
Office Of The City Clerk 



“…it is a government's duty to serve the 
public, and in reaching its decisions, to 
accommodate those who wish to obtain 
information about or participate in the 
process.”    
  The Sunshine Ordinance (Title 2, Chapter 2.20) in 1997 

http://www.oaklandcityattorney.org/PDFS/Sunshine%20Ord%20Amendment.4.03.pdf


The City’s legislative workflow covers many functional 
areas with wide range authority. 
 
 The authorities of the governing bodies, Administration, 

City Attorney, Clerk, and Council President, etc. 
 The permitted actions that may be taken on legislative 

matters by the governing bodies and members. 
 The deadlines when which to make agendas available to 

the City Council and public. 
 The details that set forth the elements of agenda reports 
 The information that contributes to the City Council’s and 

public’s understanding of the matter of interest and aid in 
the ability to track the matters. 



Numerous policy documents set the structure and rules for 
the City’s legislative workflow 
 
 City of Oakland’s Sunshine Ordinance (12463, 12483, 12668) 

 Council’s Rules of Procedures 86034 C.M.S. 
 Ralph M. Brown Act 
 Charter of the City of Oakland 
 Maddy Act* 
 Robert’s Rules of Order 
 Various Other Government Codes** 
 Other Council Resolutions and Ordinances, i.e. 

 Budget policy, etc.      
 

 * In Limited Form 
** Publication and other notification codes 

 



Develop Policy 
Proposal 

 
• Identify Policy need 
• Develop Policy scope 
• Develop your course of action 

Prepare 
Discussion 

 
• Draft policy proposal 
• Consult with Stakeholders 
• Coordinate with Legal and 

relevant departments 
• Prepare Scheduling Request 

Schedule 
Proposed 

Policy  

 
• Go before Rules to schedule 

policy proposal 
• Finalize and submit report to 

Clerk for processing 

Present  
at  

Committee 

 
• Present proposal/Answer 

questions 
• Document requests for 

additional information, if 
any  

Present 
at 

Council 

 
• Present policy and any new 

elements to Council 
• Document any new 

changes, if any 

Policy 
Implementation 

Critical Milestone Actions                File Scheduling       Deliver Final              File Supplemental                  File Final  
                         Request with Clerk       Report to Clerk        Information with Clerk        Legislation with Clerk 

Progressive Timeline                       Rules Request                  Report 12 days         Supple. 5 days             3 Days After       
                               1pm Wed      B4 committee           B4 Council               Approval 



Policy Proposal 
Send Rules 
Request to 
the Clerk’s 

office 

Item goes before 
Rules Committee 

Discussed at committee 

Approval 

Appears on  Council Agenda 
Adopted 

Adopted 

Not Adopted 

Adopted Legislation 
receives a number, vote 
count, and is signed by 

the City Clerk 

Legislation is filed in 
the vault and as a 
permanent record 

Dynamic Legislative Workflow 

Sent To Committee 

A
p
p
r
o
v
e
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Signed legislation is 
scanned & posted for 
24-7 online  access 

* 
* 

* 



You’re informed you submit a policy proposal 
for your councilmember. 





86034 C.M.S - Rule 26 



 You must know the intent of the policy 
proposal. 
 Are you informing, seeking authority to do 

something new, changing policy based on changes 
in laws, authorizing a contract, obtaining 
authorization to pursue or receive funding from 
outside sources, etc. 

 



 Council may act in 3 ways 
 Council acts by motion, resolution, and/or ordinance 

 What do you require to proceed? 
 A report informs and allow Council to provide follow 

up instructions, but do not permit approval 
 Resolutions permit policy change, approval of 

programs, release and pursuit of funds, authorizes 
contracts and agreements, etc. 

 Ordinances change legal requirements, provide for 
changes to fee structures, change organizational 
structure, authorizes contract, etc. 



 Consult with the City Administrator’s Office 
 Is there a forthcoming report already covering 

the topic? 
 

 Consult with the City Attorney 
 Is it legal? 
 

Obtain the Draft report templates from the 
City Administrator’s office 
 Report with Instructions 
 Legislation – Resolution and/or Ordinance 



 City Administrator (recommended) 
 For coordination with the relevant department 

 
Non-ceremonial legislation must be filed with 

the City Attorney prior to filing with the City 
Clerk for the agenda printing deadline.* 

 
 
 
    *Rule 26 Resolution 86034 C.M.S 



The Rules and Legislation Committee is the 
scheduling body.  The Rules and Legislation 
Committee has jurisdiction to assign all proposed 
agenda items to Committees or full Council.* 

* If Rules Committee doesn’t meet, items are scheduled by Rule 28 of Council’s Rules of Procedures 

86034 C.M.S - Rule 24 



To put your item before the Rules Committee, a 
completed Scheduling Request must be submitted to the 
City Clerk. Scheduling Requests are due to Office of the 
City Clerk no later than 1pm Wednesday. 
 



