MEETING OF THE
WOOD VILLAGE CITY COUNCIL
September 22, 2020
AGENDA
6:00 P.M.

PLEDGE OF ALLEGIANCE
1. Citizen Comments (non-agenda items)
2. Play East Recreation Update – Jairo Rios-Campos
3. Discussion: City Hall Use Agreements – Seth Reeser
4. Discussion: Community Outreach and Engagement Options – Hannah
Anderson
5. Resolution 35-2020: City Banking Services Contract Award- Seth Reeser
6. Resolution 36-2020: Extension of COVID Related Emergency Declaration
–Greg Dirks
7. Discussion: Community Turkey Event – Emeline Nguyen

Public Works
• Director’s Report
Finance
• Director’s Report: June and August
City Manager:
• Director’s Report
City Attorney
Mayor and Council Comments and Reports
ADJOURN
The meeting location is wheelchair accessible. This information is available in large print upon request.
To request large-print documents or for accommodations such as assistive listening device, sign
language, and/or oral interpreter, please call 503-667-6211 at least two working days in advance of this
meeting. (TDD 1-800-735-2900).
NEXT MEETING: Tuesday, October 13th, 2020

City Council Agenda Item Staff Report
Meeting Date: September 22, 2020

TO:

Mayor and Councilors

FROM:

Greg Dirks: City Manager

DATE:

September 15, 2020

SUBJECT:

Discussion: City Hall Use Agreements

Requested Council Action
Review the information and provide direction and guidance on the priorities and outcomes of
developing use agreements for the new City Hall facility.
Background
The new City Hall facility was designed and is being built with the capacity to hold
governmental, community, and private events. New use agreements will need to be developed
and crafted as part of this new facility and is included in the 2020/21 Annual Performance Plan.
There are several methods and options to consider when developing use agreements, and the
purpose behind this Council action is to help shape the intended outcomes and develop priorities
for use of the facility. Staff will use these priorities and outcomes to start shaping draft
programs, agreements, and pricing structures for Council consideration and adoption in the
period ahead.
Staff is seeking direction on what uses and users the Council would like to support and facilitate
in the new facility, and what other users and uses may also be acceptable. In addition, staff is
seeking direction on the overall use vision and goals for the new City Hall facility.
In general, use agreements and approaches can be broken down into use tiers such as private use,
public use, governmental use, non-profit use, partner use, and free use. These categories can be
further broken down and refined into Wood Village resident or business status, fees for use, and
use times. The approach used at the former City Hall facility was a simple first come, first serve
approach with a fee structure based on City residency or non-residency, and commercial use or
private use. New agreements and methodologies can be as complex or as simple as needed to
accommodate the desired outcomes. The more complex a program, the more time and resources
that are needed to administer and oversee any given program but may better achieve the intended
outcomes and goals over a simple use policy.
While specific discussions on fees is not required at this time, a general discussion of fee
development is needed to help craft overall use goals and priorities. For example, the use rate
could be market driven, or tiered based on user, use type, and use time. It is also possible for
some use types to pay a higher fee than other use types to help supplement a lower fee for some
while still receiving enough funds to cover the cost of the service and overall maintenance of the
facility. Fees may be established that encourager a specific use type or use time or may be used

to help control high demand for peak use periods. In general fees may be structured by user
type, use category, use time, available amenities, or any combination of items.
Lastly, time of use and ability to reserve specific dates or reoccurring dates is a matter of
discussion in terms of use agreements and can be formulated and tied into the previous sections
included use types, users, and fee structures.
Next Steps
Staff will use the feedback and direction from Council to start crafting draft use agreement
programs and methods for further Council consideration and refinement. The goal is to have the
new use agreements in place by the time the new City Hall is completed.
Alternatives
The City Council has a full array of alternatives in structing the use agreement goals and
outcomes including prohibiting use agreements.
Fiscal Impact
At this stage there is no direct financial impact. It is important to note that financial
considerations will be part of future discussions including fees, fee structures, and how to pay for
the ongoing maintenance of the facility. There will also be a need to discuss insurance and
liability concerns and issues as draft policies are developed.
City Goal
The development of effective City Hall use agreements helps achieve City Goal 1: A safe, clean,
inclusive community with a sense of pride, quality housing, and strong identity.
Suggested Motions
No specific motion is suggested. Staff is seeking feedback on direction to craft draft use
agreements.

City Council Agenda Item Staff Report
Meeting Date: September 22, 2020
TO:

Mayor and City Councilors

FROM:
Greg Dirks: City Manager
Authored by:
Hannah Anderson: PSU Hatfield Fellow
DATE:

Sept 15, 2020

SUBJECT:  Discussion: Public Engagement Best Practices and Key Recommendations
Requested Council Action
Review the attached white paper on community engagement including the attachments and
provide feedback and direction to staff on the next steps.
Background
The engagement of community members in civic decision making processes is essential for
producing resilient, well-informed outcomes. In general, despite best efforts, the City has
experienced a pattern of difficulty in engaging its community in public engagement processes
and other activities and outreach attempts. Several opportunities, programs, and policy revisions
are underway or approaching which would benefit from a more robust, tailored, and meaningful
public engagement process. The City Council identified enhanced community outreach and
engagement as a priority for the FY 2020/21 year, and included it in the Annual Performance
Plan. As part of this effort, the City parterend with Portland State University for a Hatfield
Fellow to help craft solutions and options to enhance our engagement efforts.
The first step of this process was to produce a comprehensive white paper on Public
Engagement(PE) best practices which briefly assesses opportunities for the City to expand its PE
program. Chief among these findings is the potential for a standardized PE process to advance
positive outcomes for diversity, equity and inclusion (DEI) in civic processes and to ease
administrative burdens. This standardized process will need to be refined, tested, and then
implemented as test cases throughout the coming period. It is important to note that while a
process could be developed, it will be nimble enough to be adapted to many different potential
settings and efforts.
To build a robust program, Council and staff will need to identify which of the best practices
outlined in the paper are feasible and supported. Some of the recommendations can begin
immediately, others will require Council discussion and further research to determine longer
term strategies and effectiveness. A summary of potential action steps is below:

Short Term:
● Convene a standard process for public engagement protocol.
● Conduct an agency diversity, equity and inclusion assessment (such as the Meyer
Memorial Trust’s DEI Spectrum). Review the results and identify areas for improvement,
potential for policy changes and opportunities for advancing City-wide and
agency-specific DEI outcomes.
● Create administrative procedures to support an ongoing public engagement program,
including feedback collection methods for the ongoing evaluation and adaptation, and
assignment of PE duties or responsibilities amongst Staff.
Long Term:
● Explore and organize future events or programs to increase public capacity in PE
processes directly.
● Build a strategy to increase stakeholder awareness of Mayor and Council members, and
City commitments to meaningful PE.
● Based on assessments and feedback, adopt a City Citizen Involvement Policy for the
prioritization and advancement of equitable outcomes in City actions and PE outcomes.
● Convene a plan for strengthening strategic alliances with marginalized, historically
marginalized, and under-represented people/groups in terms of engagement and overall
outreach.
Next Steps
Staff will work on developing specific programs and processes based on feedback from the
Council based on the white paper and presentation. This can include
● Convene a standard process for public engagement at one of the following levels:
○ Simple: Collect basic resources outlined in the best practices white paper into a
simple, untailored toolkit.
○ Community Informed: Conduct public engagement to identify past and current
challenges experienced by community members and stakeholders, which are
prohibiting or barring their ability to meaningfully participate. Use feedback
obtained from this process to select and create tailored methods for a Wood
Village in a PE toolkit.
● Adopt a strategy and/or commitment for advancing DEI in City actions and outcomes.
Alternatives
● Take no action to alter the City’s current strategies for public engagement.
● Request additional information or presentations by third-parties experts in public
engagement
● Adopt the staff recommendation of beginning to implement the first two main bullet
points as stated above.
Fiscal Impact
Personnel time and labor will be the greatest immediate investment. The City’s PSU Hatfield
Fellow has been contracted through February 2021. Administrative burden (and labor costs) can
be minimized by assigning much of the immediate tasks to the Fellow. Conducting PE to build a
tailored toolkit may incur costs for materials (such as production of fliers, activity materials,
potential interview and stakeholder reimbursement, etc.) and is not expected to be substantial.

Commitment to PE best practices will incur future expenditures at a range of costs. PE best
practices recognize reimbursement and incentive programs as key ways to increase stakeholder
participation and build respectful relationships with strategic partners. These costs may include
providing daycare, translation services, transportation vouchers, gift cards, etc. to incentivize and
reimburse community members for their participation. A one-time interview, focus group or
consultation may warrant a $10+ reimbursement per participant. Convening large scale town-hall
meetings may incur costs of roughly $500+ per event.
Providing grants, donations and/or reimbursement for services to strategic community allies
(especially non-profit and community advocacy groups) should also be considered in the long
range. These expenses will vary based on circumstances and need, and can be evaluated on a
case-by-case basis.
City Goal
The successful implementation of this program will meet the following City Goals:
Goal 1: A safe, clean, inclusive community with a sense of pride, quality housing, and strong
identity as well as City Goal 6: Effective local, State, and Regional Partnerships.
Goal 6: Effective local, State, and Regional partnerships.
Suggested Motions
“I move to approve the Public Engagement Plan as recommended or modified.”

Public Engagement: Best Practices and Key
Recommendations for Wood Village, Oregon
Produced August 2020 for:
The City of Wood Village, Oregon

Prepared By:

Center for Public Service
Hatfield School of Government
Hannah Anderson, MURP
Hatfield Resident Fellow

Some words are bolded the first time they are used in this paper. These are key terms which are
included in the definitions appendix of this document.
While based in industry knowledge and research, the perspective and recommendations included in this
paper are the author’s own, and do not necessarily represent those of Wood Village Council members or
Staff.
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Executive Summary
Overview
The engagement of community members in civic decision making processes is essential for
producing resilient, well-informed outcomes. Despite best efforts, the City of Wood Village has
experienced a pattern of difficulty in engaging its community in public engagement processes.
Several opportunities are underway or approaching which would benefit from meaningful public
engagement. Wood Village contracted the help of Portland State University’s Hatfield Resident
Fellowship team in July of 2020 to document industry best practices and illuminate any existing
blind spots in Staff knowledge or public engagement protocols.
This white paper will summarize public engagement best practices and present a big picture of
what is available, accepted and successful in the field. The information presented will bring staff
knowledge of the topic to a common base line. The methods discussed in this paper are industry
identified best practices which have proven essential and effective for community engagement
procedure at all scales and locations. This paper represents the due-diligence of Staff prior to the
creation of further public engagement actions or procedures. Specific actions for how Wood Village
can enhance its community engagement program are outlined.

Key Findings
1. Public engagement is the marriage of practitioner expertise with local knowledge and is a
distinctly different process than public participation.
2. Sustained engagement will build community capacity and strengthen local and regional
alliances, supporting quality of outcomes and navigation of tough decisions.
3. Applied incorrectly or at the wrong time, public engagement can do more harm than good.
Don’t engage half-baked plans or those without meaningful opportunity for input to affect
outcomes.
4. Robust public engagement programs ensure that all manner of work, actions and decisions
are properly informed and ground-truthed in the community’s lived experience.
5. Trust is essential. An agency’s actions, transparency, and ability to deliver on promises will
set the tone for its relationship with a community.
6. Creating a standard organizational process for public engagement will minimize
administrative burden, create consistency for staff and stakeholders, and ensure proper
considerations for diversity, equity and inclusion are made. The motivation and openness of
Staff to invest now will vastly benefit future projects.
7. Accurate representation of stakeholders is critical in building sustainable and just
outcomes. Diversity, equity and inclusion should be centered in any public engagement
plan, particularly focusing on communities which have been historically under-included.
8. Facilitation requires a neutral leader to garner inclusive and meaningful input.
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Recommendations for Wood Village
Considering the best practices reviewed in this report, three major recommendations for how
Wood Village can advance its public engagement program are clear.
1. The City must adopt a standard process for public engagement, such as a toolkit. Through
this process, existing barriers to community connection should be identified.
2. The City should prioritize building public capacity, with the intention of partnering with the
community in decision making processes. Strengthening strategic alliances will be key.
3. The City should adopt policies and procedures which incorporate PE best practices into
Wood Village administration and community relations.

4

Chapter 1: Why Public Engagement?
Meaningful public engagement (PE) will collect a legitimate picture of public interests, challenges
and opportunities. It will include and uplift the most vulnerable members of a community. Through
a PE process, communities will be strengthened through increased individual and agency networks
and the production and empowerment of community leaders. In the long-range, these networks
improve public capacity and education, fortifying overall community health and resilience.
Pragmatically, engaging a community in the decision making process garners community buy-in,
minimizes public resistance, considers a wide spectrum of externalities, and produces sustainable,
well-informed outcomes.

Why Now, Why Wood Village?
Despite its best efforts, the City of Wood Village has struggled to engage a significant portion of its
community regarding civic projects and initiatives. Staff are motivated to find a solution to increase
community participation, but are unsure how and which changes to incorporate in order to
increase community presence in City engagement processes. This is a multi-faceted problem which
will not be solved without careful consideration. If change is delayed, projects will continue to
suffer from a lack of community input and the missed benefits of meaningful PE.
Wood Village is one of the most racially diverse, and income disparate cities in the Portland Metro.
Socio-economically vulnerable, this is a community which requires diversity, equity and
inclusion (DEI) to be centered in public outcomes, and how residents are engaged in decisionmaking processes (City of Seattle, 2012). The current political and social climate applies further
urgency for public service agents to center authentic engagement of vulnerable communities in
their decision making processes. Staff have authentic motivation for incorporating DEI in daily
processes, however, Wood Village has not yet officially evaluated its internal and external systemic
processes for DEI. An evaluation of the City’s PE protocols is perhaps the most critical process for
producing equitable outcomes, and is a great place to begin.
The regional environment in which Wood Village operates is complex. Small in relative geographic
scale and population, how Wood Village’s resources (public goods, lands, budget, etc.) are accessed
and distributed have the typical restrictions of any small town - requiring careful planning and
facing higher inelasticity than cities with larger and more flexible resource pools. Yet the proximity
of this land-locked city to the urban behemoth of Portland means Wood Village shares metropolitan
concerns often beyond its scalar capacity, such as pressures for increased density and city-center
styles of urbanization (high floor-to-area-ratios, parking requirements, congestion and high-traffic
management). These pressures for increased urban density and a changed metropolitan landscape
will grow. Staff and community members alike need to be prepared to engage in the many difficult
conversations to come to successfully advocate for community interests. If Wood Village lacks a
united capacity to advocate for its interests in regional negotiations, the agenda of larger
surrounding cities will dominate, and the unique needs of Wood Village may be left out of the
conversation.
Several local opportunities are approaching for which PE will be essential in informing decisions
and shaping the future of the small city (238th Facade Improvement Plan, Main Streets on Halsey,
development of a Community Financial Wellness toolkit, consideration of a co-op model for mobile
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home ownership, COVID response and related community support). Prior to initiating these plans,
Staff should create a prepared strategy for ensuring sufficient community input.

Precedent for Public Engagement
In addition to moral, ethical and pragmatic reasons for PE, there is also formal precedent for
governments to incorporate citizen involvement in their procedures, such as legislative
requirement for public notices or public forums on land use and development issues. Several
overarching mandates direct the City of Wood Village in its PE processes:
Oregon Statewide Planning Goals, Goal 1 for Citizen Involvement:
OAR 660-015-0000(1) To develop a citizen involvement program that insures opportunity for
citizens to participate in all phases of the planning process (OAR, 1988).
Wood Village Citizen Involvement Policies:
1) Continuation of the City Planning Commission as the official committee for citizen
Involvement.
2) Responsibility is given to the Planning Commission for initiating public announcements
pertaining to the Comprehensive Plan.
3) The Commission will give due consideration to public input in regards to land use planning
brought forth at public hearings and meetings.
4) The City will continue to make available the results of public hearings.
5) A periodic review of the citizen involvement program to evaluate its effectiveness and areas
of potential improvement will be conducted by the Planning Commission and City Council.
6) Efforts to improve the flow of information between Wood Village and the affected local
jurisdictions on land use matters will continue.
American Institute of Certified Planners (AICP) Code of Ethics:
A.1. Our primary obligation is to serve the public interest and we, therefore, owe our allegiance
to a conscientiously attained concept of the public interest that is formulated through
continuous and open debate. We shall achieve high standards of professional integrity,
proficiency, and knowledge. To comply with our obligation to the public, we aspire to the
following principles:
d) We shall provide timely, adequate, clear, and accurate information on planning issues to all
affected persons and to governmental decision makers.
e) We shall give people the opportunity to have a meaningful impact on the development of
plans and programs that may affect them. Participation should be broad enough to include
those who lack formal organization or influence.
f) We shall seek social justice by working to expand choice and opportunity for all persons,
recognizing a special responsibility to plan for the needs of the disadvantaged and to promote
racial and economic integration. We shall urge the alteration of policies, institutions, and
decisions that oppose such needs.
h) We shall deal fairly with all participants in the planning process. Those of us who are public
officials or employees shall also deal evenhandedly with all planning process participants
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(AICP, 2016).

Staff Responsibility
Public servants have a responsibility to accurately collect and advocate for community interests in
their work. Wood Village’s Mayor, Council Members, City Manager, Planning Commission, Urban
Renewal Commission, Parks Commission, Budget Committees, and all staff who engage directly
with the public should be concerned with establishing a proper procedure for meaningful public
engagement.
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Chapter 2: Engagement Fundamentals
What is Public Engagement
Public engagement (PE) is the inclusion of stakeholders in decision making processes, with the
intent to increase mutual information sharing and produce well-informed outcomes. Effective
public engagement seeks equal stakeholder input at intentional points in a decision making
process, and on those issues which the input has a real opportunity to affect the decision, action or
outcomes.
Public engagement is a habit, a continuous relationship between a community and its government.
An ongoing process, it is made up of singular occurrences and interconnected objectives. Every
project that an agency initiates and the way it is communicated to stakeholders will affect that
relationship. Individual projects from their conception to their completion, the first notice, to the
final report, are all a part of the public engagement lifespan.
As an outcome, public engagement is the marriage of practitioner expertise with local knowledge. It
is the collaborative act of working across a range of lived experiences and professional frameworks.
This union of backgrounds produces flexible, intuitive and adaptable plans and policies which
extend beyond plan making to actualized results.
Public engagement occurs in public meetings, advisory committees, open houses, workshops,
neighborhood meetings, individual meetings, advocacy campaigning, City events, print and media
avenues such as the City Newsletter and City Website, and daily places of interaction such as public
transit or waiting in line for coffee.
THE PUBLIC
There is no single public, but rather a wide spectrum and amalgamation of stakeholder
interests.

Participation vs. Engagement
Public participation and public engagement are distinctly different processes. Participation simply
requires attendance, such as in consultation or presentation. Engagement, however, requires
participants to be invested in a process and its outcomes and to be committed to decisions and
particular results.
Community participation is a way to inform stakeholders of selected details and outcomes, to
prepare the public for changes to come and create a sense of shared action. This was traditionally
applied by industry and government organizations seeking one-way information flow, largely
intending to control narratives and minimize backlash. Notably, participation does not promise
dialogue or inclusion of input. Stakeholders may have the opportunity to voice their perspectives
and interests, but it is largely anticipated that actions and decisions will not be affected by the
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input. Instead, the desired outcomes of participatory events are results driven, seeking to prove or
persuade stakeholders toward certain ideas.
In the last decade, there has been a departure from this top-down style of governance to a method
of ongoing collaboration in which relationship building is prioritized rather than persuasion or
decision points. This shift can be attributed to international trends of governance which recognize
purely representative forms of governance are no longer sufficient. Instead, emerging is the
demand for shared responsibility between a government and its community in the resolution of
complex issues.
In these new PE processes, some level of authority is shared with stakeholders, and there is a real,
meaningful opportunity for input to affect outcomes. PE is seen as a collaborative, two-way or
multi-way process, focused on active, integrated and intentional dialogue between decision makers
and community members. It promises that the knowledge and tools needed to effectively engage
will be provided. Participants are released from limited, one-way communication channels, and
instead initiative and involvement of stakeholders is valued and encouraged.
“Engagement goes further than participation and involvement. It involves capturing people’s attention
and focusing their efforts on the matter at hand – the subject means something personally to someone
who is engaged and is sufficiently important to demand their attention (Baldwin, 2016).”
Table 1 outlines three modern government orientations towards PE. These orientations refer not to
the types of engagement performed, nor the input obtained, but reflect on a deeper level the
character and expectations of the decision makers in their dedication to community relations.
While a majority of regional agencies have shifted into a style of PE, there is still potential for these
efforts to be “luke-warm,” missing the boundless benefits of effective PE. Ideally, agencies should
commit to an active or sustained strategy for PE.
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Passive
-

Focus on minimum legal
requirements

-

Few PE routines or protocols.
Various approaches across
departments.

-

Advances in PE rely on
“champions” (individuals in
the local government or
community)

-

Few if any opportunities to
increase staff knowledge of
best practices exist

Active
-

Agency has goals and
expectations to advance PE
practices

Sustained
In addition to active traits,
-

A long-term PE plan is coproduced by staff and
community, outlining
development and
maintenance of ongoing
capacity and PE plan

-

Toolkit is continually added
to and responsive to
community needs

-

Agency refers to identified
successes in past and
current efforts

-

Efforts are made to educate
staff and community
members regarding PE best
practices

-

Public is clearly and broadly
notified of PE opportunities

-

PE plans and performance
goals are established

-

Community feedback
regarding PE activities and
experiences is collected
consistently

-

PE responsibility is given to
single or multiple staff

-

A focus on relationship
building and mutual
partnerships with
neighborhood and
community organizations

-

Partners are given the
opportunity to provide
feedback on PE

-

An established process or
body which provides
partners with info regarding
PE

-

Established framework for
reviewing PE methods

Table 1. Three Government Orientations Towards PE (ILG, 2016)

Benefits of Effective Public Engagement
Meaningful PE creates a more informed community with increased capacity to participate in local
and regional decision making, creates more informed and stable decision makers, and produces
more sustainable outcomes and regionally supported decisions. These direct benefits are expanded
below.
Increased Community Capacity:
Community knowledge of local issues and decision making procedures will increase through
intentional dialogue and educational initiatives. This will build capacity and motivation for
engagement in local and regional issues. Individuals and groups will be better equipped to identify
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and contribute those skills and anecdotes from their personal and professional experiences which
may be relevant and/or beneficial to particular objectives.
PE is seen as a long-term arrangement in which consistency will build trust. In turn, the interest
and capacity of the community to be a partner to its government will grow. Communities,
individuals and leaders will emerge as initiators and collaborators, performing action-oriented
volunteerism on behalf of their interests. With increased capacity, motivation for community
advancement will stem from within the community, rather than as a one-way directive from its
government.
Improved Staff and Council Capacity:
Observation of the community through a system of involvement will produce a significant measure
of qualitative data such as social and cultural norms of the community, areas which are frequented
by residents, and common challenges, barriers, issues or interests. Qualitative data, especially if
collected and disseminated internally, can inform all ranges of public service. Importantly, this data
will ensure that complete information is considered in the decision making process. As a result,
decision makers become more adaptive and resilient in their ability to respond to difficult topics,
learning from and with their community.
Quality and Sustainability of Outcomes
As authority is shared with the community through active dialogue, members feel a greater sense of
ownership, pride and buy-in towards decisions. With increased stakeholder investment, specific
needs and concerns which may otherwise have been challenges, are understood and incorporated
into the decision. The legitimacy of outcomes is enhanced in both local and regional perspectives,
and less subject to challenge. This increases the support, sustainability and longevity of outcomes.
Increased Strength in Local Alliances
As stakeholders work together to understand shared outcomes, networks will develop and
strengthen across the community. Through sustained alliances, stakeholders are more readily able
to identify shared goals and opportunities for partnership and to appreciate each other's
challenges. The community will develop a “long-term capacity to solve and manage challenging
social issues and overcome often longstanding differences or misunderstandings (EPA, p. 4).”
Further, a strengthened network of alliances amplifies the City’s presence regionally.

TRUST
Many of the following sections will reference community trust and how to build it. Meaningful PE
depends on an ongoing, living relationship based in trust. Much like our personal relationships,
trust takes active and ongoing nurturing. Watch for ways that trust will be referenced and where
opportunities for building trust are discussed throughout the rest of this paper.
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Challenges for Public Engagement
There are standard challenges associated with every PE strategy. Each provides an opportunity for
direct and indirect externalities which range in the potential seriousness of damage they can
inflict. It is important to account for these challenges when assessing or planning an engagement
program. Common challenges in the PE process are explored below.
Stakeholder Burnout
‘Over-engagement’ of stakeholder groups and individuals is one of the most prevalent challenges in
any agency’s ambition for meaningful engagement. This can occur when engagement activities are
too frequent, too extensive, or are inconsistent in messaging and objective. Stakeholders may
become exhausted, and “burnout” from future engagement activities, losing interest and
attendance. This concept is easy to understand, given the nature of city management and the
myriad of co-occurring projects at any given time.
“Stakeholders’ time is precious; use it wisely and strategically (City of Fort Collins, p. 8).”
A rule of thumb to help minimize burnout is to “piggy-back” smaller and more poignant objectives
with co-occurring, compatible engagement efforts. An example would be including a brief survey
for project A at the end of a public meeting for project B. Large scale and multi-step outreach should
be planned for only those projects which merit them. Staff should not use burnout as an excuse to
avoid activities for projects which warrant meaningful engagement, but instead should always
consult local sources to identify if and when other engagement efforts are occurring.
Just Outcomes
The goal of public service is fundamentally to advocate for community interests. Public servants
have a responsibility to do no harm, and to pursue just outcomes for the communities they serve.
Any time a community, its subgroups and/or its demographic spectrum is not accurately and fairly
represented in conversations of public interest, there is a possibility of doing harm to those not
involved. Even with accurate representation, facilitators need to be aware of and responsive to
biases within their communities, and consider how to approach differences and prejudices.
Centering DEI is one of the essential ways in which planners, facilitators and public servants can
minimize negative externalities for vulnerable communities.
Managing Expectations
PE projects and procedures are inherently subject to change, and they should be. Facilitators and
Staff need to be reactive and flexible to community needs as well as new data. This may mean
cutting PE plans short if sufficient input is collected in order to avoid burnout, or extending or
pivoting plans based on new information or complications. The fluid nature of PE processes may
sometimes challenge the promises made to stakeholders or decision makers at the beginning of a
project. Likewise, stakeholders or decision makers may enter into a process or activity with
preconceived notions regarding their role or the project objectives.
It is important to set clear expectations with stakeholders, decision makers, and community
partners from the start of a project. In particular, Staff should pay attention to expectations
regarding how and when input will be used in influencing outcomes, and any opportunities or
12

potential for these fundamentals to change as the project progresses. Throughout the process, these
expectations should be managed by readdressing and reaffirming trajectory and objectives to
parties as elements change.
Standardized Processes
Planning is essential in engagement procedure, and there are a wealth of resources available to
ensure that fundamental considerations are made. However, many standardized processes can be
too vague in order to work for everyone and every scenario, and may not adequately prepare staff
or stakeholders for specific circumstances. Planners and staff must be given a procedure they can
actually use, and that will actually meet the community’s needs. It is best for each community to
rely on best practices, invest in tailoring them to a community’s unique characteristics, and to plan
for flexibility and further tailoring in individual activities.
DETERRING REPEAT PARTICIPATION
Engagement has the real possibility of doing more harm than good. If a community member feels
disrespected, unheard, or simply that their time was wasted, they will be unlikely to believe any
future engagement activities will be different. Word of mouth should not be underestimated, and
half-baked plans for engagement should never be initiated.

