Committee Report 

to the City Council 

Template

Committee reports should be a one page summary of the committee’s activities.  Attachments to report should include an update of the committee’s work plan and a copy of the budget reporting form.  All committee quarterly reports to the City Council are due no later than 3 days before the General Meeting during which they are being presented.  If you have questions regarding any of the information to be presented, please contact Lexa at City Hall.
1.) Summary of Committee Activities for the Past 4 Months
(include changes to meeting or operational schedule, membership changes, chain of command changes, action taken by the committee, project updates- make sure to note progress on items on the committee’s annual work plan/goals in item “D” on your annual work plan and submit them to the Council)

2.) Summary of Proposed Activities for the Next 4 Months 
(include changes to meeting or operational schedule, membership changes, chain of command changes, action to be taken by the committee, project updates- make sure to note intended progress on items on the committee’s annual work plan/goals)

3.) Budget Update

(copy of budget reporting form/work with clerk to completed this form prior to meeting)

4.) Recommended Council Action

(Please give the council the committee’s recommended action to take on decisions so that action may be taken at the meeting after report has been given)

EXAMPLE:  Committee ABC states that they wish to move forward with goal #3 on their annual work plan.  They tell the council that the need them to make a motion granting approval to go ahead with the necessary steps to perform goal #3 on their work plan.  The council makes the motion, discusses it if necessary, and then seconds and passes the motion. 
