY-NNNN)  
ii. The File ID is a required field and the primary locator on InSite
c. File Status (default - required)
i. The status is used for: controlling when files are available on InSite, where items are placed on the agenda during generation, and telling where the file is in the legislative process.  
ii. The status list may/may not be finalized during this call
d. File Created Date (defaults - optional)
e. Agenda Date (optional): Limit user selection to only scheduled meeting dates 
f. Final Action Date (automatically added upon final action - required)
i. Files with a Final Action date are not eligible to be on a future agenda
g. In Control (required): The agenda item will go to this controlling body’s agenda  
i. Only the primary and secondary Body can have other controlling bodies’ items on their agendas. This is used for a secondary sort on the City Council agenda by department or committee name.  
h. Text Editor (required)
i. RTF Editor or Microsoft Word  
ii. The text of the agenda item should not include graphics, diagrams, photos, or tables.  
iii. Determine default font type and size
i. Attachments Tab (optional)
i. Backup or supporting material which can be any format or size
ii. Attachments can go to InSite and/or iLegislate (naming is important)
j. Associations Tab (optional - used in searching or for reference)
i. Index (Client owns and is responsible for uploading to Legistar Administration using the Granicus provided form)
ii. Code Sections (Client owns and is responsible for uploading to Legistar Administration using the Granicus provided form)
iii. Sponsors (comes from the setting in Bodies)
iv. Related Files (automatic by the Legistar system)
k. Details Tab (optional - used in searching or for reference)
i. Additional details for files: Dates, Drafter, Department, Reference,  etc.
ii. Client does most of the re-naming or hiding on this tab
l. Approval Tab (optional - for clients using Approval Tracking)
i. Reviewed during NAC Session 3
m. Minutes History Tab  (required - automatically created by meeting actions) 
i. The history is automatically created during the action taken during the meeting
ii. Reviewed during NAC Session 4
n. Legislative File Reports (optional)
i. Any of the Legislative File Reports can be used as a cover page for agenda items during packet creation
ii. These reports can be renamed/re-sorted; criteria is defaulted on the user level
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2. Certified Copy
3. Signature Report
4. Master Report
5. Matter Summary
6. Text File (optimized for graphics and tables)
7. Search Results (generic only - no changes to this report)


Follow-up Tasks and Deadlines
Below is a list of tasks to be completed by the  Client and Granicus teams after NAC Session 2. These tasks must be completed by NAC Session 3 unless otherwise indicated.
Important! Failure to meet deadlines may result in a delay in implementation and/or training.  
Client Project Team
1. Verify that the people list has been added. 
2. Client will review and finalize all legislative files types, file id, required fields, and other details. Text size and style, text entry method. Click Here to learn more.
Granicus Business Analyst
1. Granicus Business Analyst will begin preparing for NAC Session 2 by entering all project team members as approvers and setting up a test sequence.
2. Granicus Business Analyst will email sample of Client’s InSite page. 
Granicus Project Manager
The Granicus Project Manager will be available for any questions or concerns. 
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Legislative File Videos

· Drafting Legislative Files I

· Drafting Legislative Files II

· Drafting Legislative Files III





		When an agenda item is submitted typically it is on a document typically called Staff Report, Council Memorandum, Agenda Item Request, etc. Please tell us about your staff report.   



		What is the name of your staff report?



		Do you have more than one staff report for agenda items? Please list them here.

		



		Does the staff report have images, graphs and tables? 

		



		How do you create your staff report now?

		Another Software System 



		In Legistar when the drafter clicks on new they will select from drop down menus, fill in text and verify default settings.  We want to gather some information for these fields.  

The file id is a system required field.  It is a unique number which is automatically assigned when the agenda item (file) is saved. The best practice format is: YY-NNN.

Many clients say they will never use the file id, however after using the system for some time they realize how useful it is for tracking files.



		A file id is created for each file and it is required by the Legistar system. What is the number you will use for files?



		YY-NNNN

		The file type is a system required field.  The user can setup a personal default for the file type in local settings.



The file type can be used for searching, grouping and reporting.  Granicus recommends 10 or less file types.  The file type does not change as the file moves through the workflow process. Many clients use the agenda section as the file type. 



		Please list any file types you would like to add.

		We accept the standard file types at this time. 





		The agenda date allows the drafter to select the date of the meeting the item should be heard.  Many times client want the agenda date to be a required field.  



		Do you want the agenda date to be a required field?

		Yes



		 The agenda title and recommended action will be entered into Legistar.  This text will display on the agenda and minutes.  The title goes to most reports in Legistar.      



		Do you have any other sections of text which show on the agenda?  

		No

		The agenda item entry is called the title. Typically, there is a descriptive sentence, not more than a paragraph of text on each agenda item.  The title displays as it is entered in the file with all the data attributes such as: bolding, strikethrough, etc. on the agenda.  Many clients have a recommendation which prints below the title on the agenda. 



		Verify that the title will print on the agenda and if you will use the Recommendation. 

		Title (required)

Recommendation (optional)



		Please let us know what other text print on the agenda? *Please note: this could be text, department, sponsor name, or attachments.

		



		The agenda item has backup which are called attachments. These electronic documents are imported into the file and can be any document type. When made public on our InSite Page they are automatically converted to pdf.  



		Do you include electronic backup as individual documents or all combined? We recommend individual attachments.

		Choose an item.

		Do you have confidential attachments?

		Choose an item.

		Associations are fields that are used for reference only. They are held in list-to-list boxes and the user can select multiple. They can show on InSite.



		Do you print Codes Sections on the agenda?

		Choose an item.

		Do you use or print Indexes on the agenda?

		Choose an item.

		Do you print Sponsors on the agenda?

		Choose an item.

		Legistar allows you to relate files multiple files together.  Would you be interested in this functionality?

		Choose an item.

		Details are the fields to track the department, drafter, enactment number, confidential marking.



		Please provide a list of departments electronically.

		



		Do you assign a number when the file is passed? If so, please list the format.

		Choose an item.

		Do you have confidential files?

		Choose an item.

		Please list any other type of pre-meeting documents that need to be produced by Legistar?

		Choose an item.
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