A Scheduling Request includes all of the 
necessary information for assignment to a 

Committee or Council. 



86034 C.M.S - Rule 24 



Once the Scheduling Request is approved by 
the Rules and Legislation Committee it will 
appear on a Committee Agenda. 





Standing Committee 
 
 The standing committees of the Council are 

authorized and directed to ascertain, study and 
analyze all facts relating to any subjects or 
matters within jurisdiction, or as may be 
assigned by the Rules Committee and shall report 
to and submit recommendations to the City 
Council for action 

 

86034 C.M.S - Rule 4 



86034 C.M.S - Rule 5 



86034 C.M.S - Rule 5 



The Committee may by majority vote decide to postpone, continue, or table an item.  
Or after discussion of an action item, the Committee may, by majority vote of 
members present: 
 
Approve Recommendations: The proposed action is forwarded to the full council for 
approval.   
 
The Committee may approve an alternative to the proposed action and direct staff to 
prepare the changes to be presented when the item is heard in the future; in that 
case the action is Approve Recommendations As Amended.  
 
Continue: A committee has the option to continue an item to a future committee 
date for continued discussion or to allow staff to prepare additional information 
 
Fail to Approve Recommendations: The item shall not be forwarded to Council but 
may be assigned by the Rules committee under specified circumstances 
 
Reject Assignment: The item would be returned to rules for reassignment 

*Action items are Reports with Recommendations, Ordinances, and Resolutions 



Agenda Item Approve 
Recommendations  

Referred to Full 
Council* 

Action By Standing Committees 

• Subject to the type of item to be considered and the 
    authority of the Rules and Legislation Committee 

Approval of Items: Item advances 



Fail to Approve Recommendations: Item is NOT forwarded to Council*.   

Action By Standing Committees 

Agenda 
Report No 

Approval 

* Matters considered to have either “Died” or “Held” in committee are 
subject both the Council’s Rules of Procedures and Robert’s Rules  



Informational Items shall take one of the following actions: 
 
Receive and File: The committee receives the report without forwarding to the 
full council  
 
Receive and Forward: The informational report is received and forwarded to the 
full city council 
 
Continued or Rescheduled:  A committee has the option to request more 
information.  The item may then be continued or rescheduled for further 
consideration. 
 
Fail to Receive and File/Forward: The item shall not be received and/or 
forwarded to Council 
 
Reject Assignment: The item would be returned to rules for reassignment 
 



Substantive Change – Action Items 
 Amendments beyond the scope of what was noticed 

which require 10 day posting on a future Council agenda 

More Information Necessary 
 More information must be prepared for additional 

discussion and brought back to Committee/Council 

Time Needed To Prepare More Information 
 Staff needs to prepare additional information report for 

more discussion and defers final decision until the 
information returns 

Meeting Cancellation 

The above delays could extend approval 2 or more weeks.  



Legislation Informational Report 

Received & 
Filed* 

Scheduled 
to Council 

Agenda 
Report 

Approved Not 
Approved 

Continued
/Deferred  

Received & 
Forwarded 

Continued 

Returns to 
Committee 

LET’S REVIEW… 

Agenda 
Report 

Returns to  
Committee 

Scheduled 
to Council 





 The City Council may consider and act upon those items assigned 
by Rules Committee directly to City Council, or approved and 
forwarded by committee, or as pulled up at the immediately 
preceding Council meeting Rule 5(4)(b) and 24(6) and, of course, 
continued under it’s own authority 

 
* The full City Council may reschedule an item BEFORE the committee hears the item 

 
 
 

86034 C.M.S - Rule 26 

 



Charter provides in relevant part that:  
 

 The Council shall act by ordinance or resolution or motion. (Section 
210) 

  
 The affirmative vote of five members of the Council shall be 

required to adopt any ordinance or resolution, except as otherwise 
provided by this Charter or by general law. (Section 210) 

 
 The Mayor shall not be a member of the Council, but he shall have a 

vote on the Council if the councilmembers are evenly divided. 
(Section 200) 
 
 

86034 C.M.S - Rule 26 

 



 On any action item, the City Council may, by the requisite number 
of votes: 
 a. Approve the Committee's recommendation, select one of the Committee's 

suggested alternatives or approve an alternative recommendation proposed at 
the full Council in compliance with the Brown Act and Sunshine Ordinance; 

 b. By a majority of the Council members present, continue the item to the 
next regular Council meeting if permitted by Sunshine Ordinance and Brown 
Act; 

 c. By a majority of the Council members present, refer the item to any 
subject-matter Committee for reconsideration; or 

 d. With respect to an item that the Rules Committee referred directly to 
Council, the Council may take any action subject to the Brown Action and the 
Sunshine Ordinance. 

 
 10. On any agendized informational report, the City council may 

receive the report either by oral presentation by staff or as written. 
 