How to Know When a Community is Engaged
An agency should be able to identify if and when their community is in an active state of
engagement, paying attention to civic decision making processes. Recognizing an engaged
community can signal opportunities for capacity growth, and affirm that the methods employed are
working. If research reveals that engagement is not reaching stakeholders, an agency should
evaluate their current methods and adjust processes accordingly.
An agency should always seek to reach 100% of stakeholders in invitation, but understand that
given the diversity of lifestyles, interests and priorities within communities, securing total
engagement of a community is downright unlikely. Agencies should refer to regional data on
participation trends to further define area standards. Comparing local community data with
regional data is a straightforward way to determine statistical success in a local community’s
engagement. Comparing local data to the greater Portland metro, or data from the surrounding
cities of Gresham, Troutdale and Fairview may further define area trends. Wood Village can
compare its statistical attendance rates with those of the surrounding area to calculate overall
grade.
Demographic data such as age, gender, race and ethnicity of participants should be collected when
appropriate at PE events as well (see Chapter 3, Evaluation, Documentation & Adaption for
considerations in collecting demographic data). This data should be roughly proportional to the
overall demographic makeup of the stakeholders or community an agency attempts to engage.
Some projects may target specific subgroups, such as the elderly. Demographic trends may be
harder to pinpoint from data files in these situations, and without extensive population research it
may be sufficient to simply note these circumstances. In general PE efforts, proportional
demographic representation can suggest that important groups are successfully being reached in
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notification. Likewise, disproportionate representation which does not reflect true community
demographics can be a very serious sign that engagement efforts are not working and may be
producing inequitable outcomes.
A snapshot in time can’t paint a full picture. Outside factors such as season, local or regional events,
political or social events can all impact the availability and/or willingness of communities to
participate. Local governments should invest in calculating and tracking their own rates of
participation over time to get a general sense of their PE program success. This may be a simple
procedural step such as collecting data in an excel sheet. Prominent current events may also be
recorded in data, and should be considered when planning PE timelines.
It’s important to note that statistics are inherently produced from engagement or systemic
processes and can’t tell the full story. The presence and prominence of local leaders or public
interest groups can suggest that the community is engaged, just not with civic projects. Agencies
which have the capacity may routinely consult local message boards and strategic alliances to
monitor community led groups emerging or beginning to engage. This may look like neighborhood
groups, ad hoc committees or community led activities such as fliers or digital message board
announcements for block parties, upcoming projects, or decisions. The activity of community
members in local alliances and processes signals that a community is willing and wanting to be
involved.
Finally, Staff should collect feedback directly from the community on which efforts or topics were
successful in eliciting their engagement and why. Doing so can reveal community-specific
motivations and challenges to PE. This concept is explored in more detail in the Evaluation,
Documentation & Adaptation section of Chapter 3.
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Chapter 3: Creating a Successful Strategy for Public
Engagement
Necessary Conditions for Public Engagement

This chapter will discuss technical and methodological best practices for an effective PE strategy. In
addition to the technical methods discussed, there are several conditions which must be present for
PE to be successful and meaningful. When looking to develop community-specific policies and
procedures, agencies should look for ways to encourage these conditions in order to establish an
environment which is receptive to PE practices. These conditions are briefly outlined below, and
will be recurring themes throughout this chapter.
● Community understanding of the purpose of community engagement. In individual PE
projects agencies should communicate a clear mission and goals, and clear structure and
purpose for individual events.
● Community access to the tools needed to meaningfully participate, such as relevant
information, a safe place to engage and a variety of ways to engage.
● A real potential for input to influence decisions, actions or outcomes. The extent and specific
opportunities for influence must be clear to the public.
● A maintained environment of transparency and honesty between the agency and its
community in order to sustain trust.
● Agency supported Staff who are committed to the process, including room for flexibility and
commitment to reflexive practice and producing just outcomes.
● Inclusive and accurate stakeholder representation.

Standardized Processes

The benefits of creating a standard process for community engagement cannot be overstated. If
based on best practices, a standard process will help to ease administrative burden, increase
replicability of engagement activities, center DEI in outcomes, ensure intentional actions and
dialogue, and establish consistency and trust in community relations.
Local governments should invest in creating a standard process at their earliest convenience. Doing
so will eliminate fruitless actions and unintended consequences and will establish procedures for
tracking the quality and outcome of efforts in the short and long term. Many resources exist which
can aid in creating a standardized process. The best will guide agencies to begin with a template,
tailoring its contents to fit community-specific needs.
A PE toolkit (or toolbox) which includes procedural guidance on conducting outreach from start
to finish is a common form of standard PE procedure. A toolbox may include a general work
breakdown structure (WBS), worksheets for situation assessment (SA) and stakeholder
identification, guidance on centering DEI and incorporating reflective practice, follow-up and data
collection methods, and resource indexes. During project planning, the materials in a toolbox are
referenced and/or applied based on the desired scale and objective of outreach activities.
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Toolboxes should act as a procedural baseline which allow flexibility for ongoing improvement and
adaptation of methods to continually meet community needs.

TOOLKIT EXAMPLES
Appendix B is an example of a simple and effective toolkit for Issaquah, WA. Appendix C is an
example of a more lengthy, thorough version of a toolkit, prepared for Ottawa, Canada. Both
are tailored to their community and project needs.

Toolkit Elements

Regardless of whether a standardized process is being used, there are key elements which must be
incorporated into any project engagement plan. These include: a clear purpose, stakeholder
consideration, intentional facilitation strategy, data-collection and recording, and follow-up. The
following pages will break down a standard PE toolbox, which incorporates each of these
components as operative tasks. Components are not necessarily discussed in sequential order, and
many of the reviewed actions can and should co-occur.

Situation Assessment
A situation assessment should be conducted at the start of every PE endeavor. A situation
assessment is a planning process for identifying and cataloguing the elements which are relevant to
a given project. Completing a SA lays the foundation for a PE process and sets the compass for the
work to follow. Actions include establishing a stakeholder list, project objectives, available
resources and applicable partnerships, anticipated challenges, and opportunities to center DEI. The
information produced from a SA will outline the conditions and considerations necessary for
designing an effective PE plan. It will ensure that both the needs of decision makers as well as
stakeholders are considered, and that facilitators can be clear and consistent in their messaging
(EPA).
Initial Agency Assessment
Some of the information produced from a SA may be consistent across all projects, such as internal
capacity specifics and standard community resources. To maximize administrative efficiency,
certain portions of a SA should be conducted before or during the creation of the toolbox. Results of
the initial assessment should be included in the toolbox. At the beginning of each individual PE
activity to follow, the initial SA can be referenced, modified or updated. These may include:
● Team member skills and knowledge assessment: A brief catalogue of team skills and useful
competencies. This is not a report card or individual employee assessment, but rather an
overall team assessment of useful professional skills, training or licenses in categories such
as bilingual or multilingual fluency, mental health first aid, DEI, working with vulnerable
populations, technology, or key software.
● Agency Resources Inventory: A master list of resources available for city use or access. This
should be a comprehensive but simple catalogue which includes items such as venue
locations, print and publication resources, translation and interpretation services, daycare
services, reimbursement and transportation funds, specialized equipment (including tech,
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event furniture, etc.), caterers, contract employees, and other resources which are owned or
in the care of the City. Note: this should not include the assumed generosity of partners or
other stakeholders. See the below section on Partnerships.
● Community Resource Inventory: An inventory of existing professional partnerships and
strategic alliances that the agency maintains. This can take the form of a brief catalogue
which lists partners, their interests and challenges, what resources they have the capacity
to invest, and the relative strength and nature of the relationship. Community resources of
notable importance are agencies which represent vulnerable communities such as women’s
shelters, refugee assistance programs, affordable housing and financial wellness programs,
crisis hotlines, family and domestic violence assistance organizations, and those
representing or working with communities of color. Note: this should be an inventory only
and does not signify the availability of these agencies or imply that it is appropriate to
contact them. Staff should reference the Partnerships section later in this chapter for
guidance on when and how partnerships should be engaged, valued and maintained.
Individual Project and Activity Assessments
For every individual PE project a situation assessment should be conducted which considers at
minimum:
● Setting desired objectives and outcomes
● Identifying stakeholders and considering their interests
● Identifying relevant and available resources and partnerships
A PE toolbox should include materials for efficiently addressing these elements at the start of each
project. (Appendices D.1 and D.2 show broad example SA worksheets, produced by the
Environmental Protection Agency for their use.) How a SA can examine each of these topics is
discussed in more depth below.

Setting Desired Objectives and Outcomes
Identifying and committing to a project’s desired objectives and outcomes is one of the most critical
steps in a PE effort. This step must be conducted for both the PE project as a whole as well as for
each individual outreach activity. Having an identified goal for PE efforts will ensure that staff are
on the same page, will act as a north star in determining the need or relevance of actions, and will
help to ensure that results are intended, useful and meaningful.
To streamline this process, and ensure that it is done properly, standard worksheets should be
developed and included in the toolkit. The worksheet(s) should ask the following questions:
● What action, decision or outcome is the City considering?
● Does this City have a mandate on the issue, and is there flexibility or opportunity for a range
of solutions?
● What City or community goals does this decision relate to?
● How can the decision be improved or the solution be enhanced by community input?
● How can the engagement process benefit the community? (Educate, resolve conflict, etc.)
● What baseline outcome is the City seeking on this topic? What is the minimum that must be
accomplished?
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● How can this decision advance the City’s goals for DEI?
● What data or information on the decision is available to Staff? What info is available to
stakeholders?
○

What additional information could be useful?

○

How can stakeholders help develop this data?

Through answering these questions, and in conjunction with the other elements of the SA, the
agency should develop a clear project goal and list of outcomes for internal use. These may be
overarching project goals such as ‘increase recreational opportunities for the community,’ or ‘build
community capacity.’ Activity goals should be more specific, such as ‘inform and discuss options for
a new park location,’ or ‘disseminate and collect survey feedback.’
With clear goals, Staff will be more consistent and direct in their messaging to the community. This
will help to manage stakeholder and Staff expectations for the progress and outcome(s) of the PE
project. Without understanding the objectives of a PE program, stakeholders may not give relevant
or accurate input and likewise the information used in the decision making process may also be
inaccurate or skewed. The benefits of having clear objectives will increase efficiency and minimize
burnout.

CASE STUDY: SISTERS, OREGON CVAP
Sisters, Oregon conducted a lengthy PE process in recent years to produce a Community Vision
Action Plan (CVAP). Through this process, Staff engaged stakeholders through a variety of PE
activities discussing community goals and vision for the future of their town. With a robust final
product, dictated and supported by the community, Sisters can now reference the CVAP in PE
and civic activities. For example, during the “set objectives and goals” portion of SA, staff can
reference the CVAP to see which goals the PE is addressing and alter their objectives to
maximize community identified outcomes.

DEI ORGANIZATIONAL CHART
A DEI organizational chart such as the Meyer Memorial DEI Spectrum Tool (Appendix E) walks
agencies through the process of identifying where their organization is at in systemic
commitment to centering DEI. The City should complete the DEI chart as a part of the initial SA,
and include the results in the toolkit. In PE efforts going forward, the DEI chart should be
consulted at both the beginning and end of projects, and updated during final evaluation. This
will guide team members to look for opportunities to center DEI when identifying outcomes and
objectives, and remind them to be on the lookout for opportunities to advance the agency’s
progress and commitment towards DEI goals (Fuglister, 2018).
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Stakeholders

Stakeholders are any party which has an interest in or potential to be affected by an outcome,
whether positively or negatively. Stakeholders may be organized, formal agencies such as Metro,
PBOT, non-profit agencies or offices of elected officials. They may also be individual community
members or grassroots organizations such as neighborhood interest groups, residents or property
owners.
The range of resources and awareness available to stakeholders will vary wildly, as will their local
and regional influence. It is important to consider the level of impact that decisions will have on
stakeholders aside from their clout. Further, the interest and energy of a stakeholder does not
necessarily correlate to how important it is to engage that particular stakeholder in an engagement
process. Stakeholders may or may not realize their stake in a decision making process. Even if they
do understand their stake, they may not care about the outcome. It is the responsibility of Staff to
consider all stakeholder perspectives fairly.
Stakeholder lists will be different for every PE project and its related activities. As part of a project’s
situation assessment, agencies should create a master list of stakeholders and their correlated
interests. A standard worksheet can be incredibly useful in producing this. (See Appendix F for an
example stakeholder mapping spreadsheet.) At minimum, this product should consider all
applicable stakeholders and their:
● Level of authority, or influence over the outcome
● Level of investment or interest in the outcome
● Main concerns or issues provoked by the decision or outcome
● Limitations or potential challenges for engaging
● Identities which may impact a stakeholder’s ability to meaningfully engage, cultural or
otherwise
Appendix F shows an example stakeholder mapping chart, which can be easily produced in a
spreadsheet. Mapping stakeholders in this way can reveal shared interests between stakeholders as
well as potential conflicts. It will help staff to reflect on stakeholder identities and how to
appropriately engage them, if at all. This will elevate the intention of a PE program from asking not
only who should be involved in the PE process, but what they need in order to be involved.

IDENTITIES
An essential part of considering what stakeholders need to be engaged is considering the needs
and norms of their identity. Individual identity is built off our lived experiences and the tribes
that we belong to. Lived experiences may include past or current educational attainment, family
structure, trauma, job status or career achievement, income status, housing status, age, sex or
marital status. Cultural norms such as family style meals, religious practices such as regular
prayer times, speech and body language just as gesticulating or bowing, are all a part of identity
as well.
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Considering the identities of stakeholders has a huge potential to impact how successful Staff will
be in engagement. Staff should reference their team skills assessment as well as partnerships and
resources available to gauge how prepared they are to meet the needs of stakeholders in PE. The
process of mapping stakeholders should help to identify any agency blind spots, capacity needs,
biases or areas where outside help is needed through external third party facilitation, consultation
or advocacy participants. This concept is explored further in the Facilitation portion of this chapter.

Partnerships and Resources

This portion of the SA is straightforward and easy to accomplish with the right preparation.
Agencies should have a standard worksheet included in their toolkit which prompts the team
through a series of questions to identify those resources and partnerships which are directly
relevant and necessary for the PE project. When completing this portion of the SA, administrative
burden can be further lessened by simply referencing the resource catalogues produced during the
initial agency assessment at the development of the toolbox.
Project specific resources may include the allotted budget for the project, timeline available, staff
members involved, information available such as data and reports, and external partners which
may provide intellectual or physical resource assistance. This worksheet should identify not only
those resources which are available for the project, but also those resources which are still needed.
Cultural competence should be considered when reviewing resources available or needed.
Considering the stakeholder list developed as a part of the SA, staff should consider where their
cultural or identity blind-spots may be and identify partnerships and culturally-specific resources
which will be required. Ways to incorporate identity specific considerations in PE activities are
explored further in the Facilitation section of this chapter.

BUILDING AND MAINTAINING PARTNERSHIPS
Establishing new partnerships should always focus on relationship building first. Cities or
agencies wishing to form a strategic alliance should first reach out to partners wanting to
understand their mission, priorities and structure, seeking to understand how the City can fit
into the partner’s world, rather than focusing on the benefits. Communication strategies
should be intentional and well thought. In particular advocacy groups and non-profits are
hard-pressed for resources, and receive requests for assistance from outside partners often.
Always approach new partners with generosity, being mindful of shared goals and
opportunities to advance their goals through compensation or trade of service.

Selecting the Right Level of Engagement
Once a project has been identified, but before outreach planning begins, agencies should confirm
that engagement is truly warranted. Staff should confirm with decision makers whether, and to
what degree, there is opportunity for input to influence the decision making process. It is not
appropriate to seek community input to garner buy-in for an already determined outcome. Next,
staff should confirm that the input sought has not already been collected elsewhere, or if portions of
the data sought are already available, that additional data is needed. Once these conditions have
been identified, staff can determine the level of engagement appropriate for their project.
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CLARIFYING THE DEGREE OF INFLUENCE
The risks associated with not clarifying the degree of public influence in PE are significant.
More often than not, though usually unintentionally, agencies promise greater influence of
public input on outcomes than actually occur. If stakeholders are given an impression of how
their input will be used that differs from how it is actually used, they will be dissatisfied
regardless of the outcome. It is helpful, if not essential, to clarify exactly where in the process
the public has the ability to influence outcomes. The more clearly the areas for input are
articulated to Staff and stakeholders, the more meaningful and focused input will be. Giving
this step sufficient attention is critical in setting a realistic tone and strategy for a PE plan.

Identifying the appropriate level of engagement based on desired objectives and outcomes will
focus staff efforts and maximize efficiency of resources. Notably, this will help to minimize strain on
external resources and partnerships, as agencies will engage them only when warranted. The
International Association for Public Participation (IAP2) has developed an industry-standard,
Public Participation Spectrum (PPS) to assist agencies in determining the level of engagement
appropriate for their project(s). This tool should be incorporated into a toolbox to guide staff easily
through the first steps of a PE plan.
As seen in Figure 1, the spectrum contains five relative levels of engagement. The intensity of
engagement required in each level is directly tied to the potential for stakeholder input to influence
outcomes, varying from no potential to total influence. Each level of engagement helps to further
identify which specific tools and PE activities will be the most meaningful. Note that this framework
operates only on the potential for influencing outcomes, and does not guarantee actual results,
which are determined by a more complex set of factors such as follow-through of staff, or other
outside forces (IAP2, 2018).

Figure 1. Public Participation Spectrum from IAP2 Guide
Each of the spectrum levels agencies are guided to make a correlated promise and goal for the
associated PE efforts (See Appendix G for a detailed publication of the IAP2 spectrum). Different
from the goals and objectives identified in the SA, the promise is made to and for the public, and is a
carefully decided objective which can sufficiently and assuredly be delivered. The goal refers to
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internal objectives which will act as a north star and baseline for the team as the PE progresses.
Determining internal goals is explored in the Setting Desired Objectives and Outcomes section
earlier in this chapter.
Inform “To Notify”
At the lowest end of the spectrum, input has little to no real opportunity to affect a decision. Active
engagement is not performed, instead educational and informational platforms are used such as
publications or digital notices. This level refers to a form of passive engagement, but there should
still be opportunity for two-way communication and for stakeholders to respond to the information
given.
● Without an opportunity to influence the outcome, both the promise to the public, and the
internal goal for this level are to inform the community.
Consult “To Ask”
The consult level of the spectrum is limited to merely asking the community for input. The bare
minimum for engagement activity, the consult level doesn’t offer collaborative problem solving. The
input collected will be considered in the decision making process, and there is a meaningful
opportunity for it to impact outcomes, but the activity itself is minimal. An example of consult
would be a survey or suggestions box.
● At the consult level, the goal is simply to obtain public input for consideration.
● The promise is that input will be incorporated, and how it ends up being used or affecting
outcomes will be provided via agency feedback.
Involve “To Include”
The mid-range of engagement provides opportunity for discussion to occur in a collaborative
manner. Active dialogue is invited, and often the public is involved from the beginning to the end of
a project, through multiple or ongoing opportunities to engage with and inform the decision making
process. At the involve level, the City is still the ultimate decision-maker, and collaboration does not
necessarily imply consensus building.
● The goal at this level is to work directly in collaboration with the public to receive and
consider their input throughout the decision-making process.
● The involve level will promise the public access to the decision makers and decision making
process, the opportunity to weigh in during the process, and direct feedback on how their
input was incorporated.
Collaborate “To Unite”
This level includes all of the factors of the involve level and more. Power over results is shared
more evenly between decision makers and stakeholders and the intent is often to find true
consensus. Ultimately, the agency will still be charged with making a final decision, though if
consensus is not reached, they may need to seriously consider whether or not to proceed. The
collaborate level requires extensive planning and investment from both stakeholders, facilitators
and decision makers. The degree of input sought and intentions for its incorporation and authority
in the outcomes must be made explicitly clear to all parties. If consensus is not reached, or
outcomes do not incorporate the promised level of input, relationships can be seriously damaged.
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● The goal of this level is to meaningfully partner with stakeholders through a process that is
designed to give stakeholders opportunity to engage on all aspects of project decisions.
● The promise to stakeholders is that engagement opportunities will be provided at all key
decision points and actions, incorporating their input to the furthest extent possible. The
promise includes a clear statement of how and to what degree input will influence
outcomes.
Empower “To Give”
This level gives full authority to stakeholders for making the decisions which will impact them.
Facilitators and Staff are still present to provide structure and support through the process. The
most common techniques at the empower level are voting and ballots. This level of engagement is
rarely used, because agencies generally do not have the resources or capacity to adequately provide
the information needed to make decisions at this level, or support a program which is inclusive,
legitimate and fair to all stakeholders involved. Typically agencies do not have authorization to
transfer such authority.
● The goal at this level is to provide a system which supports stakeholders in making
informed decisions for themselves.
● The promise of empowerment is that the agency will implement the decision stakeholders
make, whatever that may be.
A PE plan may incorporate activities on multiple levels of the IAP2 spectrum, at either different
stages of the project, or based on individual stakeholder needs. Using the spectrum to identify the
level of engagement appropriate for your project or PE activities will help to consider who should
be included in the discussion based on your objectives and build deliberate practice into an agency
systemically. Choosing the right level of engagement will ensure a compatible scale of actions
associated with the impact that input will have on results, and will help to minimize burnout in
stakeholders. By reviewing the goals and promises associated with each level, staff are able to
manage expectations of decision makers and communities, and will learn to recognize
opportunities for meaningful engagement vs less valuable or unnecessary forms of outreach.
Figure 2 shows a flow chart published by IAP2 which may be useful in determining which level of
engagement is appropriate for a project. This is a great example of a tool to be incorporated in a
toolkit.

23

Figure 2. Determining the Correct Level of Engagement ( EPA p. 21)

Integrating Public Engagement into Your Project
Applying a project management lens to outreach activities, each PE plan should follow the basic
sequence of 1) Outline, 2) Notify, 3) Educate, 4) Listen, 5) Follow Through, 6) Adapt (City of Fort
Collins). Knowing this, agencies can plan their PE efforts in accordance with estimated timelines
and other activities and priorities occurring. When creating an internal timeline, it is important to
give appropriate time for each of these steps. A toolkit will ideally provide a roadmap for each of
these phases, including prompts and relevant tools such as internal administrative procedures for
recording data or posting print or digital notifications.
1. Outline: During the outline phase, agencies will design their plan based on the information
gathered in the SA. This includes creating a clear timeline identifying important dates and
marking decision point deadlines. Once the decision making process is mapped out, how
and where the community should be engaged will become clear. In this step, agencies will
decide the specific tools and activities they want to employ, such as a town hall meeting or
survey distribution, and incorporate these into the timeline. It is often helpful to work
backward from final deadlines, and use tools such as work breakdown structures and Gantt
charts to build a PE plan, remembering to allow wiggle room for flexibility and adaptation
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as new data is collected. As a part of this step, it should also be determined what metrics
will be used to track goal achievement and plan progress, such as wanting to have 50
responses to a survey collected by a certain date.
2. Notify: Once planning and design is complete, the community should be notified of the
project including expected timelines, goals and outcomes. Depending on the scale of the
project this may include a press release, notification posted on a website, in a newspaper,
via direct stakeholder mail or email, and/or physically posted at key locations. Staff should
expect and plan for open dialogue with stakeholders at this point as responses to the project
will begin. Providing easy to read materials, a description of the issue or decision at hand,
relevant policies, timeline graphics and developing a firm “Why” for the project are all
important in this step. Stakeholders should sufficiently understand how this decision may
affect them. In general, a minimum of two-weeks’ notice should be given for PE activities
and ideally notification will occur 30 days in advance. A toolkit and/or local policies can
build in standard notification requirements.
3. Educate: Now that stakeholders are aware of the project, they should be given sufficient
information to provide input. This will include developing materials which can meet varying
degrees of educational competency. Infographics, reports, videos, and other sources of
material should be published which prepare a community to actively engage in dialogue
about the project. Stakeholders should be given the opportunity to fully understand the key
factors affecting a situation or decision and the possible outcomes associated.
4. Listen: Once stakeholders have a clear understanding of the objectives, timeline and factors
affecting the issue, it is time for the agency to listen to and record their responses. The
methods used for this step will depend on the method of outreach. In any activity, Staff
should have a plan for how they will ask for input, and how it will be organized and
recorded. This may be a system of filing and storing survey results in specific folders for
internal access or converting sticky dot or charrettes input into excel sheets. Staff should
have a plan for how to include verbal input as well. Designating a note taker for in-person
forums or discussion, or using a digital recorder with stakeholder permission are both
useful options. It is important to be sure you are collecting input accurately and avoid
scenarios where staff may alter, even unintentionally, the meaning or actuality of input.
When in doubt, and if possible, asking stakeholders to clarify their input is always helpful.
5. Follow Through: Once input is collected and organized, it should be forwarded to decision
makers for review. Additionally, in order to maintain transparency and honor promises
made at the start of PE projects or activities, agencies should communicate to stakeholders
a summary of the input collected and how it will be used. This can include publishing the
results of a survey, or the outcome or decision made as a result of the PE activity. Rationale
for how input influenced a decision, in light of facts and circumstances, should be provided
and may include why one decision was made over alternatives or why the choice may not
align with community feedback. Follow through content can be concise, but should be clear.
6. Adapt: Once an activity is complete, it must be reviewed for effectiveness. The goals
established at the beginning of a PE process should be regularly assessed throughout
project implementation to determine how well actual results are meeting those guidelines.
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Adaptation should be ongoing throughout the process. At the end of the project, staff can
review how often the project altered from original expectations and why. This will reveal
opportunities for more accurate planning in future projects.

