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City Council Action Items
Follow-up Process

CM/DCM documents 
items for notification to 
CMO Administration

CMO Admin receives  
items and assignment info 

from CM/DCM

MORE THAN 1 HOUR 
OR has Budget Impact

CMO Admin enters item on 
Sharepoint form 

Action item is received 
from Council Member 

LESS THAN 1 HOUR & 
NO Budget Impact

CMO Admin logs action item 
& assigns follow-up to staff 

Tracking log updated & 
conclusion provided directly 

to Council Member

Action item Closed 

CC Item is presented to full 
Council for formal action/

direction

COUNCIL APPROVED
CC Item is assigned and 

updates/completion reported 
back via CM Report or Study 

Session

Action item Closed