 
 The City Council may choose to NOT take action on any agenda item 

86034 C.M.S - Rule 7 
 



ROBERTS RULES OF ORDER  

 Point of Privilege: Pertains to noise, personal comfort, etc. - may interrupt only if necessary! 

 Parliamentary Inquiry: Inquire as to the correct motion - to accomplish a desired result, or raise a point of order 

 Point of Information: Generally applies to information desired from the speaker: "I should like to ask the (speaker) a question." 

 Orders of the Day (Agenda): A call to adhere to the agenda (a deviation from the agenda requires Suspending the Rules) 

 Point of Order: Infraction of the rules, or improper decorum in speaking. Must be raised immediately after the error is made 

 Main Motion: Brings new business (the next item on the agenda) before the assembly 

 Divide the Question: Divides a motion into two or more separate motions (must be able to stand on their own) 

 Consider by Paragraph: Adoption of paper is held until all paragraphs are debated and amended and entire paper is satisfactory; after all paragraphs are 
considered, the entire paper is then open to amendment, and paragraphs may be further amended. Any Preamble can not be considered until debate on the body 
of the paper has ceased. 

 Amend: Inserting or striking out words or paragraphs, or substituting whole paragraphs or resolutions 

 Withdraw/Modify Motion: Applies only after question is stated; mover can accept an amendment without obtaining the floor 

 Commit /Refer/Recommit to Committee: State the committee to receive the question or resolution; if no committee exists include size of committee desired and 
method of selecting the members (election or appointment). 

 Extend Debate: Applies only to the immediately pending question; extends until a certain time or for a certain period of time 

 Limit Debate: Closing debate at a certain time, or limiting to a certain period of time 

 Postpone to a Certain Time: State the time the motion or agenda item will be resumed 

 Object to Consideration: Objection must be stated before discussion or another motion is stated 

 Lay on the Table: Temporarily suspends further consideration/action on pending question; may be made after motion to close debate has carried or is pending 

 Take from the Table: Resumes consideration of item previously "laid on the table" - state the motion to take from the table 

 Reconsider: Can be made only by one on the prevailing side who has changed position or view 

 Postpone Indefinitely: Kills the question/resolution for this session - exception: the motion to reconsider can be made this session 

 Previous Question: Closes debate if successful - may be moved to "Close Debate" if preferred 

 Informal Consideration: Move that the assembly go into "Committee of the Whole" - informal debate as if in committee; this committee may limit number or 
length of speeches or close debate by other means by a 2/3 vote. All votes, however, are formal. 

 Appeal Decision of the Chair: Appeal for the assembly to decide - must be made before other business is resumed; NOT debatable if relates to decorum, violation 
of rules or order of business 

 Suspend the Rules: Allows a violation of the assembly's own rules (except Constitution); the object of the suspension must be specified 

 Etc. 

 



Action items require a majority vote by 
the full Council, for passage or approval. 
 Resolutions require one reading 
 Ordinances* (Regular) require two readings an 

introduction and final passage. 
 Resolutions and regular Ordinances require 5 Ayes for 

passage 
 Other ordinances such as Urgency or Emergency 

Ordinances require specific findings and may be adopted 
with only 1 reading 
 Charter section 213 and government code 65858 

 Reports with Recommendations require one 
reading 

 Requires 4 Ayes for passage, without a tie vote 
 

 
 

 



Your responsibility as a council aide is to make sure your 
legislation looks like the example below 

Notice that this resolution is not in draft 
form and has been signed off by the city 
attorney 



 Once legislation is adopted, it is 
given a final number, scanned 
and posted online, and sent to 
the Record’s unit where it is 
stored in the vault as a 
permanent City record. 



• Agenda Report Templates (To Use As A Report Outline) 
• Scheduling Requests 
• Legislative policy documents – Key Pieces 
 * The Council’s Rules of Procedures, Resolution 86034 C.M.S.  
    covers, in GREAT part, our legislative process 
 * The Sunshine Ordinance 
 * City Charter 
• 2017 Preliminary Schedule of Council/Committee 
• Days of the Week by Importance  Office of the City Clerk 
• The City’s Online Legislative Calendar – 17 Years of info 
• Agenda Management Unit Staff – Office of the City 
• City Administrator’s Office 
• Office of the City Attorney 
 



Policy Proposal 
Send Rules 
Request to 
the Clerk’s 

office 

Item goes before 
Rules Committee 

Discussed at committee 

Approval 

Appears on  Council Agenda 
Adopted 

Adopted 

Not Adopted 

Adopted Legislation 
receives a number, vote 
count, and is signed by 

the City Clerk 

Legislation is filed in 
the vault and as a 
permanent record 

Legislative Workflow 

Sent To Committee 
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Signed legislation is 
scanned & posted for 
24-7 online  access 

* 
* 

* 



Submit Rules 
Request  

Rules Committee 
Schedules to  

Council  
Council  Committee  
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