Successful Facilitation
Any event which invites stakeholders to interact with a project beyond the inform level of
engagement will include facilitation. Facilitated activities include town hall meetings, online
discussion platforms, survey distribution, and more. Facilitating individual activities within a PE
project requires intentional preparation. As discussed, PE activities should always be associated
with points in the decision making process where input will be meaningfully used. Activities should
have their own individual goals and objectives. In light of these, planning the details of an activity
can become clear. The following are key fundamentals for successful facilitation. Specific activities
may require inclusion of all or a combination of these considerations, and they are listed in no
particular order.
FACILITATORS
A facilitator assists stakeholders in their interaction with project content and activities, actively
making the process easier for those involved. Facilitator(s) must act as a neutral guide in leading
discussions, presenting information and collecting feedback to ensure that all stakeholder
perspectives are heard in a safe, welcoming and informative environment. Decision-makers and
stakeholders therefore, should not be used as facilitators. Staff members, other agency
personnel, or an externally hired neutral third party can all be a facilitator. It may be difficult for
Staff or agency personnel to omit their opinions in PE activities, but it is essential that they do
so. If agency employees do not have the skills or ability to successfully facilitate certain projects
or difficult conversation, a third party professional can be very useful.

Stakeholder Demographics: Understanding the stakeholders involved in an activity will determine
much of its design. Staff should conduct proper due diligence in understanding who they are asking
to engage and pay particular effort towards connecting with historically under-engaged and
minority communities. Cultural practices and how to accommodate them should be considered and
prepared for, such as communities which encourage potluck style meals at social gatherings,
cultures which encourage bringing the whole family including small children and/or the elderly, or
communities which practice open dialogue and may not be familiar with waiting or holding
questions until the end. Age and ability specific accommodations should be considered such as
limiting extensive physical requirements, or providing hands-on learning methods.
Information Presentation: Information can be presented in the form of physical materials (posters,
letters, reports, mailers), PowerPoints, verbal communication, demonstration and more. Consider
the varied perspectives and identities of those you are communicating with and how information
may elicit different reactions. In most cases, text should be limited and information should be
presented with clear graphics or images to accommodate varied educational and professional
backgrounds. Where text is incorporated, it should be written in lay terms and avoid jargon and
high-level concepts. Color palettes should be easy on the eyes and consideration for differently
abled eyesight such as color blindness, and font size should be accounted for. Presentations should
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be only as long as it takes to relay relevant information, and should be interwoven with active
dialogue or activities.
Agenda: Set a clear agenda for the activity and if possible, provide it to stakeholders prior to the
engagement activity. This should include the topics of interest and desired goals or outcomes for
the particular activity. This will help to manage expectations for when informational portions will
occur, when and on what topics input will be asked for, and when there will be time for questions.
During lengthy, dense, or on potential contentious topics, build in breaks and room for information
digestion.
Ground Rules: The facilitator should work with stakeholders to set mutually agreed upon ground
rules at the beginning of a meeting or posted at the top of online discussion forums. It should be
clear that ground rules are meant to be fair to all participants and not meant to restrict input.
Asking the group to agree to active listening, respectful language, speaking one at a time, or limiting
responses when others have yet to participate are all appropriate ground rules and can help to limit
potential conflicts.
Contact information: Avenues for stakeholders to follow up should be clearly established. Ideally,
one point of contact should be provided as well as multiple options for providing follow up input
such as a phone number, email address, and/or postal address.
Partner Organizations: Where appropriate, community partners can and should be relied on to help
connect with minority and historically excluded communities. Partner organizations are often
happy to help guide PE efforts in culturally respectful ways and to provide additional information
for facilitators. These organizations can be profoundly helpful when discussing difficult subjects
such as housing insecurity and other topics which requirement a trauma informed lens. It is often
appropriate to invite a 3rd party advocacy participant from a partner organization to attend PE
activities (whether as a facilitator or simply an advocate), and their presence may garner wider
stakeholder attendance.
Engagement Methods: Across project activities, agencies should incorporate as many diverse
methods of PE as possible. When selecting engagement activities, agencies must consider what and
how much they are asking stakeholders to commit to. This includes the amount of time to complete
activities, associated costs such as daycare and transportation, any follow-up requirements, scale of
comprehension and background context needed, and locational accessibility. Activities should
accommodate and occur where the stakeholders are most able to access them. This includes
posting notifications at key sites, holding meetings in appropriate proximal locations, and offering
engagement opportunities during a variety of times to include diverse life and work schedules. In
addition, facilitators should consider the content and character of input they are asking for and
whether that respects the intended audience. For example, some communities may not be
comfortable engaging in bureaucratic processes or speaking publicly in political or civic activities
due to cultural or political norms, and a less formal activity may be better suited.
Resources: Access to sufficient facilitation resources and staff capacity should be secured prior to
engagement, in order to deliver what is promised. Depending on the activity employed, this may
include any form of reimbursement, childcare, interpretation or translation services, and/or
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educational materials. Facilitation resources may include or be sustained through partnerships and
trade, and are not limited to agency expenditures.
Project Messaging: Facilitators and all involved agency personnel should be on the same page about
project objectives. There should be consistency in messaging across all avenues of communication
when providing information about a project. This should be a clear, honest message to stakeholders
which maintains realistic expectations for its implementation and outcomes. Facilitators may use
PE activities as an opportunity to inform stakeholders of the next steps in the process or other PE
activities occurring.
Compensation: When possible, agencies should compensate partner organizations, services and
stakeholders for their contributions and burden. Doing so is an important part of respecting and
building relationships, and clearly showing motivation for mutual outcomes. It will also provide
incentive for repeat participation from stakeholders. Compensation may include money, gift cards,
transportation vouchers, childcare, food, etc. If a project scope is such that compensation is not an
option, consider whether there is an opportunity to trade services. If no form of compensation is
possible, consider whether it is appropriate to ask for services or burden stakeholders and seek
alternate solutions.
Translation and Interpretation: Professional services for translation (printed content) and
interpretation (verbal or auditory) should always be used. It is not appropriate to rely on
stakeholders’ family members, especially children, to provide these services. Content should be
reviewed for cross-cultural translation of meanings to prevent unintended offense or
misinformation. Ask whether the meaning translates, in addition to the words.
Be Reflexive, Be Deliberate: Facilitators and Staff should consistently assess their work to ensure an
equity lens has been applied, and that project and agency goals for DEI are being met. Strategies
should be responsively altered to meet community needs and best practice resources should be
consulted and used to verify efforts. Real or perceived power dynamics between Staff and
stakeholders should be considered. It is the responsibility of facilitators to produce actions and
environments which balance power dynamics and provide a safe space.

Tools
There are dozens of potential tools and activities which can be employed based on the desired
objectives and outcomes, scale, timeline and capacity of a PE project. Rest assured, selecting the
right tool will become obvious once these components are identified (with the help of a SA) in
conjunction with the IAP2 spectrum. A comprehensive list of standard PE tools is a useful
component of a toolbox, and can provide Staff additional guidance on the challenges, strengths and
detail specifics to be considered for each. The Environmental Protection Agency has developed a
very helpful and extensive inventory of industry standard PE activities and tools which is attached
to this document as an appendix (Appendix H). This inventory or a similar one should be
incorporated into a robust PE toolkit.
In selecting which tool to use, agencies should also consider external cultural factors and existing
conditions of the community. Low-trust situations in which a community is skeptical or has a
negative history in civic engagement may call for different tools than high-trust situations in which
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dialogue is comfortable and input has a history of being freely given. Depending on the time of year,
input sought, or geographical distribution of a community, remote versus in-person tools may be
more appropriate.

Evaluation, Documentation, Adaption
As touched on throughout this paper, a system for evaluating the effectiveness of PE processes is a
critical step in creating a robust PE program. Successful PE programs will include ongoing
documentation throughout projects, evaluation of effectiveness at the close of projects, and
implementation of appropriate changes for future activities. A toolkit should outline agencyspecific procedural actions for completing this step such as standard evaluation metrics, proper
chains of approval, and where to store collected data.
Throughout implementation, Staff should regularly reference the goals and objectives guiding a
project. If actual results are not meeting those goals, Staff should consider whether it is the goals
that need to change, or the actions trying to achieve them. Project progression may reveal that
initial goals may not have been realistic or relevant to begin with, or new information may require
that those objectives change. Flexibility and adaptation are expected parts of PE. This may include
adjusting timelines in order to collect more input, or changing the types of activities planned for in
order to collect more meaningful input. For example, if survey responses are limited, an in-person
activity may need to be built in.
During PE, stakeholder information should be documented, including who participated and how. It
is common practice to include a demographic and/or performance survey at the close of
engagement activities such as a brief questionnaire asking:
● How did you hear about this activity?
● Was this a meaningful activity for you?
● What could be done to improve this process?
● What neighborhood or jurisdiction do you live in?
● Do you participate in or know of X,Y or Z other community organizations?
● Demographic specifics such as age, race, ethnicity (as applicable and appropriate)
● Stakeholder contact information for future PE activities
Collecting demographic information can produce helpful data illuminating how well an agency is
reaching vulnerable or minority populations. Tracked over time, across PE projects, the agency can
start to better understand if their PE program is growing in its efforts to meet DEI goals, or if more
or different efforts may be needed. That said, requesting demographic information must be done
appropriately and respectfully. It should be clear to stakeholders that providing this information is
voluntary and optional, and never a mandatory requirement for PE participation. If possible,
stakeholders should be given the choice to offer this information anonymously. For example, a
survey may have a separate sheet or follow-up link at the end, which leads stakeholders to a
separate form for submitting demographic data.
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In recording collected input and PE data, information repositories can be a helpful tool for building
not only agency capacity, but also in building community transparency and trust. An information
repository is a central location for gathering aggregate data. It is a way to maintain data and
disseminate it across users and uses. An information repository may be an online database of past
PE efforts, summaries of input collected, resulting actions or decisions and general information on
the success of projects. Creating an information repository which is published and accessible to the
public is a great way to build community capacity as stakeholders have the materials to educate
themselves on City processes and outcomes.

REFLEXIVE PRACTICE
Reflective practice is a method of self-governance which aims to condition one’s work towards
increased intention. It is both an action as well as a state of being. The goal of reflective practice
is to explore one’s own motivations and assumptions in order to provide output which limits
the number of negative externalities, and which maximizes adherence to personally ascribed
values. Reflective practice requires continuous learning about one’s surroundings and one’s self
as environments, beliefs and information changes. After engagement projects staff have the
opportunity to evaluate their performance and employ reflective practice. Staff should spend
time identifying any areas where they felt they could have been more prepared to meet the
needs of the community, particularly in reference to centering DEI.
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Chapter 4: Key Findings for Wood Village
Existing Conditions

This chapter will discuss future possibilities for PE in Wood Village in light of the best practices
discussed thus far. This discussion will accept that city planning and public service don’t happen in
a vacuum. In all planning endeavors we must first understand the unique underlying existing
conditions in a community which have potential to affect outcomes, and which direct us towards
tailored actions.

Challenges
The demographic makeup of Wood Village means that centering DEI will be a constant and critical
priority. The particular challenges and needs of vulnerable communities are complex, requiring
careful consideration. There may be existing cultural, social or lived experiences which have
produced trauma at worst and caution or ambivalence at least towards civic engagement. There is
extra impotence for Wood Village to partner with community organizations specializing in minority
and vulnerable population advocacy not only to ensure attendance, but also to garner true
perspectives and complete information for decision making processes. It is critical that Wood
Village not revert to old ways of top-down public participation, but instead constantly practice
intentional dialogue to build trust, mutual learning and hopefully partnership with the community
itself in solving complex problems. This is important not only for local decisions, but also in
regional representation.
Not inherently a challenge, it does mean that extra efforts will need to be spent by Council in policy
making as well as by Staff in PE implementation. Regardless of the cost, it is critical to center DEI in
order to reach these folks in a manner which provides a safe, welcoming and inclusive atmosphere
in order to maintain trust and vital input. The risk of negative externalities and unjust outcomes as
a result of not garnering input from these communities are expansive.
The relative size of Wood Village may limit access and variety for resource and partnership
opportunities. Towns which are land-locked such as Wood Village face persistent challenges for
growth simply in terms of development potential, tax base, and expansion of public goods. For
example, libraries are often a great partnership for PE activities in terms of venue, being a high
traffic notification location, and community capacity and trust building opportunities. Competition
for developable lands may mean that less profitable organizations (but greater potential PE
partners) such as advocacy nonprofits are pushed from the market.
Partnerships with surrounding cities and shared public goods will be important in Wood Village’s
PE program and future. However, the already blurred lines between the City and surrounding cities
(ie. similar infrastructure density blending the cities) may make it difficult for residents and
stakeholders to recognize their identity as Wood Village community members. The proximity of
Wood Village to not only Troutdale, Fairview and Gresham but also the Portland metropolitan core
may make it difficult for Wood Village to grow its own community identity. Residents may misprescribe their residential identities with the larger (physically and potentially socially)
surrounding cities, and may be more apt to engage in PE activities occurring outside of the Wood
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Village jurisdiction. This can be a very challenging problem for PE. Pride in where one lives is an
important catalyst for residents to engage, and to find motivation for contributing to planning for
future outcomes. Wood Village has boundary signs in place which help greatly in place-making.
Building identity and cultural pride will be another major hurdle.
COVID-19 has extensively affected the field of public engagement worldwide. In most cases inperson and large scale activities have been halted for the foreseeable future. With still wildly
uncertain affects on economic, social and public health issues, it is hard to say how agencies can
plan in the long-range for the intersection of COVID and PE. However, we can assume that even as
restrictions lighten and areas, organizations or individuals become more comfortable with inperson engagement, stakeholders will vary in their own comfortability. For the next few years,
agencies should plan to develop PE projects which incorporate a combination of digital and remote
methods for engagement in order to include stakeholders who are immuno-compromised, or have
other factors limiting their ability to engage.

Strengths and Assets
The commitment, culture and morale of the Wood Village team including its Council, appointed
officials, and staff is strong and will be one of its greatest assets in building a PE program which
meets the needs of the community. Council and Staff are already employing tactics to build a
relationship with stakeholders which represents a safe, inclusive and welcoming atmosphere.
There is limited demographic representation within Staff and Council Members, but there is multilingual capacity for interpretation and translation, and existing knowledge and motivation for
centering DEI and producing equitable outcomes. Council and Staff seem receptive to improvement
and willing to accept the hard work ahead.
This culture extends from Wood Village staff to community partners. Wood Village has several
strong existing partnerships with the surrounding cities and several local schools, businesses and
churches. Community leaders are present as well, which offer distinct access and advocacy to
vulnerable neighborhoods and minority communities within Wood Village. These partnerships will
be a great asset to the City in building a robust PE program, and in future PE projects. Wood Village
should rely on and build these partnerships for resource support via data access, advocacy, and
facilitation details. As discussed, it is very important that these relationships are intentionally
maintained and respected with genuine care. The City should look for mutual goals with these
partners and continue to be balanced and generous in building these relationships.
The size of Wood Village presents challenges, but unique opportunities as well. The small and
purposeful team of City Staff and Council members mean that administration is not overwhelmed
by bureaucracy. Tasks and process changes are able to be implemented with relative ease. Staff may
have the ability to build in-networks and community based relationships more easily as
stakeholders and partners share cultural and social places of significance.
Wood Village is not starting from square one. There is existing trust in the community for Wood
Village’s Council and Staff due to their consistency. The reliable Wood Village Newsletter is a
reputable and stable method of ongoing PE, as is the helpful nature of Staff in completing
permitting and other city service duties. In our modern world, many cities are working to repair
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broken relationships, performing triage and recovery. Wood Village has the fortunate opportunity
to perform preventative measures and look for growth rather than restorative priorities.

Key Recommendations

Considering the best practices reviewed in this report, three major recommendations for how
Wood Village can advance its public engagement program are clear.
1. The City must adopt a standard process for public engagement, such as a toolkit. Through
this process, existing barriers to community connection should be identified.
2. The City should prioritize building public capacity, with the intention of partnering with the
community in decision making processes. Strengthening strategic alliances will be key.
3. The City should adopt policies and procedures which incorporate PE best practices into
Wood Village administration and community relations.

1. Adopt a Standardized Process - Toolkit
The construction of a toolkit for standard PE procedure should be prioritized to maximize meaningful
outcomes and minimize administrative burden. This toolkit should incorporate as many of the
recommendations and best practices outlined in chapter 3 of this report as possible. A standard
situation assessment can be performed alongside the creation of the toolkit, incorporating master
lists of community resources and agency procedures. Standard worksheets for project specific SAs,
including stakeholder mapping, resource and partnership identification, and work breakdown
structures for IAP2 spectrum specific PE designs can all be included to maximize efficiency. This
toolkit must look for ways to center DEI in its standard components. To maximize usability and
flexibility, the toolkit should be succinct and candidly direct. Included in the appendices of this
report are several standard PE toolkits which Wood Village can use to model its own off of. The
toolkit should include these basic elements:
● IAP2 Public Engagement Spectrum: Inclusion of the spectrum roadmap as a tool, and a
standard worksheet(s) for setting objectives and outcomes.
● Design Strategies: High-level roadmap strategies which walk staff through what sequence of
PE activities to consider based on little, medium or high needs of the project.
● Standard Work Breakdown Structures: Basic project management tools for both PE activity
planning and PE project planning.
● Educational Resources: Materials to disseminate to stakeholders regarding basic Wood
Village facts and existing conditions which may be useful in providing history and
backgrounds. These materials can be created during the initial SA, and selectively used
during projects or activities to help provide context and build capacity for stakeholders to
sufficiently engage in informed dialogue.
● Equity Considerations: A checklist of Wood Village specific reminders on how to center DEI
in PE activities, particularly in facilitation.
● Community Partnerships Inventory: Guidance for how to build and maintain partnerships,
as well as a partnership inventory including what resources they may be able to contribute,
a brief listing of shared goals and the partners’ motivations or mission statement if known.
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● Facilitation Resources: Inventory list of venue locations, interpretation and translation
services, childcare provision, transportation provision, etc. This can be produced during the
initial SA and updated routinely.
● Success Metrics: Administrative strategies for evaluation and monitoring based on Staff
recommendation and capacity, including excel sheet systems and folder creation. These can
be developed during the initial SA.
● Tool Inventory: A comprehensive listing of PE activities, including strengths, weaknesses
and special considerations of each as well as guidance on when to use each depending on
IAP2 spectrum identification. (See Appendix X for an example of a robust list of activity
types.)
As a part of the toolkit’s initial situation assessment, Wood Village should conduct outreach to
understand which particular tools and platforms will garner the most effective PE, and build a tailored
PE Toolbox for Staff use. Each PE project is unique in scale and objective. Providing specific
recommendations on what will and won’t work in any given project depends on knowing the
details obtained from an initial SA. Additionally, Wood Village has underlying mysteries which have
yet to be solved regarding why there is a consistent lack of participation from its community in PE
efforts. Most of Wood Village’s outreach until this point has been topically based, with the goal of
informing infrastructure outcomes. Research and dialogue with stakeholders to understand
specifically what barriers have prevented them from engaging in the past will help to build a toolkit
with effective recommendations. This process should prioritize connecting with partner
organizations and minority advocacy groups to determine the best methods for reaching vulnerable
communities, and identify specific challenges or appropriate in-roads. Developing a tailored and
intentional toolkit will take roughly 70 hours or more (spread over a couple of weeks to provide PE
opportunity) depending on how effectively community input can be collected on favorable methods
and tools to be incorporated.
OTTAWA PRE-TOOLKIT PUBLIC CONSULTATION
One of the example toolkits provided (Appendix C) is for the City of Ottawa, Canada. Prior to
building their toolkit, the City conducted public consultation with the explicit goal of informing
the PE procedural practices and PE design strategies they would incorporate into their toolkit.
The public consultation included the following events spread over two months: 1) five public
consultations (interviews), 2) seven Community Based Organization (CBO) focus groups, 3) a
bilingual online questionnaire, 4) an online Ideas Campaign for public polling, 5) ongoing
opportunities for general public input submitted electronically or in person. This process
produced an incredibly clear picture of how the community wanted to be engaged, groundtruthing the final toolkit (City of Ottawa, 2018).

A system for recording input and outcomes should be established to track effectiveness of PE projects.
To ease administrative burden and invest in an ongoing system for responsive improvement, the
toolkit should specifically include a system for documenting stakeholder feedback, actual outcomes
of PE projects and other metrics. This may include an externally facing information repository, but
should definitely include internal procedure.
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2. Build Public Capacity
Wood Village should expand and invest in a long-term network of strategic alliances. Past, current
and potential relationships should be documented and explored for mutual goals and potential
alliances. This can be as simple as a phone call or email to learn more about a stakeholder’s mutual
interests and to introduce your own. Larger events may include hosting a meet and greet between
like agencies. These will be critical in growing Wood Village’s local and regional persona as a City
which values meaningful PE. Partnerships will help to reach vulnerable and niche subgroups within
the community, expanding engagement numbers and input strength.
Wood Village should explore programs to increase community capacity directly. Specific initiatives to
increase public familiarity with civic procedures would be immensely helpful in building
community capacity. Common programs include hosting an educational series or session(s) which
target specific ideas or skills. The City can facilitate these directly, or partner with outside
organizations to lead sessions of interest. Another tactic is to host a leadership learning series to
build the capacity of individual local leaders. This may include existing leaders or interested
persons from within the cities or local surroundings. It is difficult to educate the whole public on
everything. If a few are well educated, and turned to face the community, capacity will grow like a
ripple effect. These initiatives should focus particularly on inclusion of minority groups.

STAFFORD HAMLET EDUCATIONAL SERIES
Stafford Hamlet is a small community outside of Portland’s UGB, which has received recent
outside pressure for urbanization, despite a majority desire amongst its residents to remain
rural. The Stafford Hamlet Board of Directors began hosting an educational series, inviting
partners with mutual goals such as the Oregon Agricultural Trust to educate residents on
options for long-term land preservation. Through this program, Stafford built a number of
strong partnerships, built community capacity, and made a regional statement about their
desire to remain rural.

The City should build public awareness of Councilors and Staff. Humanizing decision makers and
removing the air of “us vs them” within a community’s leadership is helpful in dismantling tensions
or anxiety surrounding civic engagement. Hosting open house coffee meetings are a great
opportunity for decision makers and stakeholders to identify the shared mission of building a
beautiful city. When stakeholders feel they can relate to decision makers, they may be more apt to
provide qualitative data and insight into their lived experiences. Concurrently, removing the shroud
of mist surrounding civic leaders and procedures will make engagement feel more accessible and
welcoming to stakeholders.

3. Technical and Administrative Procedures
Staff should understand the fundamentals of PE, and be able to identify opportunities for meaningful
PE versus less valuable forms of engagement. City employees including administrative professionals,
utility workers, public works, City Management and any staff which directly interface with
community members should participate in PE training with a DEI focus. Informational
programming can be tailored in content and scale by employee duty/position and need not be
extensive in all cases. Staff directly performing facilitation functions should receive the most in35

depth training. Forms of this informational procedure may include simply reading this report in
entirety, or hosting theme specific portions of PE/DEI training as a part of routine staff meetings. By
engaging staff with PE best practices, internal capacity for recognizing meaningful opportunities
and reflexive practice will grow. Additionally, staff demographics are not proportionally
representative of community makeup. DEI training should be specifically prioritized.
Staff should be assigned designated responsibilities within the City’s PE program. This will help to
corral administrative burden and grow a strong PE skill set within Staff. There should be a single or
small team of designated PE leaders within the administration. Duties such as toolkit upkeep, PE
facilitation, SA worksheet completion, input data tracking, and program performance and
evaluation should all be duties assigned to one or a small team of employees.

Complete the Meyer DEI Organizational chart or another systemic assessment for agency
commitments to DEI. The City of Wood Village has not yet formally evaluated its systemic processes
and procedures for their ability to produce equitable outcomes. Using an organizational chart such
as the Meyer DEI spectrum is a very common way for agencies to begin this work. This step will
help Wood Village to recognize where procedures are currently not meaningful and where there is
opportunity to make greater commitments to DEI as it influences the entire community. There is no
time like the present to begin this important work.

Next Steps
Step 1: Council Review and Commitment
Upon receiving this white paper, it is up to Staff and Council to review this work, and determine
their capacity and commitment to the recommendations provided. This white paper has attempted
to stress the importance of creating a standard process to begin answering the lingering questions
surrounding engagement. To build a robust program, Council and Staff will need to identify which
of the best practices outlined in this paper are feasible and supported.
Step 2: Ground truth PE Program in Community Experience
Because of the underlying questions that Wood Village still has regarding stakeholder motivation
and the difficulty of engaging its community thus far, it is difficult to make recommendations for
exact tools and methods which will be useful. Therefore, the majority of this paper has focused on
best practices and general, big picture ideas, repeating the importance of tailoring a PE plan to the
community it is serving. In order to produce a PE program which is tailored to community needs,
these questions need to be answered:
● What activities would community members be most willing to engage with?
● What methods are they most open to? (Electronic v in-person, extensive v minimal, etc.)
● What barriers or perceptions have kept stakeholders from engaging?
The answer to why the City has had a difficult time building a stronger connection with its
community is almost assuredly connected to the demographic makeup of Wood Village. Cultural,
social, and lifestyle relevant barriers (such as language barriers, digital divide, timing and
accessibility of events, etc.) and community perceptions of civic engagement (such as how input is
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used) need to be identified in order to bridge that gap. Local advocacy groups and community
leaders (such as church leaders, etc.) should be engaged to help identify the answers to these
questions. This may also involve performing PE in the communities directly.
Step 3: Identify Goals, Policies, Procedures
Turning theory into practice doesn’t need to be difficult. It is difficult however to make these
recommendations specific for the community of Wood Village without first conducting research
into why residents aren’t engaging, and identifying what it is they need in order to be engaged.
Based on the feedback received from the community and partners, Council and Staff can commit
fully to developing a tailored PE program which incorporates community specific considerations.

Step 4: Monitor & Adapt
A PE program can’t get better without identifying what works and what doesn’t and adapting and
growing that program over time. Make no mistake, this will take time. An agency shouldn’t expect a
robust program to be built immediately. It may take a year or more, over several PE projects for a
City to find a good stride in implementation, and to secure a system that works. Wood Village is no
different, and Staff and Council should expect to commit to building their program with the big
picture and long-range in mind.

