Town of __________________
HOW TO GET AN ITEM ON THE SELECTBOARD MEETING AGENDA
(Template – adapt to your municipality’s practice)

This document explains the standard process for putting an item on the selectboard meeting agenda. The goal is to make it easy for board members, staff, and residents to raise issues while keeping meetings organized and predictable.
1. Who Can Request an Agenda Item?
· Any selectboard member
· The town manager/administrator or town clerk
· Department heads (through the town manager/administrator)
· Residents and community groups (see “Public Requests” below)

2. Deadlines and Meeting Schedule
· Regular meetings are held: ____________________________________
(e.g., “the 2nd and 4th Monday of each month at 6:30 p.m. in the Town Office”)
· Agenda requests are due by: __________________________________
(e.g., “12:00 p.m. on the Wednesday before the meeting”)

If the deadline is missed, the item will usually be scheduled for the next regular meeting.

3. How Board Members Request an Item
Board members should submit agenda requests in writing (email is acceptable) to:
· Primary contact: ___________________________ (e.g., town manager/administrator)
· CC: ______________________________________ (e.g., selectboard chair, town clerk)

Include:
· A clear topic/title (e.g., “Proposed Speed Limit Change on North Street”)
· [bookmark: _Hlk220868118]What the selectboard is being asked to do (discussion only, decision, schedule a public hearing, etc.)
· Any background information or documents that should be included in the selectboard meeting packet


4. How Staff Request an Item
Department heads and other staff should route agenda requests through the town manager/administrator.
Include:
· Topic/title 
· Brief description of the topic
· Recommended decision/action (if any)
· Supporting materials (memos, maps, draft policies, quotes, etc.)

5. Public Requests for Agenda Items
Residents or community groups who want an item on the agenda should:
· Contact: __________________________________________
(e.g., town manager or selectboard chair)
· By: _______________________________________________
(deadline from Section 2)

Include:
· Full names and contact information
· A short description of the topic
· What the selectboard is being asked to consider or decide

Not every request will appear as a separate agenda item; some may be handled through public comment, referral to staff, or a future meeting, depending on complexity and time available.

6. Who Decides What Goes on the Agenda?
Typically, the agenda is drafted by: ______________________________
(e.g., town manager in consultation with the selectboard chair)

They may:
· Combine similar requests
· Schedule complex items for later meetings
· Ask for more information before placing an item on the agenda

If a request can’t be scheduled right away, then the requester should receive a brief explanation and (if possible) a timeline.


7. Last Minute or Urgent Items*
Occasionally, urgent issues arise after the deadline. When this happens:‑Minute or Urgent Items
· Contact: _______________________________________ immediately
· They will determine if the item meets the legal requirements for an addition to a posted agenda or if an emergency or special meeting will be needed.
*Remember that Vermont’s Open Meeting Law limits adding substantive new items at the last minute.

8. At the Meeting
Agenda items will usually list:
· Topic title
· Who will lead the discussion (chair, staff, or requester)
· Whether action is expected (e.g., “Discussion,” “Action Item,” “Public Hearing”)

Those who request an item should be prepared to:
· Introduce themselves
· Briefly introduce the issue (2–3 minutes)
· Answer basic questions
· Suggest a clear next step or potential motion, if appropriate

9. Transparency and Documentation
All agenda requests and supporting documents submitted by the deadline will, whenever possible, be included in the public meeting packet and posted on the municipality’s website or made available at the town office.


You can customize the shaded blanks and specifics (meeting schedule, deadlines, contacts) to match your municipality’s practice, then save this as a one page handout in your Selectboard Onboarding Packet and on your website.‑page handout in your Selectboard 
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