

Housekeeping

We have been meeting on a regular basis, have plenty of institutional and organizational support, and are ready to tackle implementation.  As we move things forward, we need to keep an eye on a number of administrative responsibilities including:

Record Keeping:

(
Record minutes to all meetings in sufficient detail to reflect the context of the discussion.  Detailed minutes will be extremely helpful in preparing reports and demonstrating our success.

(
Have one person maintain files at one location – and file everything chronologically, if administrative, or alphabetically for projects and other implementation related items.

Performance Monitoring:
· On a quarterly basis, take time out to review the implementation targets.

· An Annual Report must be prepared and submitted for reviewed the State Office of Policy and Management and then approved by the City Council.

Plan Revisions:
· This Plan should be reviewed prior to preparation of the Annual Report so that changing priorities or other circumstances that dictate modification can be proposed.
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