“Although the conditions and responsibilities for PE are significant, you should not
feel daunted. Rather public engagement should be viewed as an opportunity to make
a powerful decision – one that resolves issues to the broadest possible satisfaction and
benefit of interested parties. When done well, the time and effort invested in public
engagement pay dividends by resulting in a more broadly acceptable, implementable
and sustainable decision (EPA, p. 7).”
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Appendices
Appendix A. Key Terms Defined

Capacity: The maximum extent that something or someone can contain or produce. In planning,
capacity includes real, economic, social, mental and cultural capacity of stakeholders.
Diversity, Equity and Inclusion(DEI): Diversity is the inclusion of all perspectives and parties. Equity is
the guarantee of fair treatment to all parties. Inclusion is the authentic involvement of historically
unincluded perspectives or communities.
Externalities: The full spectrum of consequences from a decision or action, whether felt by the initiator
or not. This includes both costs and benefits as a side-affect, and commonly refers to the change felt by
a third party which did not provoke that change.
Facilitator: A person, group or thing which acts as a conduit or guide to make a process or action easier.
Ground-truth: To bring a hypothesis or theory into practice and to test that knowledge against real
circumstances to corroborate its validity.
Meaningful: To have important, useful and effective purpose or quality as a state or affect.
Bias(es): Holding a preconceived notion or prejudice against an actual or perceived group of people.
Biases may be positive or negatively held feelings or beliefs pertaining to a group’s character, morals,
actions or traits.
Reflexive Practice: A method of ongoing self-governance which aims to condition one’s work
towards increased intention in both action and outcomes.
Situation Assessment (SA): A process which systematically gathers, analyzes and synthesizes data or
information to inform decisions.
Stakeholder: Any party which has an interest in or potential to be positively or negatively affected by an
outcome. A stakeholder can be an individual, a group of persons, or a business.
Toolkit: A set of guiding and relevant materials, resources, abilities or skills.
Work-Breakdown Structure (WBS): Work Breakdown structures are a common planning and project
management tool for mapping out estimated timelines, work commitment, and the sequence of tasks
involved in a project.
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INTRODUCTION

A

s our growing community continues to diversify and change, the
importance of public engagement is essential – and at the heart of
our roles as public servants.
Quality public engagement depends on high levels of public trust and
organizational competence.
Providing our City Council quality public input assists our elected
leaders in making difficult decisions, and ensures community voices
are heard on issues that affect them.
These decisions are made under the following conditions:
•
•
•

Changing the course of existing policy
Developing a new initiative or new service
Responding to external events

The City of Issaquah engages with the public to:
•
•
•
•

Identify community perspectives
Shape effective public policy
Inform community members on important issues and outcomes
Address communitywide and neighborhood-specific concerns

Recognizing there’s no one way to conduct effective engagement,
we’ve developed a flexible toolkit to suggest strategies and assist
project managers in the development of customized engagement
plans. Depending on the issue/topic, intended audience and available
timeframe, this toolkit allows project managers to scale engagement
efforts to fit the community’s needs and interests.
In addition, this toolkits sets a common language among departments,
elected leaders and others as we strive to develop effective
engagement programs. It aligns all of us – including City Council
members and staff – around engagement expectations for a range of
projects.

2

OUR ENGAGEMENT PRINCIPLES
•
•
•
•
•
•

Deliver information on complex issues in a consistent and
understandable format.
Determine the right level of engagement with the right groups
at the right time.
Provide engagement opportunities early in the process.
Train staff across all departments in effective engagement
practices.
Successfully communicate public perceptions and feedback to
council.
Identify interrelationships of projects and policies over time.

FIVE STEPS TO ENGAGEMENT
This toolkit outlines five steps you can take to ensure your project
properly includes public engagement.
1.1 Assess readiness
2.2 Determine engagement level
33. Identify stakeholders
44. Select the right tools
55. Report and evaluate

STEP

ASSESS READINESS

1

B

efore you start an engagement process – it’s time to asses if you are ready! Start by answering these questions. Before you move on to the next
steps, be sure you can answer “yes” or “somewhat” to most of these questions to ensure your efforts will be effective.

QUESTIONS

YES

SOMEWHAT

NO

Is the issue/topic you need engagement on clearly defined? Is engagement
being sought on all or nearly all aspects of the project, or only one or a few?
Is this issue/topic of high interest or importance within the community?
Will this issue/topic have a significant impact?
Is this issue/topic highly visible within the community?
Do you know who the ultimate decision maker is?
Have you identified a project lead for engagement?
Have you identified what success looks like (more participants, more
diversity, ongoing communication, etc.)?
Are there opportunities to combine outreach efforts on multiple issues/
projects or repurpose data from previous engagement efforts?
Do you know when engagement should be completed?
Is there enough time for meaningful engagement?
Does the City have the resources to effectively support a public
involvement process?
Is everyone participating in the process ready for meaningful
public involvement?
Have you involved community partners, the City’s Communication’s Team,
consultants and staff from other departments who will be involved in the
process or affected by the outcomes?
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STEP

DETERMINE ENGAGEMENT LEVEL

2

T

here are three types of engagement, depending on the level of public feedback needed. Large-scale projects may travel through all three
levels of engagement, starting with collaboration and ending with informing the community. In turn, the tools and audiences may also change
throughout your project.

LEVEL OF PUBLIC FEEDBACK

COLLABORATE

CONSULT

COLLABORATE

Collaborate with the community from the beginning of a project to
develop alternatives and identify preferred options. This is co-creation
at its best! These projects are often long-term and visionary. Examples
include:
• Central Issaquah Plan
• Walk ‘n’ Roll Plan
• Aging in Issaquah

CONSULT

Consult with community members by educating them on a limited
number of options or drafts, and asking for feedback. This option is
best for projects that have already been informed via collaboration, or
need engineering, design or other staff/consultant expertise to refine
before engagement is effective. Please note: Some projects are first
shaped by – or may be entirely the result of – code requirements, laws,
engineering and public safety best practices that the City must follow.
Examples include:
• Vote for your favorite playground design
• Build-a-road exercise
• Provide feedback on a proposed ordinance or agenda bill
• Provide feedback on the proposed budget
• Prioritize Capital Improvement Plan projects
4

INFORM

INFORM

Inform community members about a decision that is already made.
This one-way outreach “push” provides the public with objective
information to increase awareness of a decision and its impact. Please
note: Some projects are first shaped by – or may be entirely the result
of – code requirements, laws, engineering and public safety best
practices that the City must follow. Examples include:
• Certain types of infrastructure improvements
• Road closures
• Fee increases
• Changes in service
• Emergency information

STEP

2

Identify where your project fits best on this chart.

DECISION MAKER

INFORM

CONSULT

COLLABORATE

STAFF

MAYOR’S OFFICE

CITY COUNCIL

GO FOR IT!
CONSIDER IT
NOT TYPICALLY NEEDED
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STEP

IDENTIFY STAKEHOLDERS

3

W

ho should you engage with? Consider all types of community groups, neighborhoods and audiences. Identify stakeholders at the beginning
of a project — and notify them of key decision points or opportunities to provide input. Stakeholders provide community expertise that
enhances the engagement process. They can also help you reach more and broader networks. Here’s a sample list to get you thinking – there are
plenty of other community groups that could be added, depending on your project.

GROUPS/AUDIENCES

ISSAQUAH-SPECIFIC EXAMPLES

ARTS/CULTURE

Village Theatre, artEAST, ArtWalk, Gas Station Blues, International Music Day, Concerts on the Green, Issaquah Philanthropic Orchestra,
Issaquah Singers

BUSINESS

Greater Issaquah Chamber of Commerce, Downtown Issaquah Association, local businesses, large corporations, employers

FAITH ORGANIZATIONS
COMMUNITY AT LARGE

Issaquah Farmers Market, Meet the Mayor, Salmon Days, Fourth of July, Wine Walk, Concerts on the Green, National Night Out,
Issaquah Library

EDUCATION

Issaquah School District, individual schools, PTSAs, Issaquah Schools Foundation

GOVERNMENT

City Council, boards, commissions, volunteers, other agencies (Issaquah School District, King County, Metro, Sound Transit, State, etc.)

HUMAN SERVICES
MEDIA
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Issaquah Food & Clothing Bank, Friends of Youth, Eastside Baby Corner, Catholic Community Services, Issaquah Community Services,
AtWork!
Issaquah/Sammamish Reporter, The Seattle Times, Puget Sound Business Journal, TV (KOMO, KING, KIRO, KCPQ), Connections
newspaper

MOBILITY

Cascade Bicylce Club, Eastside Easy Rider Collaborative, Getting Around Issaquah Together, pedestrians, cyclists, transit users, drivers

NEIGHBORHOODS

Issaquah Highlands, Talus, Squak, Providence Point, Olde Town, Central Issaquah, Newport, Montreux, Greenwood Point, North
Issaquah, Lakeside, Sycamore

NON-ENGLISH SPEAKING

Cultural Bridges for Education, Chinese Information & Service Center, Issaquah Highlands cultural organizations

NONPROFITS

Friends of Lake Sammamish State Park, Issaquah History Museums, Friends of the Issaquah Salmon Hatchery

OUTDOORS

Issaquah Alps Trails Club, Evergreen Mountain Bike Alliance, Friends of Lake Sammamish State Park

PROPERTY OWNERS

Commercial brokers, real estate professionals

STUDENTS

Issaquah School District, Issaquah Youth Advisory Board, Youth Center, Gibson Ek School

PARKS & RECREATION

Park and trail users, Parks and Recreation customers, Issaquah Soccer Club, Issaquah Lacrosse Club, Issaquah Little League, Issaquah
Football Club

SENIORS

Issaquah Senior Center, Providence Point, Eastside Friends of Seniors, Timber Ridge, University House

STEP

3

QUESTIONS TO CONSIDER
Ask yourself - or even better, your team! - these questions to ensure you are reaching stakeholders.

Who may be affected by this issue?

Who can contribute to a solution that will meet the needs of a wide range of stakeholders and public audiences?

Who can’t be left out?

What other City departments should be involved?

How does your project relate to others on which the City is currently conducting engagement?

How should City Council members be involved?
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STEP

4

SELECT THE RIGHT TOOLS

M

ost engagement efforts will benefit from multiple strategies to inform, consult and collaborate with community. Be sure to leverage the City’s
“inform” tools to get the word out about opportunities for residents to make their voices heard. Please check all that apply.

COLLABORATE
•
•
•
•
•
•

Open City Hall (online engagement tool)
Neighborhood meeting
Focus groups
Board/commission meetings
Workshop
Task force/committees (best for complex, long-range projects that need a group to study in-depth)

CONSULT
•
•
•
•
•
•
•

Open City Hall (online engagement tool)
Neighborhood meeting
Leverage existing event (i.e. Concerts on the Green, Issaquah Farmers Market, etc.)
Focus groups
Telephone/mailed surveys
Board/Commission meetings
Open house

INFORM
•
•
•
•
•
•
•
•
•
•
•
•
•
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Website
Issaquah Insider (eNews) article
Social media (Facebook, Nextdoor, Twitter, etc.)
Video
E-blast subscriber list
Personalized emails to stakeholders
Phone calls
Media notification
Printed materials (handouts, letters, postcards, flyers, door hangers, banners, posters, etc.)
Radio 1700 AM
Variable message boards
Podcast
Signage/posters (onsite and throughout the community)

STEP

4

COMMUNITY EVENTS
Checklist
Ready to host a community event? Here’s a quick checklist:
•

Spread the word about your event! The City’s Communication Team is here to help. Ensure you provide enough lead time for staff and
community members to plan ahead. Typically, at least a month of lead time is necessary in order to effectively get the word out through the
City’s available platforms.

•

Select a venue that will accommodate your audience. Venue ideas include:
• Tibbetts Manor
•
• Community Center
•
• Blakely Hall
•
• Pickering Barn
•
• City Hall – Eagle Room
•
• City Hall – Council Chambers

City parks
Issaquah Senior Center
Train Depot
Hailstone Feed Store
Gibson Hall

•

Ensure you’ve included enough staff to help facilitate the event. To request trained facilitators, fill out this form on The Quah.

•

Plan for what you’ll need. Support Services staff can also help with supplies; fill out this form on The Quah. Consider bringing:
• Tables, chairs
• Large format paper and pens
• Laptop, projector, screen
• Easels
• Sheets for attendees to sign in and sign up for future
• Comment cards, ballpoint pens
updates
• Nametags
• Refreshments
• “What’s Next” explanation
• Visual aides (posters, maps, PowerPoints, etc.)

•

Always provide comment cards for those who prefer to provide written input. If a community member wants to provide input later, ensure
project contact information is available and/or offer a meeting with key staff.

•

Ensure you have a plan for following-up with participants.
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STEP

4

SELECT THE RIGHT TOOLS

CONVENIENT TIMES, LOCATIONS AND ACCESSIBILITY

Whenever possible, public meetings — including workshops, neighborhood meetings and open houses and other events — should be held in
facilities that are accessible to persons with disabilities and/or to people who rely on public transportation. In addition to hosting meetings at
convenient locations, consider various times during the week or weekend to accommodate all community members.

TYPES OF MEETINGS

There are several options for organizing a community event to leverage engagement. Typical formats include:
WORKSHOP
• Best for collaborating with community
members.
• Starts with a presentation from staff or a
consultant.
• Participants break into smaller groups to
discuss, brainstorm and develop ideas on key
questions/issues (ensure there are enough
facilitators to assist each group).
• Groups reconvene to share ideas.
• Staff takes detailed notes during the report-outs.
NEIGHBORHOOD MEETING
• Best for collaborating or consulting with
community members.
• Staff travels to a neighborhood location, instead
of inviting participants to City Hall.
• Starts with a presentation (oftentimes specific
to that neighborhood), followed by facilitated
discussion.
• Staff take detailed notes to facilitate follow-ups.
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LEVERAGE EXISTING EVENTS
• Best for consulting with community members.
• Host a City booth or table at an existing event.
• Staff are available to explain visuals, and guide
participants through the engagement process
(filling out comment cards, completing a survey,
etc).
• Works best when staff have conceptual plans/
ideas to present and receive feedback on.
OPEN HOUSE
• Best for consulting with community members.
• Staff are available at informational stations
(instead of delivering formal presentations) that
present conceptual plans/ideas.
• Notes are taken on large format paper so
participants can see that their feedback was
heard.
• Staff take detailed notes to facilitate follow-ups.
• Can feature interactive exercises (example:
“build a road”).

STEP

4

OPEN CITY HALL
Open City Hall is Issaquah’s online community engagement tool, which enables the City to reach more community members than in-person
meetings alone.
The tool, which offers a variety of tools to collect feedback (surveys, polls, maps, build-a-budget) and analyze results (demographics, common
themes, responses by neighborhood).
For easier analysis and reporting afterwards, materials presented online – along with feedback requested – should mirror in-person engagement
efforts.
Learn more by visiting the City’s tool, or request a full demo from the City’s Communications Team.

WHAT TO CONSIDER BEFORE ENGAGEMENT
CONTACT INFORMATION
No matter the tools you use, ensure you collect contact information from those you are engaging with. This way, you can update them on your
project progress along the way, and inform them when a decision is made.
TELL THE STORY
Also, when possible, explain your full engagement process to those you are communicating with. This ensures community members know what’s
already happened, and what the next steps are.
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STEP

REPORT AND EVALUATE

5

I

n order to identify issues, measure success and adjust plans accordingly, it’s important to monitor and evaluate your project throughout the
entire process.

Once you’ve conducted engagement for your project, now is the time to use it! Ensure you share your engagement process – and results – with:
•
•
•

Those who provided input (use the contact information you collected during the engagement process to close the loop).
The larger community (using the City’s “inform” tools).
The decision makers. For large-scale projects – especially those that include collaboration (and sometimes consulting) – provide your
results via agenda bills and/or committee or full council presentations. When possible, package the actual feedback for council members
to review, and be sure to provide a recap.

It’s important to note that effective engagement can draw out competing values and doesn’t always provide clear consensus.
Afterwards, take time to evaluate and reflect on your engagement process. Find ways to ask your participants for feedback on the engagement
process itself. Ideas include asking the question at the end of a public meeting, via email or in an online survey.

QUESTIONS TO CONSIDER
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•

Was my engagement topic clearly defined?

•

What was the feedback from the decision makers?

•

Did I make adequate efforts to engage those most affected by

•

Was there enough time allotted for meaningful engagement?

the project?

•

What other resources did I need?

•

Was my project successful? Why or why not?

•

Do the tools and/or activities achieve inclusive engagement?

•

Was the project delivered on time?

•

What should I plan for next time?

•

What was the feedback from community members?

•

Who else should I have partnered with?

ACKNOWLEDGEMENTS AND RESOURCES

The following engagement toolkits served as valuable resources, and were often incorporated into this customized version for the
City of Issaquah.
•

City of Waterloo, Ontario, Canada: “Public Involvement: Guidelines, tools and worksheets for successful community engagement”

•

City of San Luis Obispo, California: “Public Engagement and Noticing Manual”

•

Oregon Metro: “Public Engagement Guide”

•

City of Seattle, Washington: “Inclusive Outreach and Public Engagement Guide”
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Vision
A City where public engagement is valued as an important
part of the decision making process and is inclusive,
meaningful, accountable, and responsive to the public’s
perspectives and needs.

Guidelines
There are many reasons to engage the public. Examples include, but are not limited to:








The City has a legal obligation to consult with the public
A new by-law or policy is being developed
A new program is being designed and/or implemented
There is significant change to a by-law, policy, process, procedure, and/or
program
Public expertise is required to inform and develop solutions to a problem
The City requires resident input to ensure the end “product” has relevance or
meets the identified need
Historically, the City would consult on these types of issues so there is a
public expectation that the City will consult

Guiding Principles
The guiding principles articulated in the Public Engagement Strategy were supported by
participants in the consultation process in 2013. Respecting the following principles will
ensure that the City’s Public Engagement Strategy is meaningful and effective:
1. Accountable: Provide residents, stakeholders and community partners with
information on how their public engagement feedback was considered and
adopted, or why it was not adopted.
2. Inclusive: Plan and implement engagement activities that are accessible and
respond to the needs of all residents, stakeholders and community partners and
that remove potential barriers to participation.
3. Open, Informative and Transparent: Provide clear, relevant and complete
information, in plain language at the start and throughout the public engagement
process and communicate the purpose, expectations and limitations clearly.
4. Timely: Ensure that public engagement is conducted in a well-timed manner,
providing sufficient time for soliciting input, and for reporting back on how the
input was used.
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5. Adaptive: Ensure that the engagement plan is well tailored to the nature of the
topic being discussed and flexible enough to be modified during the public
engagement process, as needed.
6. Continuously Improving: Evaluate each public engagement initiative by seeking
input from participants about the process and the content. Evaluate on an
ongoing basis in order to improve the quality of the public engagement process
over time.
7. Co-operative: Build and maintain positive, respectful, and co-operative
relationships with residents, stakeholders and community partners in order to
increase the effectiveness of public engagement.

Definitions
Citizen: For the purposes of this document, the word citizen refers to a resident of the
city. The words citizen and resident can be used interchangeably.
Collaborate: Working jointly on an activity or task. For the purposes of this document,
to collaborate means to partner with the public to develop recommendations for action,
which involves working together in each aspect of the decision making process in order
to decide on a course of action.
Consult: To seek advice or information from individuals, groups, stakeholders,
residents. For the purposes of this document, to consult is to gather ideas and input, or
to test input and ideas for action, to ensure the public’s concerns and feedback about
decisions that have not yet been made are considered.
Delegate: To appoint another as a deputy or an agent. For the purposes of this
document, to delegate means to give authority for decision-making to another body.
Inform: To give or impart knowledge. For the purposes of this document, to inform
means to share information to build awareness or to assist the public in understanding
the reasons, context and background for decisions that have been made (or will be
made) and their impact on services, programs, or infrastructure.
Involve: To include residents in the decision-making process. For the purposes of this
document, to involve means to include the public in the process and/or to gather input
and ideas for action.
Public Engagement: Public engagement involves any two-way communication to
inform and/or involve the public in problem solving or decision-making. There are
different types of engagement (providing information, consultation, and collaboration)
and various engagement activities or techniques (e.g. information kit, in-person
meetings, online surveys, advisory groups, etc.).
City of Ottawa, Public Engagement Strategy: Guidelines and Toolkit
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Resident: For the purposes of this document, the word resident refers to any
individuals living in the city. The words citizen and resident can be used
interchangeably.
Stakeholder: An individual, organization or group that has an interest in an issue, will
be or is likely to be affected, or has the ability to affect a decision or outcome.
Organizations can include non-governmental organizations, government, institutions
and businesses, community associations, etc.
Public: The people of the municipality as a whole or a group of people having common
characteristics or interests.
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City of Ottawa Public Engagement Toolkit
This toolkit is for staff that are initiating or planning public engagement.
Members of the public will also approach City staff on a variety of issues. It is important
for staff to discuss arising concerns with the public in order to gain a clearer
understanding of the issues. Once this is clear, staff should approach their
supervisor/manager to discuss the appropriate course of action. The principles of Public
Engagement apply regardless of the initiator.
This Toolkit applies if staff initiate engagement or eventually become a lead partner.

What is Public Engagement?
Public engagement involves any two-way communication to inform and/or
involve the public in problem solving or decision-making. There are
different types of engagement (providing information, consulting, and collaborating –
see Public Engagement Spectrum, Step1, Section E) and various engagement activities
or techniques (e.g. information kit, in-person meetings, online surveys, advisory groups,
etc.).

Why does the City need a Public Engagement Toolkit?
Public engagement is one way City staff work with the public. The Toolkit provides a
common and consistent approach to public engagement across City of Ottawa
departments. Consistently applying the Toolkit and Guidelines will increase our ability to
achieve successful public engagement outcomes and in turn, improve public
satisfaction.
Residents expect to be engaged by the City on a wide variety of subjects, programs and
services. City Council recognized the importance of improving public engagement
outcomes by approving the Public Engagement Strategy (Dec 2013).
The Toolkit will not address all the challenges of managing the complex issues of public
engagement. But, when used consistently will equip you with the tools you need to deal
with challenges that may arise.

What will be achieved by using the Toolkit?
The Toolkit should be utilized for every public engagement initiative regardless of
complexity, with the understanding that less detail may be required for smaller, simpler
projects. The Toolkit is designed to enhance existing public engagement processes and
tools. When working with consultants, staff should provide them a copy of the Public
Engagement Strategy.
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Consistent use of the Toolkit will ensure that:







The scope of the engagement process appropriately responds to, and aligns
with, the magnitude and complexity of the decision being made
Stakeholders and decision makers will understand what information is being
sought and how it will inform the decision making process
The public is aware of the public engagement activity and can participate
Barriers to participation have been considered and addressed
Timelines, budgets and resources respond to the scope of the engagement
process
The engagement process adds value to the decision-making process

Essential Elements of Effective Public Engagement
The Public Engagement Toolkit will coach you through a comprehensive strategic
approach to planning, implementing and evaluating City of Ottawa public engagement
initiatives.
Good public engagement:









Includes a clear promise/commitment to participants;
Considers the needs of participants;
Seeks out and facilitates the involvement of those
potentially affected;
Has a communications plan;
Provides participants with the information necessary to
participate in a meaningful way;
Uses techniques that are tailored to and appropriate for the audience;
Allows some flexibility to deal with unanticipated dimensions of an issue and to
ensure unforeseen problems are resolved; and
Uses appropriate feedback mechanisms to communicate to participants about
how their input affected the final decision.
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Public Engagement Cycle
The Public Engagement Cycle is a key component of the Public Engagement Strategy.
The Cycle is a seven step process that staff will follow when planning and implementing
public engagement. Use of this cycle will promote consistency in how public
engagement is undertaken at the City of Ottawa and will also promote continuous
improvement, through the sharing of learning.
Make sure you consider the whole cycle in your planning.

Step 1:
Prepare

Step 7:
Share
Learning

Step 6:
Evaluate

Step 2:
Design

Step 5:
Report
Back

Step 3:
Implement

Step 4:
Analyze

Figure 1 - Public Engagement Cycle

Policies and Legislation
Note: There are policies and legislation which apply to all public engagement processes
(such as the Bilingualism Policy, Communications Policy, Municipal Freedom of
Information and Protection of Privacy Act (MFIPPA), Accessibility for Ontarians with
Disabilities Act (AODA), etc.). Please ensure you are adhering to these policies and
legislation when developing your plan.
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Accessibility for Ontarians with Disabilities Act (AODA)
In Ontario, legislation requires that the public and people with disabilities are consulted
in certain situations. Under the Accessibility for Ontarians with Disabilities Act, 2005, the
Ontario government has developed mandatory accessibility standards to remove
barriers in key areas of daily living for people with disabilities. As part of the Integrated
Accessibility Standards Regulation there are specific requirements for consultation with
people with disabilities.
Ottawa has an Accessibility Advisory Committee, which must be included in the
consultation process, when appropriate.
Under the Ontario Human Rights Code, the City has a duty to accommodate people
with disabilities so that they have equal access to facilities and services. By making
public engagement truly accessible the City can engage more people and reap the
benefits of full public participation.
Bilingualism Policy
Ottawa has a Bilingualism Policy which requires that public information be available in
both French and English. This includes web site information, documents, information
sessions, presentations, etc.
Communications Policy
The purpose of the Communications Policy is to ensure that communications on behalf
of the City of Ottawa are well co-ordinated, effectively managed and responsive to the
diverse information needs of the public and employees. The policy applies to all City
departments, agencies and employees, including full-time, part-time, and temporary
employees, summer students and co-op placements, as well as persons acting on
behalf of the City (e.g., consultants, contractors).
References are made to communications throughout the Toolkit.
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA)
The City is subject to the Municipal Freedom of Information and Protection of Privacy
Act (MFIPPA) that defines personal information as any information that can be linked to
an identifiable individual. This includes all manner of personally identifying information
including a person’s address, telephone number or opinion on a subject matter.
However, personal information does not include the name, title, contact information or
designation of an individual that identifies the individual in a business, professional or
official capacity.
Please see Step 2, Section E: Document Development for more details about protecting
the public’s privacy.
Records Management Policy
The purpose of the Records Management Policy is to define the basics of record
keeping at the City of Ottawa and detail the responsibilities of all staff. All staff must
follow the policy and associated procedures when conducting their public engagement
activities.
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This Toolkit walks you through the Public Engagement Cycle,
offering tips and tools for completing each step.

Step 1: Prepare
Conceptualize and plan for public engagement activities. You will
need to consider the full public engagement cycle to ensure you are
prepared for each step. For example, you will need to understand and plan for what you
are going to evaluate in order to collect relevant information at the appropriate points in
the cycle.
In this section, you will find worksheets and checklists to assist you in preparing your
public engagement activities.
In Step 1, you will:
A. Decide if public engagement is required
B. Define the issue, decision, purpose and desired outcomes of your engagement
activity by:









Identifying the issue and decision to be made and who will make the decision
Determining clear objectives and desired outcomes for the engagement
process
Determining the scope of influence the public has in the process
Identifying participants and stakeholders
Identifying the timeframe for the activity
Establishing an evaluation plan with performance indicators for assessing
processes and outcomes
Assessing internal and external environments
Coordinating activities and collaborate with other departments

C. Establish your public engagement team
D. Determine the appropriate level of engagement in order to achieve your desired
outcomes
E. Public Engagement Spectrum
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A. Is Public Engagement Required?
Table 1 - Is Public Engagement Required

Questions to help determine if public engagement is required
1. Is there a legislated requirement to consult the public?
2. Have you been directed by Council to consult the public?
3. Will the public’s input help define or influence the final outcome?

