To use this template, first save it as “Agenda_mm/dd/yyyy”, in a folder on your hard drive. That way you won’t overwrite this template and can use it again.

The template font (Helvetica)  matches that in the RNCC website and so can be pasted directly into the “Visual” window when writing a new post, with minimal formatting needed to achieve consistency. Some formatting is needed, though.

· Bulleted lists with lower case letters (called an “ordered list”) must be done in the Visual window, by selecting the list elements and clicking on the ordered list button.

· Bold and italic text must also be applied in the Visual window.

· You must indicate that this post is in the “Agenda” category  (Category check box below the edit window).

· Do not place a title in the template. It must be entered into the Title field of the Write Posts window.

· After you have changed the text below (blue for most frequently needed changes), and renumber the numbers as needed. Then copy the text below, and paste it into the Write Posts window, “Visual” view.

Template starts here:

1. Call to Order
2. Introductions-Name and affiliation only
3. Approval of Month XXth, 200X Agenda

4. Approval of Month XXth, 200X General Meeting

5. Neighborhood Reports (2 minutes per neighborhood)

6. Topic with bulleted lines (for list items with lower case letters, clicking “ordered-list” button in Visual window).
Item 1

Item 2

Item 3
7. Break-10 Minutes (Refreshments provided by XXX and XXX Councils)
8. Reports:

· Planning Dept.-Lamont Thompson

· Public Services Dept.-Rich Davidson

· Mayor’s Office-Marilyn Langlois or Nicole Valentino

· City Manager/Community Affairs-Bill Lindsay or Rochelle Monk

· Police Dept.-Chief Chris Magnus

· West Contra Costa Unified School District-Dr. Bruce Harter, Superintendent

10. Presentations:

Item 1

Item 2

11. Old Business-Committee Reports

12. New Business: new content here

13. Adjournment: Approx. 9:30 p.m.

Next RNCC General Meeting: Month XXth, 200X 

Next RNCC Executive Meeting: Month XXth, 200X
