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Overview 

 This information should draw from the 

Summary paragraph in your memo.  

 Should contain the overall objective 

 Slide should not exceed three to four 

bullets   
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Background 

 This should cover the major points in 

the Background section of  you memo 

 Should also state the origin of the 

action (City Council request; Mayor’s 

initiative, etc.) 

 Should communicate the importance 

or relevance of the code/policy 

amendment or adoption   
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Issues 
 Highlight the issues at hand that could 

be addressed through this policy/code 

 Stress the need for any updates (how 
long has it been since this code was 
updated?) 

 Cite best practices and or need to 
align with hierarchy of other codes, 
statutes or federal mandates 

 You may need two to three slides for 
this area   
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 City Code Chapter XX 

 Amends Article XX 

 Place language here 

 Justification of the amendment and the 

intended outcomes of the amendment- include 

additional info in your notes 

 Amends Article XX 

 Place language here 

 Justification of the amendment and the 

intended outcomes of the amendment- include 

additional info in your notes 

Proposed Ordinance 

Revisions (if applicable) 
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 City Code Chapter XX 

 Amends Article XX 

 Place language here 

 Justification of the amendment and the 

intended outcomes of the amendment- include 

additional info in your notes 

 Amends Article XX 

 Place language here 

 Justification of the amendment and the 

intended outcomes of the amendment- include 

additional info in your notes 

Proposed Ordinance 

Revisions (if applicable) 
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Outreach 
 Discuss the process for policy or code 

development here 

 Discuss the timeline to demonstrate staff’s 

diligence to outreach and educate 

 List the # of groups/internal and external 

stakeholders 

 List the # of meetings & list the # of 

comments/feedback 

 Bullet on topics of discussion 

 Brief on opposition/controversial areas 

 Share where consensus was reached  7 



Outreach, cont’d. 

 You may need two to three slides for 

the outreach areas 
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