Yes

No

If you answer “yes” to #1, you must proceed with your public engagement activity. If you
answer “yes” to #2, you must proceed with your public engagement activity. If your
answer is “no” to #2, public engagement may still be necessary (see question #3). If you
answer “yes” to #3, you should proceed with your public engagement activity. If you
answer “no” to #3, you should reconsider the purpose of engaging with the public and
determine if it is really necessary to engage the public at this time.
If you answer “no” to all questions, then you are informing the public of a decision and
should proceed accordingly. Please work with Corporate Communications to develop an
appropriate Communications Plan.

B. Define the Issue, Decision, Purpose and Outcomes
Take the time to consider what you need from the public engagement process and how
to effectively communicate the issue. This includes considering the decision being
made, who is making it, and understanding how your project or process could impact or
be impacted by other projects.
Defining the issue, decision, purpose and outcomes will allow you to be clear with the
public and with management and colleagues about the reason for the engagement
activity. The most important aspect of this stage is to confirm what questions you are
asking or what information you are seeking from the public. Clarifying this upfront will
ensure you are asking the right questions, gathering the right type and amount of
information, and informing participants about how their involvement will contribute to the
process or final decision. You need to consider your decision-making process so you
can clearly articulate the timelines and process to the public and management.
Use the Project Scoping Worksheet (see Table 1.1) to walk through the important initial
questions in your planning process. Answering these questions will help you to confirm
whether public engagement is required, and to manage your project’s scope and clearly
communicate the goals of your engagement process. This worksheet can be continually
referenced and updated through the public engagement planning process.
You may have already developed a business case or a project charter, as per the
Project Management Policy and Framework. Keep in mind the Project Scoping
Worksheet is to review the focus and outcomes of your public engagement activities
and not the overarching project.
City of Ottawa, Public Engagement Strategy: Guidelines and Toolkit
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1.1 Project Scoping Worksheet
Table 2 - Project Scoping Worksheet

Project Name:
1. What is the goal of the
public engagement
process?
2. Who will make the final
decision, if there is
one?

3. What is the scope of
this project?
Please note: Depending on
the scope, you may need to
engage with the public
multiple times (perhaps, at
the beginning, the middle and
the end of the process).
4. Are there any past or
previous decisions that
will affect this project?
5. What are the potential
risks?

6. Who is your public?

7. What commitment is
being made to the
public?
8. How much influence
can the public have on
the final product?
9. What is the information
you need from the
public in order to move
forward?
10. Consider your

Why would you involve the public in this discussion?
What exactly do you want to achieve?
e.g. Council, a Standing Committee, Executive and
Senior Management Committee, Departmental
Management Team, etc.
Are there different decision- makers that need to be
consulted at different times throughout the process?
Does the final outcome affect more than one
department?
What are the constraints?
Are there any regulatory considerations?
Is the issue a source of controversy?

Be aware of the history surrounding your project or
issue.
What are the most controversial issues?
Walk through an initial risk analysis – see Enhanced
Risk Management on Ozone for assistance.
Use the Equity and Inclusion Lens to assist you.
Be as specific as possible (i.e. youth in the West end or
residents living within 20 km of 123 Nowhere Ave).
If you answer general public, will the outcome impact
some groups more than others (economically, socially,
or politically)?
Refer to the Public Engagement Spectrum in Step 1,
Section E.
Be prepared to clearly articulate how the public’s
feedback will be used.
Be prepared to clearly articulate what you need from the
public.

This is some initial thinking for your Evaluation Plan
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Project Name:
evaluation, how will you
know you have
achieved your public
engagement goal?
11. Are there resources
available to conduct
public engagement
(personnel, equipment,
material, time, budget,
administrative
support)? If yes, what
are there?
12. What other engagement
activities or events,
festivals, religious
holidays/events are
happening at this point
in time or at the
proposed time for your
engagement activity?

(which is covered in Step 6).
 Who wants to know what?
 What will be measured and how?
See Step 6 for assistance.
Detail what might be available to you.

Consult the Public Engagement eSchedule.
Consult the Diversity Calendar.
Consult the Spotlight Events Calendar.
Consult the Special Events Unit, Parks, Recreation and
Cultural Services Department.

Check-Point:


At this stage, it is important to review the Project Scoping Worksheet with your
manager or decision-maker to ensure that you are not moving forward with
incorrect information and that everyone is on the same page.

C. Public Engagement Team
There are many roles and responsibilities when completing a public engagement
activity. It is important to determine what resources are available to you from the
beginning so you can plan accordingly.
The Public Engagement Team Roles and Responsibilities table (Table 1.2) is meant as
a guide to identify some of the most common roles in the public engagement process.
Feel free to add to this list if you have other roles and responsibilities or would like to
add more detail. You may also remove roles that may not be required depending on
your process (like facilitators).
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1.2 Public Engagement Team Roles and Responsibilities
Table 3 - Public Engagement Team Roles and Responsibilies

Role
Engagement
Sponsor
Public Engagement
Lead

Project Co-ordinator
Communications
Resource
Facilitator (s)
Media Spokesperson

Responsibility
Approves the public engagement plan and
deliverables; provides authority on all
decisions.
Manages scope, coordinates resources and
activities and schedules; identifies and
address issues and risks. Reports on public
engagement status, finalizes public
engagement plan, manages requirements
and prepares closeout documentation.
Provides administrative support to the public
engagement team members.
Provides support for the communications
plan development and implementation.
Contributes structure and process; remains
neutral/impartial; supports participants to
achieve their goals.
Represents the City when speaking with the
media about the public engagement
process.
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D. Determine the Required Level of Public Engagement
Not all issues require the same level of public engagement. Determining the appropriate
level of public engagement to match the purpose or goals of your engagement process
is important. The worksheet outlined below (1.3) will help you to assess the level of
engagement required for your project.
1.3 Determine Engagement Level Worksheet
Table 4 - Determine Engagement Level Worksheet

The objective of the public engagement is:
To educate
To raise awareness about a particular issue
To provide information
To validate information
To gather additional information, new ideas or perspectives
To assess the level of support or opposition that exists for a
project or initiative
To determine the level of satisfaction with a program or service
To know and understand the current needs and expectations of
the public
To empower those affected by a decision
To increase public interest and action
To reduce conflict and controversy
To improve the quality and effectiveness of the decision/outcome
To mediate competing interests by increasing understanding and
trust
To develop joint planning
To achieve consensus or a high level of agreement/support
To build a base for further or ongoing input as the project or issue
evolves
To engage residents/groups in helping with implementation
To identify and build more formal partnerships
To generate alternatives
To brainstorm ideas

Yes

No

Based on your goals, do you require different levels of engagement at different times in
your overall engagement plan? If yes, what are they and when are they needed?
The Public Engagement Spectrum (Step1, Section E) can help determine the required
level of engagement. Compare the objectives you’ve identified to the purpose of a
particular activity on the Public Engagement Spectrum. Keep in mind that your
objectives may fall into more than one category, and take note that information sharing
is an important element of public engagement, no matter the level of engagement.
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Keep in mind that you may require different levels of engagement at different times in
your overall engagement plan. For example, you may need to inform or educate the
public at the beginning of the project. At another point, you may need to consult with
the public on one particular aspect of the project via a survey or a focus group. At the
same time, you may involve members of the public in the planning of the focus groups.
Then you may collaborate with members of the public around another aspect of the
project. This is an important consideration as you develop your Public Engagement
Plan.
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E. Public Engagement Spectrum
(Based on International Association for Public Participation’s Public Participation Spectrum, Halton Region’s, A Model for Public Engagement at Halton Region, and City of Edmonton’s Continuum of
Public Involvement)

To determine the level of engagement required you must first identify the purpose of the engagement and the commitment being
made to the public. The Public Engagement Spectrum assists you to determine the level of engagement required for your project by
considering each level according to the roles, responsibilities and commitments being made.
INCREASING LEVEL OF PUBLIC ENGAGEMENT
Table 5 – Increasing Level of Public Engagement

Purpose

Inform or Educate
Communicate


City’s
Commitment
to the Public

Share
information to
build awareness

We will keep you
informed and advise
you of the final
decision.

Consult
Listen – Learn

Involve
Listen – Learn –
Dialogue
 Gather ideas and  Include the public
input
in the process
 Test ideas for
 Gather input, and
action
ideas for action
We have defined the We have defined the
problem and offer
problem and are
possible solutions.
looking for suggestions
We will listen to and
for possible solutions.
acknowledge your
We will include you in
perspectives and
the process and
input. We will
consider your
consider your
feedback in our
feedback in our
decision making or
decision making or
next steps and let you
next steps and let you know how your input
know how your input
influenced the
influenced the
decision.
decision.

Collaborate/ Partner
Delegate
Actively participate
Delegate authority


Partner with the
public to develop
recommendations
for action
We will seek your
advice and input on
defining the problem
and solutions. We will
seek your advice and
input and develop
alternatives, solutions
and
recommendations
with you and let you
know how your input
influenced the
decision.

INFORMATION SHARING IS A KEY COMPONENT OF THE ENTIRE CONTINUUM
City of Ottawa, Public Engagement Strategy: Guidelines and Toolkit
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We will hand over
decision making
authority to another
group within the
boundaries of an
agreement.

Step 2: Design
Developing a Public Engagement Plan enables you to be strategic
about your goals and processes, and to clearly articulate those to
others. This includes:










Allowing for meaningful participation of a diversity of residents
Choosing an approach, tools and resources that are appropriate to the issue,
context and your audience
Using a variety of public engagement techniques
Ensuring materials are neutral, user-friendly and distributed well in advance
Ensuring that adequate human and financial resources are available
Specifying feedback processes and mechanisms clearly, including timing of any
feedback
Maintaining a tracking document of participant input as the basis of the public
engagement report
Developing a communications plan
Identifying your evaluation requirements including participants’ satisfaction with
the engagement process itself

Every Public Engagement plan should include:










Key decision points
Collaborative design process/ methods with
stakeholders
Desired outcomes
Communications plan
Data management plans
Implementation plans
Budget
Timelines
Evaluation plans

The following section walks you through what is required for your Public Engagement
Plan.

Check-Point:


Once you have developed your Public Engagement Plan (including audience
analysis, budget, techniques, etc), it is time to go back to your key decisionmakers (including managers, senior managers, Councillors, etc.) to make sure
you have the information and resources you require as well as support for your
plan.
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Don’t forget to check the Public Engagement eSchedule to ensure your public
engagement activities do not conflict with others in the community and to identify
opportunities for collaboration with other departments/colleagues.
Remember to consider other major events (sporting and otherwise), festivals,
and religious holidays and observances that might influence participation in your
engagement activity.

A. Audience Analysis
Determining the best methods and techniques to use in reaching out to your audience is
an important part of the engagement planning process.
 Who are your target audiences? Who is it that you are trying to reach?
 Are there different groups you are trying to reach?
 Who are the key stakeholders?
 Have you considered reaching out to existing committees and community groups
(i.e. advisory committees, community associations, Business Improvement
Associations, etc)?
Different groups have differing needs. Make sure to apply the Equity and Inclusion
Lens to your engagement planning.
This next section includes some tips to help you understand the potential needs of
particular groups of residents living in Ottawa as identified by the Equity and Inclusion
Lens.
Table 6 – Audience Analysis

Group (covered in

Tips

Contact for More
Information



For more information,
contact the Strategic
Community Initiatives
Branch, Community
and Social Services
Department.

the Equity and
Inclusion Lens)

Aboriginal
Peoples




Francophones



There are three Aboriginal communities
in Ottawa: First Nations, Inuit and Métis,
each with unique points of view. Ensure
you have included each community in
your invitation and plans.
When doing in-person meetings, plan for
a meeting with each of these groups as
well as a session for Aboriginal youth. If
this is not possible, ensure you include
all three groups in your invitations and
outreach.
There are several networks that can be
accessed to help reach out to Aboriginal
groups.
All materials published by the City of
Ottawa and intended for the public must
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Group (covered in

Tips

the Equity and
Inclusion Lens)



GLBTQ
Gay, lesbian,
bisexual,
transgender,
transsexual, twospirited, queer,
questioning
Immigrants









People Living in
Poverty





People with
Disabilities



be published in both official languages
(see the Bilingualism Policy).
For in-person sessions, make sure to
offer a French-only session or, at the
very least, a fully bilingual session where
information is provided in both official
languages.
Use gender-neutral and family neutral
language when collecting demographic
data or when providing statistic
information to the public (i.e. solesupport parent, partner/spouse).
Keep in mind that immigrants come from
many different backgrounds with diverse
points of view. Ensure there is an
opportunity to gain information from the
variety of nationalities represented in
Ottawa, whether through individual
groups or by your outreach methods.
Keep in mind that English and/or French
may not be the first language of
immigrant groups. Consider translating
materials into multiple languages.
Use plain language to make your
messaging easier to understand.
Work with community partners to ensure
maximum participation.
Consider providing bus tickets and
funding for dependent care to ensure
participation.
Low income residents may not have
computers, so ensure you provide
multiple ways to provide input (in-person,
by phone, by paper).
o You could also direct residents to
local libraries and other sites for
access to computers.
Consider working with local agencies to
assist you to reach out to this group.
For in-person engagement activities,
consult the Guide to Accessible Public
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Information
contact French
Language Services

For more information
and assistance,
contact the Diversity
and Inclusion
Branch, Human
Resources
Department.
For more information
and assistance,
contact Strategic
Community Initiatives
Branch, Community
and Social Services
Department.

For more information
or assistance,
contact the Strategic
Community Initiatives
Branch, Community
and Social Services
Department.

For assistance and
advice, contact the
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Group (covered in

Tips

the Equity and
Inclusion Lens)








Rural Residents




Engagement.
Ensure you ask participants if they
require any accommodations. For
example, participants may require
communications support such as signlanguage interpretation, or participants
may not be able to fit through standard
size doors with assistive devices. Keep
in mind the following:
o Timing of events – avoid rush-hour as
this is peak time for Para Transpo
o Location – ensure you have an
accessible building; try to hold
meetings on the main floor and
ensure there is an accessible
bathroom.
o Materials – be prepared to make
materials available in accessible
formats upon request.
Ensure that facilities meet accessibility
requirements and have working
elevators, ample parking and a bus stop
close by, good lighting and acoustics,
comfortable seating, and no tripping
hazards. At a City facility, consult the
Facility Manager AHEAD of your activity
so they can go over accessibility features
and can also avoid hosting your activity
adjacent to an incompatible event in
another room or at peak times for the
facility.
Ensure seating arrangements and room
layouts allow sufficient space for
participants with mobility devices.
For online engagement, ensure your
information is in an accessible format
and allow for other ways of providing
information for those who cannot use the
online tools or who don’t have access to
the internet.
Rural residents are often at the farthest
points of the City’s boundaries.
If possible, hold in-person sessions in
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Corporate
Accessibility Office.

For assistance and
advice, contact the
Rural Affairs Office.
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Group (covered in

Tips

the Equity and
Inclusion Lens)



Older Adults











Women





Youth




the rural areas.
The Rural Affairs Office can provide
advice when planning engagement
activities for rural residents as well as
advertising to rural residents.
Please see the section on Persons with
Disabilities for additional considerations
which may apply to older adults as well.
Many older adults prefer to connect inperson, by phone, or paper.
Make sure signage and printed material
is simple, concise and in larger print.
Consult the publication Age-Friendly
Communication for facts, tips and ideas.
Winter conditions can make it difficult for
older adults or people with disabilities to
get around; take this into consideration
when planning engagement activities.
Retired persons are often available to
attend sessions during working hours.
Be welcoming and ensure ample time to
assist and direct older adults.
Use networks and/or locations where
older adults participate in programs,
such as seniors centres, to outreach or
hold activities targeted to older adults.
Safety is a key concern for women,
particularly when attending in-person
sessions at night.
Consider locations that are well lit and on
a major traffic route.
Lack of child care or dependent care
may also present a barrier to
participation. Consider providing funding
for child care or dependent care costs to
promote participation.
While youth tend to use social media and
online engagement methods, don’t forget
to connect in-person as well.
Keep in mind, there are two distinct
groups of youth: high school and
university/college age. These two groups
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For more information
or assistance,
contact the Strategic
Community Initiatives
Branch, Community
and Social Services
Department.

For more information
or assistance,
contact the Strategic
Community Initiatives
Branch, Community
and Social Services
Department.

For more information
or assistance,
contact Strategic
Community Initiatives
Branch, Community
and Social Service
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Group (covered in

Tips

the Equity and
Inclusion Lens)





have unique needs and may require
separate meetings on particular topics.
Work with the local school boards,
colleges and universities to reach out to
youth.
Book in-person sessions in the evening
or on weekends to make sure that youth
can participate.
Use youth-serving agencies to help
reach out to youth and gather youth for
input, such as Youth Ottawa, Youth
Services Bureau and many more.
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At this point in your audience assessment, you should also consider the needs and
perspectives of your audience or stakeholder groups and prepare for those.
2.1 Audience/Stakeholder Assessment
(Adapted from Constantinou, 2011)

Table 7 - Audience/Stakeholder Assessment

Audience/
Stakeholders
Who are they?

Supportive,
Not supportive
or Unknown
Are they…?

Goals/Objectives Key
Messages
What are your
goals and
objectives for
engaging this
group?

What will you
communicate/
say to this
group?

Potential
Reaction or
Position
How will they
react? What
will they do?

B. Develop Your Questions
It is important to develop the questions you are going to ask the public, no matter your
technique. Your questions are tied to the goal of your public engagement activity. The
questions should help you to achieve that goal and get the information you need to
reach your final product.
Make sure that the person analyzing your results is involved in your question
development so they understand the objective of each question, in order to help with
analysis later.
Consider testing your questions with a group before full implementation. This will help
you identify any potential problems or misunderstandings with your questions.
Be flexible enough to recognize that certain questions or activities are not giving you the
information you need to finalize your decisions, or may have identified new
unanticipated issues that you need to address – you may need to review your
questions.

City of Ottawa, Public Engagement Strategy: Guidelines and Toolkit

Page 25 of 48

C. Engagement Techniques
Matching the most appropriate technique or method to your engagement goals and
level of public engagement on the Public Engagement Spectrum (Step 1, Section E) is
essential to the public engagement planning process. The most common approach is to
use a mixed technique, usually combining online and in-person methods of engagement
to ensure you reach as many people as possible and make it as easy as possible to
participate. Make sure that the technique(s) you choose matches the objectives and
purpose of your engagement activities and your level of public engagement on the
Public Engagement Spectrum (Step 1, Section E).
For ideas of possible techniques or methods, please see the IAP2 Public Participation
Toolbox.

D. Project Schedule or Work Plan
Having a detailed schedule of activities for your Public Engagement Plan is important to
keep you on time and on budget. The work plan is an essential element of all projects.
Make sure you include all your communications goals in your work plan. Also, review
the Equity and Inclusion Lens to make sure that you have not inadvertently excluded
anyone from the plan.
You may also have a project charter as part of the Project Management Policy and
Framework. If so, you may wish to add your engagement activity schedule to your
existing document. Keep in mind that your Public Engagement Plan is a sub-project of
its own and needs to be planned accordingly.
As part of your project schedule, consider operational details such as venues, catering,
audio-visual needs, facilitation, note-taking, etc and assign these as well. See the Guide
to Accessible Public Engagement for additional resources, if planning an in-person
event.
2.2 Detailed Project Schedule Worksheet
Table 8 - Detailed Project Schedule Worksheet

Activity

Subtasks

Who is
Timeline
Responsible

City of Ottawa, Public Engagement Strategy: Guidelines and Toolkit

Considerations

Approvals
required

Page 26 of 48

E. Document Development
After you have selected your techniques and determined your questions, you need to
begin to develop your materials in conjunction with your Communications Plan (see
Section G). Consider all the various documents you need to use at the time of the
engagement activity, as well as those to help prepare the public for the engagement
activity. You should also consider what documents you will need to prepare postengagement activity (i.e. a “What We Heard” document).
As part of your Communications Plan ensure you have prepared a participant package
with detailed information, or a one page document with basic information for the public
which can be provided ahead of time to help participants prepare for the engagement
activity.
You should also consider how you are collecting your information during the
engagement session and have the appropriate tools and resources available to you.
Plan to tell the public about the next steps in your process and when they will receive a
report back. Consider how you will share information with participants after the
engagement activity is completed, such as a “What We Heard” document. Be prepared
and obtain the authority to follow through.
Make sure you have considered all the accessibility requirements and that your
documents are written in plain language and in accessible formats. Please see OZONE
for accessibility resources.
When developing documents you also need to consider how and the extent to which
you will collect, use, disclose, and retain personal information. The City is subject to the
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) that defines
personal information as “any information that can be linked to an identifiable individual.”
This includes all manner of personally identifying information including a person’s
address, telephone number or opinion on a subject matter. However, personal
information does not include the name, title, contact information or designation of an
individual that identifies the individual in a business, professional or official capacity. In
order to ensure that the City complies with legal requirements to collect, use, disclose,
and retain personal information in accordance with MFIPPA, consider the discussion
and practice tips in the following table as you begin to develop documents.
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MFIPPA – Privacy Practice Tips
Table 9 - MFIPPA – Privacy Practice Tips

Rule or
Principle
Avoid over
collection
of personal
information

Ensure a
Notification
Statement
is provided

Discussion

Practice Tips



When the City collects personal
information, it should only
collect as much information
about an individual as is
reasonably necessary to
accomplish the purpose for
which the information is being
collected. The collection of
more personal information than
is necessary for the purpose
(commonly referred to as “over
collection”) may generate
complaints about the handling
of personal information or result
in a serious breach of privacy.



MFIPPA requires that staff provide
a collection of personal information
notice at the time of collection that
contains the following three
components:
 The authority for the collection:
Cite the legislation or by-law,
including section number, that
authorizes the specific
collection or authorizes the
activity or program for which
the information must be
collected.
 The principle purpose(s) for
which the personal information
is intended to be used. For
example, you may wish to state
it will used to compile a report
only in respect of the
engagement activity or identify
other uses such as contacting
the individual with updates.
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Review documentation to ensure
that you are only collecting
personal information to the extent
that is reasonably required in the
context of the engagement
activity.
Consider not collecting any
personal identifying information
(for example an anonymous
survey).
Consider, wherever possible, not
requiring that participants provide
certain personal information
(including “Optional”).
Consider keeping personal
information used to stay in
contact separate from comment
sheets.
Ensure the MFIPPA notification
statement is legible and placed in
a place where the participant will
be able to read it prior to or at the
time of collection.
The MFIPPA notification
statement ought to provide the
participant with a clear
understanding of how their
personal information will be used
by the City.
If an organization such as a
marketing research firm is
collecting information on the
City’s behalf, ensure that this fact
is incorporated into the collection
statement.
Although a notification statement
is not required if personal
information is not collected, it is
recommended that you notify the
participant that the feedback is
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Rule or
Principle

Discussion


Limit City

internal use
of personal
Information

The title, business address and
telephone number of a person
employed by the City who can
answer questions about the
collection. Ordinarily this is a
person who is familiar with the
engagement activity in
question.

MFIPPA restricts how the City
uses personal information after
it is collected and requires that
staff only access and use the
personal information for
purposes that are consistent
with the purposes for which it
was collected.

Practice Tips


Personal information collected on this
comment sheet will be used to evaluate
and improve the immunization program
services that are provided by Ottawa
Public Health under the authority of
section 5 of the Health Protection and
Promotion Act. Questions regarding this
collection should be forwarded to the
Program Manager, Immunization by
telephone at 613-580-6744, by mail at
100 Constellation Cr. Ottawa, ON K2G
6J8 or by email at
immunization@ottawa.ca.





Control
disclosures
of personal
information



MFIPPA contains rules

governing disclosure of
personal information by the City
to individuals and/or outside
organizations. Failure to
comply with these provisions

may result in a privacy breach.
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collected anonymously.
Each MFIPPA notification
statement is unique, an example
is:

The context at the time of
collection including in particular
the Collection of Personal
Information Statement will set
limits on internal access and use
of personal information. For
example, unless the notification
statement provides otherwise,
City staff on one public
engagement project would not be
permitted to provide participant
contact information to staff
organizing an unrelated
engagement project.
Restrict access to personal
information such that at all times
access to personal information is
limited to those staff that require
the information in order to
perform their job.
Consider including a check-box
that provides participants with the
option of having their personal
information disclosed to the third
party.
At the time disclosures to third
parties is raised with the
participant, ensure the participant
understands why and the
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Rule or
Principle

Discussion

Practice Tips



Keep
personal
information
secure



It is the role of staff to maintain 
the confidentiality of personal
information by securely storing
paper and electronic records
containing personal information
and ensuring access to that
information is limited in
accordance with the use and
disclosure rules under MFIPPA.


intended purposes for which the
personal information will be used.
Whenever possible, confirm with
the third party that the disclosure
related documentation meets
their collection requirements.
Ensure online public engagement
involving the collection of
personal information is
reasonably secure. The most
common security requirements
are that personal information be
transmitted securely using
current secure socket layer
encryption standards (https:) and
that personal information be
stored on a secure server.
Do not leave laptops unattended
or visible in a vehicle.

Disclosure to Members of Council
Please Note: When Council approved the Public Engagement Strategy on December
11, 2013, Council also approved a motion which states:
“That, when the City conducts public consultations, Members of Council are provided
with an electronic copy of the full submissions from the public and not simply a staff
summary of the comments received, upon request by a Member.”
When requested, all staff undertaking public consultations must provide to all of Council
a copy to the appropriate Committee/Council Coordinator, in advance of
Committee/Council meetings:
a) all written submissions received directly from members of the public, including
letters, written correspondence, and comments submitted through online tools; and
b) copies of all consultation summary reports that staff are using as input to develop
the report to Council.
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In anticipation of a Councillor request for all submissions, it is recommended that you
include, on all non-anonymous written submission documentation, a prominently placed
notice that personal information may be disclosed on request to Councillors.
A draft statement follows:
Notice: Disclosure to Members of Council
Subject to the City's Election Related Resources Policy, your written submissions
including any personal information may be accessed by Members of Council for the
purpose of reviewing the results of this public engagement process and communicating
City business or activities.
If you receive submissions via email, it is recommended that you confirm receipt of the
written submissions and include in your confirmation email a similar notice as above.

F. Budget
Ensuring you have the appropriate budget for your project is essential. Make sure you
identify all possible expenses and seek approval for the overall budget. Include any
costs associated with hosting an event (such as large print transcription, sign language,
etc). Also, consider transportation (i.e. bus tickets) and dependent care costs for those
who may require it. Consult the Equity and Inclusion Lens for other possible
considerations. Also, the Guide to Accessible Public Engagement will assist you in
identifying accessibility considerations.
Plan for the accessibility considerations AHEAD of time. It is important to know not just
if the public can access the facility but what other activities may be happening close by
that might impact on your public engagement activity. When booking City facilities,
contact the Facility Manager ahead of time and they will assist you. Keep in mind that
costs for a City venue may include not only the cost of the rental but also for staff to
open and close the facility.
2.3 Budget Worksheet
Table 10 - Budget Worksheet

Expense Type
Estimated Cost Actual Costs
Venue
Audio-visual and other equipment
Catering
Transportation
Consulting fees
Facilitator
Communications (both pre- and post-)
Printing
Overtime
Evaluation
Total
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G. Communications Plan
As stated in the City of Ottawa Communications Policy Requirement 8:
“Consultation and Public Engagement: Communications requirements must be taken
into account in the planning, management and evaluation of consultation and public
engagement activities. Open and responsive communications are critical to the
success of consultations, as is factual information presented to participants in plain
language.”
All other requirements in the Communications Policy apply to Public Engagement
activities undertaken by staff.
Departments can use the Public Engagement eSchedule available on ottawa.ca to
identify any scheduling conflicts with other City engagement initiatives.
Corporate Communications staff will work with departments to develop a
Communications Plan for their public engagement activities. The Communications Plan
will include the following items: background information/project summary, environmental
analysis, communications objectives, communications approach, target audience, key
messages, identification of information required at each phase of your public
engagement process, work plan with tactics, budget, resource allocation, and
measurement.
Once timelines and communications information are confirmed, you must add your
public engagement activities to the Public Engagement eSchedule found on ottawa.ca.
In addition, Corporate Communications has developed a standardized approach for the
promotion of consultations so that residents receive information from the City in
consistent formats.

H. Risk Assessment
Completing a risk assessment is an important part of the public engagement process
and helps you to develop methods for handling tough situations, should they arise. The
Enhanced Risk Assessment modules and tools can help you to complete your risk
assessment.
It is important to highlight the risk events or conditions that can create uncertainty
(positive or negative) with regard to the ability to successfully implement your public
engagement activity. Risks may be related to a number of factors, including: operational
considerations, funding/finance, staffing, exposure to claims/litigation, public confidence,
public expectations, service levels and working with contractors and other external
parties.
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The City has an existing risk assessment approach, which can be used by staff to
evaluate risks as well as the potential causes and consequences thereof. Detailed
information on the corporate risk management approach can be found on Ozone.
Risks are commonly noted in a risk register. Table 2.4 below presents the main
components of the City’s Risk Register.
2.4 Risk Register
Table 11 - Risk Register

Risk Event
List high-level risk events
that pose threats or
opportunities to the project.

Likelihood Impact
(L)
(I)
1 to 5
1 to 5

Risk
Score
LxI

Mitigation
Explain what will be
done to avoid,
transfer, mitigate or
accept risks listed

Risks are commonly “scored” by using a heat map, as indicated in table 2.5 below.
As the likelihood and impact increase, the overall score of the risk increases. This is
another way to denote the seriousness of each risk.
2.5 Risk Heat Map

City of Ottawa, Public Engagement Strategy: Guidelines and Toolkit

Page 33 of 48

Check-Point:




Once you have developed your Public Engagement Plan (including audience
analysis, budget, techniques, methods, timeline, communications, etc), it is time
to go back to your key decision-makers (including managers, senior managers,
Councillors, etc) to make sure you have the information and resources you
require as well as support for your plan. You should obtain approval at this point
to move forward so you can follow through with your plan.
Take a moment to double check that your plan and communication match with
your objectives of your public engagement activity and your level of public
engagement on the Public Engagement Spectrum (Step 1, Section E).
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Step 3: Implement
You have completed all your preparation and design steps and are
now ready to implement your Public Engagement Plan.
Tips for Implementation
 Implement the plan based on the work done in the preparation and design stages
 Refer to your objectives and desired outcomes regularly to ensure you are on
track
 Make adjustments to processes as required, in keeping with the objectives and
desired outcomes
 Be clear with participants about their role and how their input will be used
 Keep in mind that flexibility is important. If something is not working, adjust and
move on. Listen to what participants have to say about the process and make
changes accordingly.
 Make sure you keep the participants informed of the timelines and the process.
This will help to set clear expectations
Before proceeding, complete the Readiness Assessment (see Table 3.1) to confirm that
you are ready to move forward. Make sure you are keeping track of the data and
information you need for your evaluation plan.
As part of your implementation, ensure you are preparing good notes and keeping all
information received from the public, your responses, and information on how this
influenced the final product. Council may request all the information. Please see the
notes in Step 2, Section E, Disclosure to Members of Council.
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3.1 Readiness Assessment
Project:
Date:
Answering the following questions will enable you to assess whether your public
engagement plan is ready to go.
Table 12 - Readiness Assessment

Readiness Statement

No

Somewhat

1. We can confirm the decision or the end result has not been
made and that there is a purpose for the public engagement
process.
2. We know what information decision makers are looking for
and how they will use it.
3. We are able to provide the public with advanced notice of the
engagement activities (i.e. 2 weeks in advance for in-person
meetings).
4. We have allowed enough time to solicit input (i.e. at least one
month for online engagement).
5. We have a clear understanding of what we need to know from
the public.
6. We have a project budget and have identified the resources
we need to enable us to host an effective process.
7. Decision-makers support the Public Engagement Plan.
8. We have developed a Communications Plan with Corporate
Communications.
9. We have added our public engagement activity dates to the
Public Engagement eSchedule.
10. We can clearly articulate the required project decisions.
11. We have assessed the timing of our project to build in time for
appropriate participation from a diverse cross-section of the
population.
12. We have completed a risk identification and assessment.
13. All documents and information are available in accessible
formats.
14. We have identified a project spokesperson in English and
French.
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Yes

Readiness Statement

No

Somewhat

15. We have a plan to report back to the public on the process
and how their input was used.
16. We have considered our initiatives in the context of other City
initiatives to identify and address possible duplication/potential
barriers to participation by the public.
17. We have assessed the public engagement climate:
a. We have identified any past issues that might affect
how the public may respond to us.
b. We know who else has engaged with the public lately
and how this might impact how the public responds to
our engagement activities.
18. We have developed an evaluation process with built in
flexibility.
19. We have developed participant satisfaction evaluation tools.
20. Our process clearly aligns with the Public Engagement
Guidelines.
If you have answered “yes” to all the questions then you are in good shape to
implement your engagement activities. If you answered “somewhat” or “no” to any
questions, revisit those areas before moving forward.
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Yes

Step 4: Analyze
The Analyze step involves:
 Analyzing all results of public feedback
 Preparing a findings report and other relevant documents for
distribution
 Briefing decision-makers and other internal stakeholders
about the feedback results and next steps
Whether working with a consultant or conducting the analysis yourself; analyze all
feedback from participants. Whoever is analyzing your information should be involved in
developing the questions to ensure everyone understands what is expected from the
questions. Remember to keep all raw data as this may be requested by Council (Step
2, Section E, Disclosure to Members of Council).
Ensure you are able to provide information on the number of people who participated,
the common themes, the differences of opinion, and how the information will be used.
Consider how information received can/will influence the decision/outcome and make
note. This analysis and rationale is important when presenting to the public and decision
makers.
Ensure that you use plain language in your final reports so the
information can be easily understood. If it is a large report, include
an executive summary.
Prior to conducting your analysis and preparing your reports, you should know how you
intend to distribute your information to the public and internal stakeholders (i.e. by
report, on the web, etc). Be prepared to tailor the presentation of your findings to a
particular method (i.e. web posting, mailing, etc). Ensure you follow the legislated
requirement for making documents accessible, as it is easier to do this while creating
documents than after the fact. Please see OZONE for accessibility resources.
Your analysis and report should include why you are or are not using/including ideas
and comments from the public. The Public Feedback Worksheet (see Table 4.1)
provides you with a tool to collect and provide information to the public on how their
information was used.

4.1 Public Feedback Worksheet
This worksheet can be used throughout the engagement process to track feedback and
then to inform to the public after the activities are completed.
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Table 13 - Public Feedback Worksheet

Suggestion from
Public

Considerations

Included or Not
Included

Why or Why not?

Check-Point:



Ensure you obtain approval from your manager, senior management or Council,
as appropriate, so they are aware of the findings before public release.
Provide information to your identified spokespeople so they are prepared to
answer questions about your findings.
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Step 5: Report Back




Reporting back to participants is an essential step in the public
engagement process. This step requires:
 Giving feedback to participants on what was heard, how
their input was used and the impact of that input
 Sending timely thank-you letters
Distributing final reports and other relevant documents
Providing participants with information about next steps

There are two possible report back times:
1. After the engagement activity is done, with a
general summary of the public engagement
findings
2. When the final decision has been reached
You should always report back to the public when the final
decision is reached. You will need to determine if it is
necessary and appropriate to share a summary of the
public engagement activity findings before this. This will
depend on the size and scope of your Public Engagement
Plan.
Tips:
 Keep in mind that how you report back should match your engagement methods.
For instance, for a large engagement event, a posting on ottawa.ca or an email
to a distribution list may be appropriate. The important point is to inform the
public before or during your engagement activity about how you will be reporting
back.
 Keep detailed information of all suggestions and ideas that are received from the
public.
 Make sure your documents are accessible.
 Obtain management approval to publicly release all or a portion (summary) of the
engagement activity report/feedback/findings.
 Be mindful of MFIPPA legislation when publicly releasing materials.

Check-Point:


Ensure you are using personal information for purposes that are consistent with
those that were listed in your collection statement and that there are no
unauthorized disclosures (discussed in Step 2, Section E: Document
Development).
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Step 6: Evaluate
Evaluation is a critical part of every engagement effort, as it helps
you understand if you have met your objectives and if not, why not.
It also supports continuous improvement and learning. To ensure
learning and to increase capacity for effective engagement, the
Public Engagement Strategy emphasizes ongoing evaluation of
engagement activities.
Evaluation will identify:
 The extent to which objectives were achieved
 What factors contributed to success and failure
 The return on investment
At this point, you should refer back to your objectives (identified in Step 1) as your
evaluation should be tied to the goals and objectives of your public engagement
process. Answer the question: What does success look like for all participants?
Knowing the answer to this question will assist you to plan the evaluation of your
engagement activities.
Also keep in mind and answer the following questions:
 What is the purpose of your evaluation?
 Who wants to know what?
 What will be measured and how?
 What resources are required, and when, to
complete the evaluation?
The Evaluation Worksheet (Table 6.1) helps you to track information about your
evaluation.

A. Purpose of the Evaluation
All projects need to demonstrate accountability to the community and to City Council.
Understanding the purpose of the evaluation helps to clarify how the evaluation should
be conducted and to define how the results will be used. The evaluation should be
structured so that you can:
 Demonstrate that public engagement goals and objectives were met, including
targets set for participation;
 Consider how satisfied the public was with the public engagement process;
 Identify improvements to public engagement processes; and
 Provide insights into what is effective in different situations.
Identify the purpose of your evaluation on the Evaluation Worksheet (Table 6.1).
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B. Evaluation Questions
Now you need to determine what information is required by your various stakeholders,
based on their interests. For example, one group of stakeholders may be interested in
“what worked, what did not work and why” to apply to their own public engagement
activities; another group of stakeholders may be interested in assessing if the design
and/or technique was the most effective for the decision being made; another group
may want to know how many people were engaged, in what way and how the
information was used to develop and/or implement the plan, program or service.
Determine your evaluation questions based on the needs of your key stakeholders.
Enter this information in the Evaluation Worksheet (Table 6.1).

C. Sources of Information and Measurement
To evaluate your public engagement process, you will need to gather information
before, during and/or after your public engagement activities. The information collected
is directly related to the purpose of your evaluation and to your evaluation questions.
Answer the questions:
 Where will the information come from?
 What methods will I use to collect information?
One key evaluation activity is to gather feedback from the participants of your public
engagement process. This input can be gathered using feedback forms provided at the
end of events, and/or through online questionnaires. Please see the sample Participant
Feedback Form (see 6.2).
Document your sources of information and how you will measure each activity on the
Evaluation Worksheet (Table 6.1).

D. Resources and Timelines
The last stage of building your evaluation plan is to determine who will do the evaluation
activity and when to complete this activity. This last step provides you with an
opportunity to assess resources required and decide if you need to modify your
evaluation plan. Some information may be easier to gather and analyze than others.
Keep in mind that all the evaluation information needs to be analyzed. This is a key
consideration when completing an assessment of your resources and timelines.
You may require a budget for your evaluation. Make sure you add this to your Budget
Worksheet (found in Step 2, Section F, 2.3).
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6.1 Evaluation Worksheet
This worksheet helps you to build your evaluation plan.
Table 14 - Evaluation Worksheet

Purpose of the
evaluation

Key evaluation
questions

Example:
To determine if the
goals and
objectives of our
public engagement
process were met

Example:
How well has the
project met its
public engagement
goals and
objectives?

Who is
interested in
the answer?
Example:
Decision
makers;
Project team

Sources of
information

Methods of
measurement

Who is
When?
responsible?

Example:
Project team

Example:
Project records;
Project team debrief

Example:
Jane

To determine if any
improvement could
have been made to
the public
engagement
process
To gain insights into
what is effective in
different situations
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Example:
End of
process

6.2 Participant Feedback Form (Sample)
Date:

_____________

Please take a few moments to answer the following questions about the Public
Engagement [consultation/collaboration, etc.].
1. On a scale of 1 to 5, please indicate your level of overall satisfaction with the
[consultation/collaboration, etc]: (1 = Very Dissatisfied and 5 = Strongly
Satisfied).
2. On a scale of 1 to 5, please indicate your level of agreement with the following
statements: (1 = Strongly Disagree and 5 = Strongly Agree).
Table 15 –Participant Feedback Form

Statement

1
Strongly
Disagree

The objectives of the session
were clear.
Information provided in advance
helped me to prepare for the
[consultation/collaboration/etc.]
The presentation made by City
staff about the [subject matter]
was clear.
There were sufficient opportunities
to provide input.
I understand how my feedback will
be used.

2

3

4

5
Strongl
y Agree

Comments

Comment:

1

2

3

4

5
Comment:

1

2

3

4

5
Comment:

1

2

3

4

5
Comment:

1

2

3

4

5
Comment:

1

2

3

4

5
Comment:

The next steps are clear.

1

2

3

4

5

3. What could have been done differently to improve the [consultation / collaboration]
session?
4. What worked well during the [consultation / collaboration] session?
5. Other comments – Please provide additional comments
Thank you for your feedback. It is important to us!
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Step 7: Share Learning
Sharing your experiences, both the successes and the challenges,
with colleagues across the Corporation allows all staff to learn and
to improve their engagement activities. This can be facilitated
through the Public Engagement Strategy Interdepartmental Staff
Committee, where all departments are represented.
To help gather information and facilitate learning, the City of Ottawa Public Engagement
Strategy Reporting Template (see 7.1) must be completed by all staff and sent to the
Public Engagement inbox at the end of each public engagement process. These
templates will be gathered together and may be shared with colleagues for learning
purposes. A summary or example of this information may also be used to report to
Committee and Council at predetermined intervals.
Please complete the City of Ottawa Public Engagement Strategy Reporting Template
found on the next page and send to the Public Engagement inbox.
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7.1 City of Ottawa Public Engagement Strategy
Reporting Template
Please complete this reporting template and submit to the Public Engagement inbox to
share learning with others across the Corporation.
Table 16 - City of Ottawa Public Engagement Strategy Reporting Template

Name of project:
Contact person:
Department:
Type of public engagement (as per the Public Engagement Spectrum):
Technique(s) used (e.g. focus groups, survey):
Target groups, if applicable (e.g. youth, newcomers):
# of participants:
Date of Activity/Time period:
BACKGROUND – Context/project behind the engagement:
PURPOSE OF ENGAGEMENT :

BRIEF DESCRIPTION OF ENGAGEMENT ACTIVITIES AND TECHNIQUES:
WHAT WORKED WELL AND WHY – Strengths/Successes?
WHAT DID NOT WORK WELL AND WHY – Challenges/Lessons Learned?
WHAT SHOULD BE DONE DIFFERENTLY NEXT TIME?
HOW WAS SUCCESS MEASURED – How do we know that the engagement was
successful?
WHAT WAS THE PARTICIPANT SATISFACTION RATING – How did you measure
this?
OTHER COMMENTS:
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Resources and References
Below are some resources and references available to you for more information.
Consult the Public Engagement Strategy page on OZONE for quick reference.

City of Ottawa Resources
Accessibility for Ontarians with Disabilities Act
Accessibility Policy
Accessibility Resources – General Page
Accessible Formats and Communication Supports Procedure
Accessible Web Publishing Procedures
Bilingualism Policy
Communications Policy
Equity and Inclusion Lens
Event Planning Toolkit
Freedom of Information and Protection of Privacy FAQ
Neighbourhood Connections Office – Learn about Your Neighbourhood
Neighbourhood Connections Office – Meeting and Event Facilities
Neighbourhood Connections Office – Public Space, Innovation and Engagement
Project Management Policy and Framework
Public Engagement Strategy
Records Management Policy
Records Management Procedures

Staff Supports
Accessibility Office
Corporate Communications
French Language Services
Rural Affairs Office

External Resources
International Association for Public Participation (IAP2)
Ontario Municipal Social Services Association (OMSSA) – Guide to Accessible Public
Engagement
Ontario Municipal Social Services Association (OMSSA) – Guide to Accessible
Meetings
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Better Decisions through Consultation and Collaboration

Questions to Answer in the
External Situation Assessment Stage
1. Based on your preliminary assessment, what stakeholder involvement process seems most
appropriate (information exchange, recommendations, agreement, or stakeholder action
process)?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
2. Based on the desired stakeholder involvement process and time frame for the decision, how
much time is needed to conduct the convening and implement the stakeholder involvement
process?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
3. Is a neutral convener needed for the external assessment process? What factors argue for or
against the use of a neutral convener?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
4. What resources are needed and available to conduct the external assessment process
(money, staff, technical contractors, etc.)?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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5. For your issue, what resources should you and the convener consult to identify the
stakeholders?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
6. What questions should you or the convener ask interviewees as part of the external
assessment process?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
7. If you’re considering a recommendations, agreement, or stakeholder action process, what
factors should you consider to determine the composition of the stakeholder group?
•

What decision-making method will be used—voting or consensus?

•

Is it necessary or desirable to seek a balance of interests among the participants?

•

Should participants represent themselves as individuals or as representatives of a
specific group or interest?

•

What should the size of the group be – how many direct participants should be included?

•

What should the role of the general public be in this process?

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
8. What information should be included in the convener’s report?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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9. How will you use the convener’s report to advance the stakeholder process design? Make
a list of the internal and external parties that need to read and discuss the report and what
steps are needed to finalize the process design?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Stage 1: Situation Assessment—Internal

Questions to Answer in the Internal Assessment Stage
1. What is the Agency’s mandate on the issue—does it permit a range of solutions?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
2. What action is the Agency considering?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
3. What decisions may the Agency wish to consider?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
4. How can the decision be improved by external input?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
5. What goals do you want the stakeholder involvement to accomplish?
a. Allow the affected public to raise issues of concern and provide information and opinions.
b. Gain insight on technical issues and possible solutions without developing specific
recommendations.
c. Secure sophisticated recommendations on controversial or complex issues while making a
unilateral decision.
d. Collaborate with stakeholders on a controversial decision.
e. Inspire stakeholders to collaborate on a voluntary action.
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6. What is the role of EPA in decision making?
a. Deciding with limited influence from others.
b. Deciding with a desire for fully-developed ideas from outside the Agency.
c. Mediating disagreements among stakeholders so you can make a decision.
d. Implementing a decision requiring the support of others.
e. Serving as a catalyst to inspire stakeholders toward voluntary action.
7. What resources are available?
a. Money
b. Staff
c. Technical contractors
d. Grants
e. Existing committees
8. Who are the key internal stakeholders?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
9. Who are the key external stakeholders?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
a. What is the history and/or current state of relationships on this or related issues?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
b. Where is your issue on external stakeholders’ priority lists?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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10. What stakeholder involvement statutes or executive orders are applicable?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
11. What is your timeframe and how flexible are the deadlines?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
12. What kinds of data are currently available to EPA and to all parties?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
a. What other information could be useful?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
b. How can external parties assist usefully in data development?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
13. What stakeholder involvement process seems best matched to your needs?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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STAKEHOLDER ANALYSIS TEMPLATE
PROJECT
MANAGER

PROJECT NAME
NAME OR
GROUP

Sponsors,
managers,
users, etc.

ROLE

DATE

VERSION

0.0.0

PREDISPOSITION

ANTICIPATED
INVOLVEMENT

ANTICIPATED
ISSUES

MOTIVATION /
DRIVERS

EXPECTATIONS
OF EXCHANGE

MILESTONES

ACTIVITIES

RESPONSIBLE
PARTY

DATE DUE

STATUS

Current
commitment
profile:
resistant,
ambivalent,
neutral,
supportive/com
mitted

What level of
involvement is
expected?

Known or
potential
issues

Why is the
stakeholder
invested in the
project's
success?

What is the
stakeholder's
predicted
input?

At what point
in the change
effort is this
stakeholder's
involvement
required?

What activities
directly involve
or impact the
stakeholder?

Team
member(s)
responsible

Task/involvem
ent needs to
be met by

What activities
directly involve
or impact the
stakeholder?

-

-

IAP2 Spectrum of Public Participation

PROMISE TO THE PUBLIC

PUBLIC PARTICIPATION GOAL

IAP2’s Spectrum of Public Participation was designed to assist with the selection of the level of participation that defines the
public’s role in any public participation process. The Spectrum is used internationally, and it is found in public participation
plans around the world.

INFORM

CONSULT

INVOLVE

COLLABORATE

EMPOWER

To provide the public
with balanced and
objective information
to assist them in
understanding the
problem, alternatives,
opportunities and/or
solutions.

To obtain public
feedback on analysis,
alternatives and/or
decisions.

To work directly with
the public throughout
the process to ensure
that public concerns
and aspirations are
consistently
understood and
considered.

To partner with the
public in each aspect
of the decision
including the
development of
alternatives and the
identification of the
preferred solution.

To place final decision
making in the hands of
the public.

We will keep you
informed.

We will keep you
informed, listen to and
acknowledge concerns
and aspirations, and
provide feedback on
how public input
influenced the
decision.

We will work with you
to ensure that your
concerns and
aspirations are
directly reflected in
the alternatives
developed and provide
feedback on how
public input influenced
the decision.

We will look to you for
advice and innovation
in formulating
solutions and
incorporate your
advice and
recommendations into
the decisions to the
maximum extent
possible.

We will implement
what you decide.

© IAP2 International Federation 2018. All rights reserved. 20181112_v1

Public Participation Tools
There are a number of tools or techniques that you can use to implement your
public participation process. These include in-person tools (those that involve
face-to-face interaction – meetings or workshops, for example) and remote tools
(those that do not involve face-to-face interaction – written surveys or websites,
for example). This tools section is organized around the fundamental purpose of
the tool:




Tools to Inform the Public -- techniques that you can use to provide
members of the public with the information they need to understand the
project and decision process
Tools to Generate and Obtain Input -- techniques that you can use to
obtain public input to the decision process
Tools for Consensus Building and Agreement-Seeking – techniques that
you can use to bring diverse groups of stakeholders together to engage in
shared learning and decision making.

Each tools page includes questions to consider when selecting a tool and a table
of some available tools with information on situations and purposes for which
each tool is best suited. Each tool listed in the table contains a link to tipsheet or
outside resource that provides a description of the tool, advantages and
challenges associated with the tool, and principles for successful planning.
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Tools to Inform the Public
Tools to inform the public include techniques that you can use to provide
members of the public with the information they need to understand the project,
the decision process, and also to provide feedback on how public input
influenced the decision. These tools take many forms and are applicable to all
levels of public participation. Stakeholders do not have to be physically present
for inform tools to work well. In fact, one of the most popular tools to inform, the
public meeting, is actually one of the least effective in that it reaches very few
stakeholders and is often not designed to meet the needs of those who are
present.
Tools to inform involve a wide variety of venues and approaches. However,
when considering which public participation tools to use, you need to be mindful
of the unique cultural attributes of the communities the sponsor agency serves
and select the tools accordingly. Some factors to consider might include:
 What existing communication networks are available to share information?
 What forms of information are more likely to resonate with the target
populations and therefore be most effective?
 Are there multiple languages in the community? How will you
accommodate these languages?
 What is the literacy level of the community? Will they understand the
information you are trying to convey?
 Are there types of communication that will not work with the target
audiences?
 Are there communication vehicles or media outlets that are considered to
be more trustworthy than others and that would be good vehicles for
sharing information?
In selecting and designing tools to inform, it is important to consider the following:
 Who needs the information?
 What is the target audience’s current level of knowledge and
understanding about the project?
 What information is needed for the public to be able to understand and
provide meaningful input to the project? What are the most direct and
effective ways to communicate this information?
 What are the public’s preferences for receiving information?
A low-trust situation may call for an entirely different tool than one where trust is
abundant. In extremely low trust situations, you might want to consider partnering
with a trusted third party individual or group to help create and distribute
information. Your choice of tool will also be influenced by the number of involved
stakeholders or participants and the specific location or point in the decision
process.
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When trying to inform a large group of people or an entire community, you may
need to rely more on mass media and the internet to ensure full access to
information. However, in some settings trust in mass media is lacking and
internet access problematic, so other ways of reaching the public may be more
appropriate. When working with smaller groups involved in consensus-building
efforts, you are more likely to use in-person and hands-on types of
communication.
In most cases, you will need to use multiple tools to effectively reach all
audiences.
In-person Tools to Inform
If you determine that you should have an in-person event to provide information
to the public, consider the following questions when selecting your tools.






What is the purpose or goal of the event? Purpose or goal should
always drive your choice of tool.
How many attendees are you expecting? Smaller numbers of
attendees allow for more flexibility in the design of the in-person event and
can provide for more interaction among attendees.
Do you want attendees to interact with one another to share
information and ideas, or only with the sponsor? If attendees want to
interact with one another, then the event should allow for small group
conversations and interaction.
How much time and/or other resources do you have to prepare for
the event? All in-person events require time and planning. Typically,
more time and resources are required to plan and implement tools that
involve more intensive interaction among stakeholders.

The following table lists some basic in-person public participation tools for
informing sharing.
In-Person Tools to Inform
Tools
Public Meetings

# of Parties
Limited by room size.

Briefings

Generally designed for
smaller groups
Generally one person at
a time

Telephone contacts
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Best Suited For
Smaller communities and
communities where
stakeholders are willing
to attend meetings.
Reaching out to
established groups.
All projects, but require
sufficient manpower to
answer and/or return
calls

Remote Tools to Inform
If you determine that you do not need to have an in-person event to provide
public information, consider the following questions when selecting your tools.






Who are you trying to reach and what are the best venues and formats to
distribute information?
To what degree do interested stakeholders have access to and/or use the
internet?
What resources do you have to distribute information and what is the most
efficient use of those resources to reach the maximum number of
stakeholders?
What opportunities or partners exist in the community that could assist in
the distribution and/or development of information?
What languages and literacy level are most appropriate?

The following table lists some basic remote public participation tools for informing
sharing.
Remote Tools to Inform
Tools
Fact Sheets

Web sites

# of Parties
Unlimited, but printing
and mailing costs could
be a consideration
Unlimited

Information Repositories

Unlimited, but can be
geographically
constrained by location.

Newsletters or Bulletins

Unlimited, but printing
and mailing costs could
be a consideration.

Information Kiosks

Unlimited, but
geographically
constrained by location.
Unlimited

Press and media
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Best Suited For
All projects and
audiences except where
literacy is an issue.
All projects and
audiences where access
is available. Literacy
issues can be overcome
by using voice and video.
Localized projects where
access to a physical site
is possible. Repositories
can also be established
on-line.
Projects with
manageable numbers of
stakeholders if printing
and mailing are to be
done.
Local projects.

Larger projects of
widespread interest; use
of press and media

should form part of the
overall communication
strategy

Non-traditional Tools to Inform
In addition to tools commonly associated with public participation, a range of
“non-traditional” tools exists for reaching the public. While these tools may not be
considered traditional from a public participation perspective, they are in fact
traditional information-sharing mechanisms in many social andcultural contexts.
The appropriateness of the tools described below is entirely dependent on the
social context of public participation. These tools can be loosely grouped into two
forms: performance and messaging.


Performance includes plays, dances, puppetry, poetry, song, and other
formats that provide information relevant to important pending decisions,
opportunities to participate in the decision process, and/or the importance
of public participation. Performance tools use story-telling as the basis for
creating and communicating information. Unlike many conventional public
participation tools, performance often involves an affective or emotional
dimension to information sharing. As such, it communicates by appealing
to intuition and feelings rather than by strict logical persuasion.
Performance is often effective in that it brings information directly into the
community, it entertains as it communicates, and often engages people
directly in the process.



Messaging involves using mechanisms to reach people “where they are.”
These mechanisms include the use of vehicles with public address
systems to broadcast messages as they drive through the streets or the
use of electronic signs that are posted at strategic locations. Both
vehicles and electronic signs impart important information about pending
decisions, locations where more information can be obtained, and/or
opportunities for providing input to the decision process.

(For more resources on tools to inform the public, click here)
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Tools to Generate and Obtain Public Input
Tools to generate public input are techniques that you can use to obtain public
input to the decision process. Through use of these tools you provide
opportunities to members of the public to share information and express their
opinions and perspectives for consideration in decision making. These tools take
many forms and are applicable to all levels of public participation except Inform.
When selecting a tool, it’s important to match it to the participation situation and
goal. Don’t always assume a public meeting is appropriate simply because that’s
what you’re accustomed to doing. Rather, think carefully about the purpose of
the participation event and select the tool based on that purpose and the
attributes of your particular situation. A low-trust situation may call for an entirely
different tool than one where trust is abundant. Similarly, the number of involved
stakeholders or participants and where you are in the decision process will also
influence your choice of tools.
In addition to considering your public participation goal and situation, one of the
first questions you should think about when selecting a tool for obtaining input is
whether you need to gather people together in-person to collect their input. You
should consider having an in-person event or meeting if you answer yes to any of
the following questions.







Are you required to have some form of public meeting or hearing at this
juncture of the decision process?
Do you need to present information to the public and be available to
answer questions about, or receive comments on, the presentation?
Do stakeholders or members of the public need or want to hear or learn
from other perspectives?
Do you need to build trust among stakeholders?
Do you want stakeholders to engage with you and one-another in
problem-solving?
Are there marginalized parts of the community that may need additional
outreach to ensure their opinions are heard?

In-person Tools for Input
If you determine that your situation or decision would benefit from having an inperson event to collect input, consider the following questions to select an
appropriate input tool.



What is the purpose or goal of the event? Purpose or goal should
always drive your choice of input tool.
How many attendees are you expecting? Smaller numbers of
attendees allow for more flexibility in the design of the in-person event and
can provide for more interaction among attendees.
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Do attendees want to have their comments as part of the public
record? Formal public meetings or hearings typically allow attendees to
make formal comment that can become part of the public record.
Do you want attendees to interact with one another, or only with the
decision maker? If attendees want to interact with one another, then the
event should allow for small group conversations and should not allow
only one person at a time to make formal comment. If relationship
building is important, you should select a tool that allows for more
interaction across stakeholder groups and interests.
Do you want stakeholders to respond to a proposal? If you’re seeking
comment on a proposal, public meetings, hearings, or those that involve
computer-assisted processes might be appropriate.
Do you want stakeholders to work together to develop options or
alternatives for consideration? Interactive and intensive processes,
such as workshops or charrettes, are useful tools for stakeholders to work
together to develop specific alternatives.
How much time and/or other resources do you have to prepare for
the event? All in-person events require time and planning. Typically,
more time and resources are required to plan and implement tools that
involve more intensive interaction among stakeholders.

The following table lists some basic in-person tools for obtaining public input.
In-Person Tools for Generating Input
Event Type
Interviews
Focus Groups
Study Circles
Public Meetings/
Hearings

Public Workshops

Appreciative Inquiry
Processes
World Cafes

# of Attendees
Individual or small group

Best Suited for
Learning about individual
perspectives on issues
Small groups (15 or
Exploring attitudes and
fewer)
opinions in depth
Small (5-20)
Information sharing and
focused dialogue
Large groups
Presenting information to
and receiving comments
or feedback from the
public
Multiple small groups (8 – Exchanging information
15 in each small group)
and/or problem-solving in
small groups.
Varies, but usually
Envisioning shared
involves “whole system”
future, not making
decisions
Very adaptable, involving Fostering open
multiple simultaneous
discussion of a topic and
conversations (4-8 in
identifying areas of
each small group)
common ground
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Charrettes

Small to medium

Computer-Assisted
Processes

Large

Generating
comprehensive plans or
alternatives
Receiving real-time
quantitative feedback to
ideas or proposals

Other Input Tools
If you determine that you don’t need to have an in-person event, consider the
following questions when selecting a public input tool.


What is the technological capacity/access of stakeholders from
whom you want to hear? This is a threshold question for determining
what tools you might use to obtain input. If the stakeholders have access
to and the capacity to use computers, then you can use on-line tools to
obtain input. If not, you’ll need to use other tools, such as phone surveys
or paper comment forms/surveys.
 What type of information are you trying to obtain? The complexity of
the information you’re trying to obtain will influence your choice of input
tool. It is easier to collect and analyze quantitative than qualitative
information. Asking stakeholders to order rank proposed options lends
itself to surveys, whether administered by phone, internet, or paper.
However, soliciting stakeholder views or concerns on an issue, proposal,
or visions for the future typically requires open-ended questions, which are
better suited to comment forms. Thorough analysis of public comments
requires considerable resources.
 From how many stakeholders are you seeking to obtain input? The
number of stakeholders from whom you are seeking input will influence
the comprehensiveness and creativity of your information collection effort.
If you’re seeking information from many stakeholders, you may wish to
focus on quantitative information that can be easily tabulated. If you are
only seeking input from a limited number of stakeholders, you have more
flexibility to collect comprehensive qualitative information through
comment forms or resident feedback registers.
What resources (time, staff, and funds) can you commit to obtaining
stakeholder input? Resources determine what is achievable. It is better to
perform limited stakeholder input efforts well than to do large-scale efforts poorly.
How will you ensure all voices are heard regardless of race, color, national origin,
sexual orientation or income, with respect to the development, implementation,
and decisions made through the public participation process?

(For more resources on tools to obtain and generate input, click here)
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Tools for Consensus Building and Agreement Seeking
Tools for consensus building include techniques that you can use to bring diverse
groups of stakeholders together to engage in shared learning and decision
making. These tools are only applicable to the collaboration and empower levels
of public participation.
Consensus building is a process and cannot be done quickly. In general, any
consensus-building effort requires a consistent set of participants who work
together over the duration of the process. It is important for the participants to
work and learn together, developing the relationships essential to reaching
agreement. This is not possible if participation is not stable. Consensus-building
in low-trust situations will take even longer as participants must first develop the
trust needed to work together constructively, which is a precursor to reaching
agreement.
Consensus building requires that people meet face-to-face. While some activities
can occur remotely at points during the process (especially through internetbased video, voice, and document sharing), initial relationship-building and key
agreement seeking will require in-person meetings.
Many of the tools to inform and for generating and obtaining input can be used as
components of a consensus building process to educate participants, generate
dialogue, and identify common ground.
When designing a consensus process, consider the following questions:








Who needs to be included for the final consensus to be legitimate?
How will you include a diverse group of stakeholders that are a part of the
consensus building process and ensure their voices are heard regardless
of race, color, national origin, sexual orientation or income?
Are all key interests willing and able to participate?
Are there trust or other issues that must be addressed before the process
can begin?
What are the key decisions that must be made to achieve overall
consensus?
What information is necessary for all parties to understand in order to
build a viable consensus?
If the consensus process is not binding, to what degree are decisionmakers willing and committed to considering the outcome of the
consensus process?

Event Type
Consensus workshops

# of Attendees
Up to hundreds
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Best Suited for
Smaller, less
controversial decisions or

Advisory boards and
similar groups
Computer-assisted
processes

Small groups (25 or
fewer)
Large

Citizen juries

Limited, generally around
12

identifying shared values
Long-term and complex
processes
Decisions that can be
well defined into small
segments and do not
require stakeholders to
get to know each other
Decisions that can be
organized into clear
options

(For more resources on tools for consensus building and agreement seeking,
click here)
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Appreciative Inquiry Process
Description
Appreciative Inquiry is a facilitated process to discover past and current
practices that inform and inspire participants as they strive to collaboratively
create and implement an ideal future. Unlike many decision-making processes
that focus on what is not working, Appreciative Inquiry focuses on what is
already working or and where people want to increase what is working. It does
not focus on the identification or solving of problems, but rather envisioning
and creating a positive future. It involves selecting topics of shared interest for
inquiry, conducting structured interviews to bring out stories that reveal the
best of the past – or what has worked – and identifying themes to help plan the
future. Appreciative Inquiry is a systematic process that uses the art and
practice of asking questions and building upon stories to foster innovation and
imagination.
Advantages
 Solicits the full participation of stakeholders in mission or vision
development, strategic planning, and community development.
 Builds support for change as an ongoing process and not just a one-time
event.
 Promotes heart-felt inquiry, discovery, and renewal.
 Supports organizations in transition.
Challenges to Consider
 Because this process is intended to bring the “whole system” together,
when using Appreciative Inquiry at the community level it is important to
make sure participants are representative of the entire community and
that very broad access is created to include as many people as possible.
 Not appropriate where predictable, linear processes and outcomes are
required or where the problem identification and problem-solving method
for change is preferred.
Principles for Successful Planning
 Provide Appreciative Inquiry training/experience to all team members
and decision makers to make sure they are comfortable with the process
and open to possible outcomes.
 Convene a coordinating committee that is representative of the public to
develop the theme or question to be considered.
 Follow the 4-D cycle for implementing the Appreciative Inquiry process.
- Discovery: craft questions, develop interview guide, train
interviewers, conduct interviews, share stories from interviews
about best practices, map the core of the findings.
- Dream: reflect on a focal question, engage in a dream
dialogue, clarify the collective dream, creatively enact the
dream, determine common themes, create an organizational
dream map and document the dream.
- Design: identify a meaningful social architecture, select
relevant and strategic design elements, identify organizational
design preferences, craft provocative propositions.
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-

Destiny: review, communicate and celebrate accomplishments,
generate a list of potential actions, and self-organize for
inspired action.

Resources Needed
Staffing
 Facilitator trained in the appreciative inquiry process
 Logistics staff (number needed will depend on group size)
Materials
 Optional laptop computers, printers, copy machine
 Easels and flipcharts (1 for every 6-8 participants)
 Overhead projector
 Microphones for larger groups
 Interpreters, if necessary
Planning Time
 Substantial time may be needed to assemble representative coordinating
committee and train committee members in Appreciative Inquiry method
 Planning requires time to develop a detailed schedule of events and
organization and advertising for each individual event
Implementation Time
 Vary in length depending on the purpose, organization, and process
design. A full four-step process can take several months
 A large Appreciative Inquiry process can be accomplished in a summitstyle meeting that gets the “whole system” in the room and lasts a few
days
Group Size
 Varies depending on system size. Can accommodate up to 1,000 people.
Cost


Can vary wildly depending on the size of the group or “system.” Most
significant expenses are staff time and facility costs.

Most relevant participation level:
 Collaborate
For More Information:
http://appreciativeinquiry.case.edu/
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Briefings
Description
Briefings are generally short presentations provided directly to community
groups at their existing meetings or locations – such as social and civic clubs –
to provide an overview or update on a project. The presentation may be
delivered by the sponsor agency’s representative and can be followed by detailed
discussions in a question-and-answer format. Briefings are useful as a public
information activity when an identified group is going to be affected by a
proposal or needs to be kept up to date on issues and activities. Briefings can
also be used as a forum for feedback and may provide some preliminary ideas
of community issues and values based on the discussion and questions.
Accommodations for different languages and literacy levels should be made
when planning.
Advantages
 Informs stakeholders of a project, product, or proposal and provides
them with a chance to ask questions
 Keeps key stakeholder groups informed and involved in a less formal
and expensive process than large public meetings
 Can be held more frequently than larger public meetings
 Generally used with existing groups who hold meetings or are willing to
add agenda topics to an existing meeting or to organize a special session
to get information about the project
 Provides a forum to interact directly with a particular group and allows
tailored presentations to explain issues, circumstances, and
implications unique to the group, and to get feedback and input on what
is important to the community
 Allows sponsor to reach groups and individuals who may not attend
other types of meetings
 Are informal and help to build community good will and create a more
effective atmosphere for dialogue and responding to specific questions
Challenges to Consider
 Make sure that all groups are treated equally
 Briefings should not be treated as public relations to convince specific
groups of your proposal or to pit groups against each other
 Individuals conducting briefings should be well versed in the project and
be able to answer questions, but also open and approachable to help
build community relationships
 Stakeholders may be disappointed if the briefing is used only as a
means to inform them and not also to answer their questions and get
input to their ideas, interests and concerns
Principles for Successful Planning
 Manage expectations of the audience by stating a clear purpose and
agenda at the outset.
 Stay within guidelines and constraints provided by the host organization
 Don’t just favor one or two key groups; get out in the community and
work to identify a full range of organizations
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Reach out directly to groups and make personal contact with offers for a
briefing; it is important to accommodate group/community needs as
much as possible
Clarify whether the groups are willing to promote the event, and whether
you need to provide promotional material (flyers, posters, newsletter
articles)
Know your audience in advance; be sure not to make the presentation
too technical
Do not use briefings as a forum for making decisions or reaching
consensus
Questions, concerns, and issues of stakeholders should be recorded.
Provide a summary of what you heard at the end
Prepare presentation materials in light of the specific interests of the
target audience
Leave behind information about your project that attendees can share
with others
Bring refreshments if not already provided
Offer to offset any special costs your presentation might entail
Prepare and bring printed material and background information
Make presentations engaging, fun, and concise
Bring visuals if possible, especially hands-on materials, and talk about
case studies or personal experiences to illustrate the points you want to
make
Record all input and comments; summarize what you have heard at the
end of the meeting and let participants know what you will do with their
input and what to expect next in the process, especially opportunities
for ongoing participation
Acknowledge past exclusion of certain groups and how project is an
opportunity to move forward in a meaningful way

Resources Needed
Staffing
 Staff to develop briefing and handouts
 Presenter and one or two support staff to attend meeting
Materials
 Data projectors, laptops, screens
 Flipcharts, tape, and markers
 Presentations, fact sheets, agendas
 Demonstrations, models, giveaways
 Comment forms
Planning Time
 Effective briefings should be carefully planned but can generally be done
in a few days
 It could take several months to coordinate with all the different groups
that desire briefings; not all groups meet frequently or on a regular
schedule
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Implementation Time
 Briefings are generally short, often less than an hour including dialogue
time
Group Size


Cost


Briefings are generally designed for smaller audiences, though can be
adjusted
Limit the number of staff that attend a briefing as you do not want to
overwhelm the meeting.
Briefings are generally very low cost.

Most relevant participation levels:
 Briefings can be held at all levels on the IAP2 spectrum.
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Charrettes
Description
A charrette is an intensive, multi-disciplinary workshop with the aim of
developing a design or vision for a project or planning activity. Charrettes are
often conducted to design such things as parks and buildings, or to plan
communities or transportation systems. A team of design experts meets with
community groups, developers, and neighbors over a period lasting from one
day to a couple of weeks, gathering information on the issues that face the
community. Charrette participants then work together to find design solutions
that will address the issues that stakeholders have identified as priorities and
result in a clear, detailed, realistic vision for future development.
Advantages
 Facilitates collaborative design of visible projects that will have high
impact on people’s lives
 Brings project stakeholders together to facilitate fast and interactive
decision making
 Creates partnerships and positive working relationships with the public
 Especially useful for land-use planning or other issues that require
speculation about the future
 Can save money where many drawings are needed in a short time; rather
than commissioning expensive design drawings without input from the
community, a charrette offers an inclusive, less expensive process
Challenges to Consider
 This specialized tool is only applicable to scenarios where a high level of
public awareness and input is needed and welcomed
 The process is intensive and can be expensive, usually lasting several
days and involving experts and specialists, including a trained charrette
facilitator
 A compressed time period and multi-day requirement means some
stakeholders may not be able to attend
 Charrettes may not provide adequate time provided for reflection and
design refinement
 Take care to make sure that participants are seen as fully representative
of the larger public
Principles for Successful Planning
 Design tailored, participant-appropriate approaches to the charrette
process
 Begin as early as possible and bring people face-to-face
 Invite broad participation – all those directly impacted, all those
indirectly impacted, and all the decision-makers
 Set attainable charrette goals and identify future milestones, as
appropriate
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Brief the participants on the charrette process, which aims at delivering
feasible and creative solutions within a short period of time
Hire a trained design charrette facilitator, who can help form teams and
small groups, obtain quick agreement on desired outcomes, and keep
everyone involved in the process
Plan for a workshop that provides sufficient time for the participants to
work intensively on a problem and then present their findings
If possible, have the top decision maker present to welcome participants
and validate the importance of their participation
Provide – and use - high-quality, legitimate information; high-quality
information provides a basis for meaningful participation. Legitimate
information is that which all participants view as valid and pertinent
Address participants’ information needs promptly and as
comprehensively as possible
Form small working groups; groups may discuss one general topic at a
time or may be assigned differing topics
The process operates with general sessions, small work groups, report
backs to the large group, and feedback sessions with, or presentations
from technical staff or decision makers
Decision makers work with participants to achieve reasonable and
feasible decisions, by identifying reasonable constraints, teaching
relevant design principles, and offering professionals insights to the
ramifications of different design approaches
Groups address issues or topics by focusing on how to meet different
interests and creating joint criteria for successful designs
The highest-ranking decision maker closes the event by stating how the
charrette’s outcomes will be incorporated into the final decision

Resources Needed
Staffing




A leader experienced in the charrette technique
Staff who have worked on the problem or with applicable policy and can
provide needed technical information
A planner, landscape designer, and/or architect, depending on the
design issue being discussed

Materials








Large maps
Overlays to allow sketching on maps
Boards to display applicable data
Large newsprint pads and markers to record ideas
Photographs of sites
Handouts of basic goals/time limits/meeting ground rules
Printed background information with background data

Planning Time
 May require several months of planning and preparation
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Implementation Time
 Requires at least one-half day for modest issue and up to several days
for complex issues
Group Size
 Can accommodate groups of varying sizes. A medium size group is 10 –
50 persons, and a large group is 50-100 persons
Cost


High, generally requires outside expertise and development of myriad
materials

Most relevant participation levels
 Most relevant to Involve, Collaborate, Empower
For More Information
http://www.charretteinstitute.org/resources/files/BuildingBlocks4_1.pdf
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Citizen Advisory Boards
Description
Citizen advisory boards are known by many names—boards, committees,
groups, task forces, etc. Citizen advisory boards consist of a representative
group of stakeholders from a particular community appointed to provide
comments and advice on a project or issue.
Boards generally meet on a regular schedule over a period of time to develop a
detailed knowledge of the project and issues and to share their relevant
perspectives, ideas, concerns, and interests. Boards often work to identify areas
of common ground and/or consensus recommendations.
Advantages
 Provides broad-based input into planning and decision-making from a
range of stakeholder interests that are affected by a proposal or issue
 May work over time to generate in-depth knowledge and ownership of a
project or issue in a way that less intensive efforts cannot achieve
 Allows for the in-depth and focused involvement and input of a wide
range of stakeholders, including often marginalized communities
 Allows for development of consensus (where achievable) and detailed
recommendations for action on complex issues that affect the broader
community
 Allows for in-depth understanding of project issues among stakeholders
represented on the board
 Provides opportunities for exploring alternative strategies and building
on commonalities and alliances
 Provides for a detailed analysis of project issues, timelines and
deliverables and a focus on the outcomes
 Enables participants to gain an understanding of other perspectives
leading toward common ground for recommendations
Challenges to Consider
 Convening must be done in such a way as to result in a fair and
balanced group that is widely perceived to represent the community at
large
 The range of interests must be broad enough to represent all those
affected, and members must possess the relevant background and skills
to assist in addressing the problem at hand
 Boards must be provided a meaningful role in the decision process and
should not be viewed as a rubber stamp
 Participants must be willing to work together on a common challenge
 Sponsors must be aware of potential conflicts among stakeholders to
ensure that key issues are addressed early in the process
 A clear mission, charter, and ground rules need to be agreed to by all
members
 The sponsor should work closely with the board to ensure that it does
not take on an agenda that is not within the context of the project or
range of public influence
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Individual members’ comments to the media may not coincide with the
board’s decisions or the sponsor’s policies; a set of principles can be
developed to provide guidelines on members’ comments to and
interactions with the media
The general public may not embrace committee recommendations
unless the committee keeps the public informed of developments and
progress being made throughout the process
It is not always possible to achieve consensus
Can be very time and labor intensive if the issue is significant

Principles for Successful Planning
 Conduct a thorough stakeholder analysis and convene the board such
that all relevant community interests are fairly represented in its
membership
 Select a strong chairperson who understands good process; avoid
putting the loudest or most opinionated stakeholder in the chair
position
 Avoid alternative and backup representatives, as full and continuous
participation is generally needed to build the understanding and
relationships required for consensus building
 Get agreement of all members on a clear mission for the advisory board
and the requirements of member participation
 The sponsor should work closely with the board throughout its life and
be careful not to let the board spend a lot of time developing
recommendations that have no chance of being accepted
 Use experienced neutral third-party facilitators to manage the overall
board process
 Set expectations to ensure that members continually communicate with
their constituents to keep the larger community informed and engaged
throughout the process
 Do not rush the process, it takes time for board members to build
relationships and trust and become fully informed enough about the
project in order to develop meaningful results
 Maintain regular contact between board activities and the broader
community; seek opportunities for broader public interaction with the
board
 Record decisions and keep a running summary of board deliberations,
make sure all decisions are supported by a clear and detailed rationale
to share with the broader public
 Produce a detailed final report of recommendations including a thorough
rationale for decisions
Resources Needed:
Staffing
 Facilitator
 Administrative and logistical support
 Technical project support to develop briefing papers and information
 Independent technical experts
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Materials
 Regular meeting venues
 Briefing books, presentations and materials
 Tours
 Refreshments
 Child care
Planning Time
 Convening an advisory board may take several months to identify,
invite, and confirm members
 Care should be taken to have a formational meeting to ensure all
members agree to mission and process of the board
 Well functioning advisory boards require a great deal of time and effort
to prepare for each meeting
Implementation Time
 Advisory boards generally meet once per month for several hours up to
full-day meetings
 It generally takes 12 to 18 months for most boards to address issues
and develop recommendations; complex and controversial projects can
take significantly longer
Group size
 Most boards range from 12 to 25 persons in size
 Boards larger than 20 persons are difficult to facilitate, however it is
more important to ensure that all key community interests are
represented rather than to try to find the ideal size
Cost




Boards can be very expensive to form and manage.
Independent facilitation is essential and independent technical support
is also often required
Boards also need a great deal of administrative support

Most relevant participation levels
 Most appropriate at higher levels of the spectrum, particularly involve,
collaborate and empower
 It generally makes little sense to ask stakeholders to contribute the level
of effort required of a board if the agency is not interested and
committed to serious consideration of consensus recommendations
For More Information
http://www.epa.gov/superfund/community/cag/pdfs/cagtlktc.pdf
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Citizen Juries
Description
Citizen juries involve creating a “jury” a representative sample of citizens
(usually selected in a random or stratified manner) who are briefed in detail on
the background and current thinking relating to a particular issue or project.
The issue they are asked to consider will be one that has an effect across the
community and where a representative and democratic decision-making
process is required. The “jury” is presented with a range of possible alternatives.
Citizen jurors consider the alternatives and make a judgment as to the most
attractive alternative for the community. They present their decision as they
would in legal juries, often in the form of a report. The report may include
recommendations for future actions or directions. In most cases, the
responsible agency agrees in advance that it will implement whatever decision
the citizen jury makes.
Citizen juries involve the wider community in the decision-making process in a
representative fashion. Participants are engaged as citizens with no formal
alignments or allegiances. The randomly selection is intended to prevent strong
advocates for any particular outcome to lobby for inclusion. Citizen jurors are
expected to bring with them an intrinsic worth in the good sense and wisdom
born of their own knowledge and personal experience. Citizen juries provide the
opportunity to add to that knowledge and to exchange ideas with their fellow
citizens. The result is a collective one, in which each juror has a valuable
contribution to make.
Advantages
 Can be used to broker a conflict, or to provide a transparent and nonaligned viewpoint
 Are intended to complement other forms of consultation rather than
replace them; public input on values, concerns, and issues should be
part of the “evidence” provided to juries
 Can be used to draw members of the community into participative
processes where the community is distanced from the decision-making
process or a process is not seen as being democratic
 Strives to improve representation in participative processes by engaging
a cross section of the community in the jury
 Provides a transparent participatory process which can be seen to be
independent and credible
 Provides a public democracy mechanism
 Provides citizens with an opportunity to develop a deep understanding of
the issue
 Involves ordinary citizens
 Helps to gauge public reaction and opinion
Challenges to Consider
 A fair and transparent process for selecting jurors is particularly
important; jury members must be representative of the community in
consideration, and must be perceived as such by the broader
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community--make sure to include parts of the community that may
have been previously excluded
Everyone involved needs to be clear about the results and how they will
be used.
Ahead of the event, time needs to be allowed to empanel the jury, hire a
facilitator, put together briefing or background papers, and contact
“experts” to provide testimony regarding the different options
Preparation also includes developing presentations on alternatives,
engaging the experts and other witnesses, and timing everyone’s
participation, as it can take several days to run the jury
The sponsor must follow recommendations or explain why not. To go
against the jury’s recommendations could have significant ramifications
for the credibility of the sponsor and on future engagement efforts in the
community

Principles for Successful Planning
 Select a broadly representative group of approximately 8-12 people
Determine a question important to the issue being considered or develop
a series of options for the jury to consider
 Because of the random nature of selection and the time commitment,
jurors are often paid a fee
 Brief jurors on the rules of the proceedings, and allow them two-to-four
days to develop a recommendation
 Provide expert witnesses to brief the jury, be cross-examined by the jury,
and spend time discussing the issue with the jury
 Engage independent moderator(s) to assist the process of deliberation
 At the agreed time, arrange a presentation from the panel and/or collect
the jury’s report, which should outline its recommendations
 Hold the jury in a large enough venue to allow for an audience, consider
videotaping and/or televising the proceeding.
 Publish the jury report and recommendations; it is essential to have
widespread communication about the process and results.
 If the recommendations of the citizen jury are not accepted, a detailed
rationale is essential
Resources Needed
Staffing
 Moderator/facilitator of overall process
 Staff to select, brief, and manage jurors
 Expert witnesses
 Staff to prepare information on alternatives
 Press and communications staff to widely advertise proceedings
 Videographer
Materials
 Venue reservation with appropriate space and furniture
 Refreshments appropriate to time, effort and audience (the jury needs to
be fed)
 Data projectors, laptops, screens
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Flipcharts, tape, and markers
Sound system with cordless microphones
Presentations, posters, models
Video equipment
Information notebooks for jurors

Planning Time
 Effective citizen juries take months to plan
Implementation Time
 Juries can last multiple days to present evidence and then additional
days for jury deliberation and report preparation.
Group Size
 The juries themselves are very small, but are designed to engage much
broader interest from the whole community.
Cost


Costs for juries can be quite high to prepare all of the information
required, and engage experts and facilitators.

Most relevant participation levels
 Juries are typically designed at the empower level as the jury decision is
expected to be implemented by the sponsor agency.
For More Information:
http://www.jefferson-center.org
http://www.ncl.ac.uk/peals/dialogues/juries.htm
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Computer-Assisted Processes
Description
Computer-assisted processes use computer-based tools to facilitate interaction
and documentation at large group forums. Examples include keypad polling or
networked computers, where individuals enter responses to questions on
numerical keypads or networked computers and the composite results are
displayed. These processes are best used in large settings. They encourage
everyone to participate, provide for real-time input and displaying of the results
of that input, and allow for obtaining as much quantitative information as
possible in a given time frame.
Participants in computer-assisted processes express preferences to several
scenarios. They press buttons corresponding to questions associated with the
scenario, using a preference scale to respond to a question, e.g., high to low,
like to dislike, one to five, etc. The questions have been carefully selected and
sequenced to allow analysts to infer preferences and/or special interests among
the scenarios and discussion topics. From the voting, reports may be provided
instantaneously or only votes collected instantaneously, with the results
presented at a later time through a pre-arranged feedback mechanism. More
sophisticated methods allow for the real-time adjustment of subsequent
scenarios based on the immediate responses of voters.
Advantages








Encourages participation because voting is anonymous
Useful when seeking preferences quickly from an audience
Allows for real-time input and immediate feedback in large group
settings
Honors minority views
Discourages individuals from dominating the group process
Facilitates documentation at large group forums
Can be used with other parts of the project or plan development cycle to
improve the agency's understanding of community preferences

Challenges to Consider







Are expensive to implement and often require technical support
Software can limit design options
Emphasizes quantitative data at the expense of qualitative information
Only takes the opinions of those voting, which may cause for skewed
interpretation of preferences and results
Participants may be reluctant to use the devices for fear of new
technology, accuracy, anonymity, or similar factors
May not be appropriate for all communities
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Principles for Successful Planning






It is important to not let the technology drive the participation process.
The choice of technique and who participates should depend on the
objectives of the public involvement process.
Determining appropriate representation is critical. Participants may be
selected to be representative of a special subpopulation or representative
of the more general population. At other times, there maybe no preselection or screening of voters and those who have access to the devices
or voting sites are allowed to cast a preference
The questions to which participants respond have to be well-structured
and specific to obtain useful information
Computer-assisted processes can be stand-alone events to obtain public
input on preferences, or the information obtained through computerassisted processes can serve as the baseline or foundation for
stakeholder dialogues.

Resources
Staffing




A team is needed to plan for and organize the large public forum
A facilitator
Technical staff to support the computer-assisted process

Materials





Computers and software
Voting keypads for all participants
Meeting venue to hold large numbers of participants
Large screens for projecting results

Planning Time


Computer-assisted process can require substantial planning time to
determine who should participate; the kinds of questions that will yield
important information; to obtain, pilot, and trouble-shoot the technology;
and to secure a large meeting venue

Implementation Time


Computer-assisted processes typically last up to a day. Analyzing the
results can take longer

Group Size


Only limited by size of the room and availability of technology.
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Cost


Typically high due to large number of participants and the need for
computers, software, keypads and on-site technical support

Most relevant participation levels:


Consult, Involve, Collaborate
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Consensus Workshops
Description
A consensus conference is a type of public meeting that allows stakeholders to
be involved in assessing an issue or proposal and working together to find
common ground and deliver consensus-based input. The conference is a
dialogue between experts and citizens. It is open to the public and the media.
This is an opportunity to include all stakeholders, especially marginalized
communities.
Formal consensus conferences are generally two to four days and include the
following activities:
 Panelists hear experts’ responses to questions
 After hearing these responses, panelists ask follow-up questions
 The audience is given an opportunity to ask questions
 The panel deliberates and prepares a position statement to achieve
consensus on the issue
 Panelists present outcomes
 Planning committee prepares a report of the outcomes and distributes to
panelists, media, and decision-making bodies
The citizens panel plays the leading role by formulating questions to be taken
up at the conference and participating in the selection of experts to answer
them. The citizen panel has two weekends for this preparation. The expert panel
is selected in a way that ensures that essential opposing views and professional
conflicts can emerge and be discussed at the conference. An advisory/planning
committee has the overall responsibility for making sure that all rules of a
democratic, fair, and transparent process have been followed. Consensus
conferences have mostly been used where the topic being investigated concerns
management, science, or technology. They require a strict adherence to the
rules of implementation to be successful. Where members of the community feel
their views go unheard, the consensus conference offers an exciting
participatory technique for democratic participation.
Advantages
 Gives members of the community a chance to have their say on
community issues, increase their knowledge of and ability to participate
in such a discussion, and come to one position statement that all
participants can “own.”
 At the end of a consensus conference, the outcome should be a position
statement that reflects the joint decision(s) of all participants on an
issue or proposal
 Assists in the facilitation of public debate from a range of perspectives
 Empowers lay people to develop an informed understanding and make
some contribution to the development of policy on a sensitive topic
 Demonstrates a plurality of views on issues
 Bridges the gap between experts and lay people, including previously
excluded members of the community.
 Can develop new knowledge
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Challenges to Consider
 High costs for set up and recruitment of participants and staging the
event
 The conference would run for a two-to-four day period and therefore can
be costly
 The process of panelist selection can be difficult and a stakeholder
assessment must be performed to determine the relevant groups that
should participate; this will ensure that representation from the relevant
groups is achieved
 For the citizen panel, need to recruit members who are representative
and from a wide range of backgrounds rather than members of the
community who are usually present in participatory processes
 Strict adherence to the implementation rules is required for the
conference to be successful
 The formal nature of the tool can restrict impartiality
 Rapid production of reports and findings is required
 Choice of an effective facilitator is critical to the success of the
conference
Principles for Successful Planning
 Select an advisory/planning committee to have the overall responsibility
for making sure that all rules of a democratic, fair, and transparent
process have been followed
 Organize a public meeting and advertise the venue, time and topic to the
public, experts in the field to be discussed, the media and appropriate
decision-making bodies
 Select participants for the citizen panel, ensuring a representative
sample of the geographic area and/or relevant community groups (about
14 people)
 Hire a professional facilitator to work with the citizen panel during its
preparation
 Book suitable venues for the citizen panel to meet over two weekends to
work with a facilitator to formulate the questions to be taken up at the
conference and participate in the selection of experts to answer the
questions
 With the help of the citizen panel, select the expert panel in a way that
ensures that essential opposing views and professional conflicts can
emerge and be discussed at the conference. Good experts are not only
knowledgeable but also open-minded and good communicators with an
overview of their field
Resources Needed
Staff






Moderator/facilitator
Experts
Recorders
Administrative and logistical support
Photographer/videographer
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Materials











Publicity
Venue and appropriate furniture
Refreshments
Audio and visual recording and amplification
Data projectors
Video
Projection screen
Props for working in groups (pens, paper, pins, etc.)
Child care
Interpretation, if necessary

Planning Time
 There is significant planning involved and can take several months.
Implementation Time
 Two-to-four days in general.
Group size
 Limited number of panelists but a large audience can also attend and
participate.
Cost


Relatively high because of the large number of staff required.

Most relevant participation levels
 Most appropriate at higher levels of participation, particularly
collaboration.
For More Information
http://www.ethicaltools.info/content/ET4%20Manual%20CC%20(Binnenwerk
%2040p).pdf
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Electronic Democracy
Description
Electronic democracy describes a wide range of interactive tools that embrace
existing and emergent media sources as a forum for allowing members of the
public to express opinions and seek to influence decision-making within their
community, state, country, or globally. Electronic democracy can be achieved
through older technology, such as television and radio, and newer technologies,
such at the internet, cell phones, and electronic polling systems. These newer
technologies are widely used participatory tools. Massive numbers of
stakeholders can access information and provide direct input through the
internet. Large groups can also provide real-time input at public meetings
through electronic polling devices (see computer-assisted processes).
Advantages
 Aims to engage more members of the public in expressing their opinions
on a website, via email, or through other electronic communications
options, in order to influence planning and decision-making
 Increases the number and variety of people who exercise their
democratic rights through comments sent to decision-making bodies
with regard to proposals and issues
 Creates a virtual public space where people can interact, discuss issues
and share ideas
 Allows citizens to participate at their own convenience
 Can reach very large audiences with relative ease and little cost
 Facilitates interactive communication
 Disseminates large amounts of information effectively and without
distortion
Challenges to Consider
 Can exclude participation by those not online
 Results can be manipulated therefore results of on-line polls should be
carefully considered
 Enormous amounts of input will require significant time and effort to
synthesize and make sense of the input
 People can become disillusioned if the project is “over-hyped;” keep
expectations realistic
 Encourage electronic conferencing among participants in an interactive
forum to help the project moves beyond mere broadcasting to build an
on-line, participatory open space
 Avoid list servers that automatically reply to all; email lists with many
active subscribers generate so much information that they drive people
away
Principles for Successful Planning
 Establish a detailed website providing information about the project and
links to other sites that may provide background information to help to
ensure that input is informed
 Keep your site well organized and up to date
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Use standard HTML formatting to make the site as inclusive as possible
Provide details of subscribe/unsubscribe procedures
Set up your own on-line dialogue through your website.
Counting the number of people who visit the site can provide useful data
for authorities who need to know how many people are concerned and
what kinds of issues are of concern to the community
Investigate whether government news groups offer newsgroup space for
local electronic democracy projects; newsgroups provide the core of
information exchange and global topical discussions
Don’t forget to let the traditional media know about your e-democracy
project, an article in the news (radio, television or print) will let people
know of your project and its address

Resources Needed
Staff


IT staff

Material
 Online service providers
 Computers and programs to build, update, and receive input
Planning Time
 Can take many months to design, program, and initiate.
Implementation Time
 Websites should be maintained throughout the life of the project.
 Input periods should be clearly defined and well advertised.
Group size
 Unlimited
Cost


Relatively low cost for the range of input achieved.

Most relevant participation levels
 Can be used at all levels on the IAP2 spectrum.
For More Information
http://www.well.com/user/hlr/electrondemoc.html
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Focus Group
Description
A focus group is a small group discussion with professional leadership. Focus
groups are used to find out what issues are of most concern for a community or
group when little or no information is available. Discovering these issues can
help determine preferred options for addressing the issues or what concerns
would prevent a proposal from going ahead. The focus group may also be
undertaken to discover preliminary issues that are of concern in a group or
community, and on which to base further research or consultation. Focus
groups should deliver detailed knowledge of the issues that concern a specific
demographic or community.
Advantages
 Assists in developing a preliminary concept of the issues of concern,
from which a wider community survey may be undertaken
 Helps to make limited generalizations based on the information
generated by the focus group
 Identifies the reasons behind people’s likes/dislikes
 Produces ideas that would not emerge from surveys/questionnaires,
because the focus group provides opportunities for a wider range of
comments
 Allows for more open discussion and transparency from groups that
may have been discriminated in the past
Challenges to Consider
 Such small groups may not be representative of the community
response to an issue, they require careful selection to be a
representative sample (similar age range, status, etc)
 People must be able to operate within their comfort zones--some people
may feel ill-at-ease about being open with their opinions in an
unfamiliar group setting
 Requires skilled facilitation
Principles for Successful Planning
 Carefully select 8-15 individuals to discuss and give opinions on a single
topic.
 Participants can be selected in two ways: random selection is used to
ensure representation of all segments of society; non-random selection
helps elicit a particular position or point of view
 Develop agenda with five or six major questions at most
 Provide background material as appropriate, or develop minimal
presentation of material to set context and introduce the subject
 Book venue and arrange catering if meeting goes across a meal time
 Hire a facilitator
 Brief participants and the facilitator on the aims and objectives of the
session
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Establish ground rules: keep focused, maintain momentum, and get
closure on each question before moving on to the next
Record data gathered from focus group discussion
De-brief the session with the participants and the facilitator
Compile a report of proceedings for the organizers, and offer a copy to
the participants

Resources Needed:
Staffing
 Staff are needed to recruit participants, record and analyze the
proceedings, and develop a report
 Experienced focus group facilitator is essential
 Interpreter, if necessary
Materials
 Neutral comfortable space for the sessions
 Means to record the information – possibly an audio recorder, video
recorder, or flip charts
Planning Time
 Can be planned fairly quickly, although sufficient time is needed to select
the participants, reserve space for the focus group sessions, and develop
thoughtful and well-phrased questions.
 Ideally time should be set aside to pilot test the questions
Implementation Time
 A single focus group session typically last 2-4 hours.
Group Size
 Typically 8 – 15 participants per focus group session.
Cost
 Can be implemented without great expense.
 The most expensive feature is focus group facilitators.
Most relevant participation levels
 Involve, Collaborate
For More Information
http://www.cse.lehigh.edu/~glennb/mm/FocusGroups.htm
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Form-based Tools
Description
Form-based tools are tools that require participants to complete a form –
whether in hard-copy (paper) or on the web – to respond to specific questions,
register general comments about particular issues, evaluate various options, or
rank order preferences. Although there is a wide range of possible forms, we
focus on two types: 1) those that generate qualitative responses, and 2) those
that generate quantitative responses.
Qualitative Responses
Questionnaires use open-ended questions to encourage participants to respond
in their own words. When summarized, they provide a measure of community
opinion and/or issues at a certain time or in a certain area. Questionnaires
ensure that exactly the same questions are presented to each person surveyed,
and this helps with the reliability of the results. Questionnaires provide
information on which to base decisions about planning and management of
community and/or natural resources.
Advantages
 Encourages more honest answers based on the anonymity of the format
 Reaches respondents who are widely scattered or live considerable
distances away
 Obtains information from those unlikely to attend meetings
 Allows the respondent to fill out response at a time convenient to them
 Provides larger samples for lower total costs than interviews and
telephone surveys
Challenges to Consider
 Generally only useful for qualitative data
 Low response rates can bias the results
 Generally requires a postage-paid return envelope to encourage
participation
 Requires a high degree of literacy among respondents
 Wording of questions needs to be unambiguous to avoid bias and should
be pre-tested on a sample audience to ensure accuracy of responses
Principles for Successful Planning
 Draft clearly worded questions
 Keep questions as short as possible
 Pilot test the questions to make sure they are unbiased, straightforward
and not open to misinterpretation
 Indicate the purpose of the questionnaire at outset
 Include qualitative data (e.g. age, sex, address, education, etc.) to allow
for further extrapolation of the results
 Send out with printed information materials
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If the budget allows, provide stamped addressed envelope to improve
responses
Document responses as part of the public involvement process

Quantitative Responses
Surveys are designed to collect information from community groups in relation
to a particular issue. They are used to gauge the level of public information or
public opinion about an issue at a particular time. The results of the surveys
provide information about the demographics and/or opinions of a specific group
of people. This information can permit decision-making bodies to make betterinformed decisions or to better inform the community in relation to an issue or
proposal. Unlike Questionnaires, surveys typically ask close-ended questions
and require respondents to choose from a limited range of responses (by
marking tick boxes or scale-ranking items), making the survey results more
amenable to statistical analysis.
Principles for Successful Planning
 Find out what is already known, and what relevant surveys are being
done or planned elsewhere. This will avoid duplication, and will help
establish what you need to find out from your survey
 Talk to locals with strong views and local knowledge to sharpen the focus
of the questions
 Seek expert advice on the pitfalls and requirements of survey writing, but
rely on your own understanding of the issue or topic
 Select your target audience. How will you sample them? Which
stakeholders do you need to reach? How will you ensure that your survey
gives a representation of the ideas of the group?
 Draft the survey/questionnaire
 Pilot test the survey to ensure the answers will give you the information
you want (check readability and clarity of questions)
 Conduct the survey
 Collate and analyze the results. Develop a report and make it available to
those surveyed and to appropriate
Resources Needed
Staffing
 Access to questionnaire design expertise
 Trial group for pilot-testing survey
 Staff to administer and analyze survey responses
Materials
 Paper and printer/photocopier to reproduce surveys
 Web-site for online posting of questionnaires or surveys
 Self-addressed stamped envelopes to encourage response
 Computers for statistical analyses
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Planning Time
 Good surveys or comment forms can require substantial time to identify
targeted stakeholders, develop sampling plan, determine the information
sought and the best format and means for obtaining it
Implementation Time
 Can be implemented quickly; however, implementation time will depend
in part on whether the information being collected is being driven by a
specific decision milestone and what kind of data analysis will be
necessary.
 Implementation time should allow at least 2 weeks for respondents to
complete and return the form.
Group Size
 Unlimited
Cost:
 Depends on the number of persons target and the extent of analysis.
Most relevant participation levels
 Consult, Involve
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Information Hotlines
Description
Information hotlines are generally used for larger and more controversial
projects. They provide information in two ways: 1) via live telephone access to
project team staff members who can answer questions or provide additional
information and assistance; and 2) via a telephone call-in number that provides
pre-recorded project information. Stakeholders can also leave comments and
questions on the call-in number and receive a return call from staff in a
reasonable timeframe. Consider SMS/Text if the community you are working in
is more likely to use.
Advantages
 Delivers accurate, consistent information over the telephone to those
who wish or need to know about an issue or event
 Offers an inexpensive and simple device for simple messages,
information and public input
 Provides a good service to the public by preventing people from “doing
the run around” to access project information
 Serves as a link between the citizens and government
 Provides simple updates and announcements on project activities
 Describes ways the community can become involved
 Offers a report-in mechanism for volunteers who act as extra observers
in reporting on events
 Enhance sponsor agency accessibility
 Can be an avenue for citizens to feel more involved in their community
 Serves as a tip or information line to find out about issues in the
community
Challenges to Consider
 Must be broadly advertised to be successful
 Can be time consuming, unless staffing is carefully organized
 Any live contacts must have sufficient knowledge of the project to be
able to answer questions quickly and accurately
 May prevent staff from performing other tasks when on hotline duty
 Presents a significant commitment to respond in a timely manner to
comments and questions received
Principles for Successful Planning
 Set up an easy-to-remember phone number
 Put the phone number on all project information
 Set limited times when callers know the line will be staffed
 Set a performance standard so callers know how long they will have to
wait for a response
 Determine the information to be recorded and timetable of updates
 Make clear processes and responsibilities for keeping the line up to date
 Include information that will answer the most commonly asked
questions
 Set up a toll-free number for non-local callers
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Offer the option of being put through to a specific person for more
details
Appoint staff to answer questions
Brief and train staff to ensure they can access all information, have
contact details of who to ask for information on specific aspects of the
project, and have a pleasant telephone manner, even with difficult
callers
Record calls/common complaints/concerns in a telephone journal for
your records and input to the participation process
Calls can be forwarded to allow staff to be on-call without having to be
tied to a specific location

Resources Needed
Staff




Needed to set up and maintain recordings
Needed to provide live support
Multiple language support

Materials
 Dedicated phone number
 Comfortable workroom with desks, telephones, and computer access for
recording contacts, tracking updated information, and contacting expert
sources
 Polite, brief, up-to-date recorded message giving details of the project,
proposal or issue, and inviting further enquiries
Planning Time
 Set up is relatively simple but requires commitment to long-term
maintenance and staffing
Implementation Time
 Lines should be maintained throughout the life of the project
Group size
 Unlimited
Cost


Relatively low cost unless staffed on a continual basis

Most relevant participation levels
 Can be used at all levels on the IAP2 spectrum.
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Information Repository
Description
Information repositories are created to store project information in a centralized
public location to provide easy access for community members. Typically, the
information stored in a repository is for on-site perusal and review and not to be
taken off-site. Popular places for information repositories include public
libraries, schools, and other government buildings. The repository should
contain all of the project information appropriate for public use. Create a
repository online as well.
Advantages
 Provides an invaluable resource where members of the community can
access information on a wide range of aspects of an issue, event or
proposal, especially in poorer communities and where internet access is
limited
 Helps limit the need for creating multiple copies of large and complex
documents, especially where a large quantity of project information is
being generated
 Can double as distribution centers for project information
Challenges to Consider
 May not well used by the public, especially if not in an easily accessible,
well-publicized location with hours amenable to public schedules
 Staff at the repository must know the location of the materials, some
sense of the content and organization of the material, and be able to
answer basic project questions
 Useful documents can be removed and not replaced
 Diligence is required to keep the repository current
 Multiple languages
Principles for Successful Planning
 Select a suitable location that is central, accessible by public
transportation and set up in a way that will allow the material to be
easily used
 Publicize the existence of the repository through a range of publicity
techniques
 Identify the materials suitable for location in a repository, and make
sure that they are written and organized in a way that allows easy public
access
 Use a “sign-in” system to track the level of interest in a project
 Reiterate the existence of the repository at public meetings and events
 Provide an overall organization, table of contents, and some way to
search the available documents as well as the specific information
within them
 Consider a frequently asked questions document to help orient people to
the information housed, as well as public summaries of each document
so that stakeholders can quickly search for topics that interest them
 Keep information up to date and maintain the repository for the
duration of the project
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Use as the information repository as a distribution center for project
handouts that members of the public can take away

Resources Needed
Staffing
 Staffing is generally provided by the organization managing the facility
(such as librarians)
 Staff require basic library skills, interpersonal skills and the knowledge
and ability to answer basic project questions
 Staffing is required to maintain repositories and keep information up to
date
Materials
 Publicity
 Venue with good storage and display areas and room to access material
(corrals or tables and chairs)
Planning Time
 Arranging for a location, producing copies of materials, and arranging
materials in an accessible format
Implementation Time
 The repository should be available for the entire duration of the project
Cost



Generally minimal.
Major cost drivers are duplication and shipping.

Group size
 Unlimited
Most relevant participation levels
 Repositories are used at all levels on the IAP2 spectrum.
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Kiosks
Description
Stand alone kiosks are electronic information stations capable of presenting a
large amount of information using a computer and touch screen or mouse for
navigation. Kiosks are similar to automatic teller machines, offering menus for
interaction between a person and a computer. Information is provided through
a presentation that invites viewers to ask questions or direct the flow of
information. Software used in kiosks is highly specialized, storing information
on hard drives, replaceable disks or through internet connections that allow
retrieval of specific information based on directions from the user. Computer
hardware requirements are fairly minimal, requiring relatively simple computer
equipment. However, they must be made very rugged with easy to use interface
components to provide for expected use.
Interactive video display kiosks aim to deliver information via a multimedia
presentation. These media can appeal to all age groups and are suitable for
those not able to read or those who prefer visual as well as verbal cues. The
interactive elements, and the sense of a video-game to the presentation, will
elicit responses from people who may not otherwise participate in a planning or
decision-making process. Well set-up interactive video display kiosks provide a
multimedia option for finding information about an event, issue or proposal,
through a “click and find” process, rather than having to scroll through a great
deal of information to find the desired information.
Kiosks are generally placed in high traffic areas such as shopping malls and
libraries.
Advantages
 Can elicit preferences from people who may not otherwise participate
 Complements staff availability by being always available
 Can also serve as a distribution point for printed information
 Can also be used to collect input
 Can reach people who do not normally attend hearings or meetings
 Can allow the user to enter a special request to the sponsoring agency or
join a mailing list
 Can be placed in a variety of locations and may be either stationary or
mobile, and can also be brought to other types of meetings and events
 Can be developed similarly to web pages and navigated in a similar way,
hence, a lot more information can be made available through kiosks
than stand-alone displays.
 Can place in a strategic location to include marginalized communities
Challenges to Consider
 Sophisticated information programs and rugged requirements make
interactive displays expensive
 Takes time to design, program, build and set up
 After construction and installation, staff commitments are relatively
limited, but must be maintained to keep operational
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Any new technology involving machines may cause unease to portions of
the public
Potential vandalism is a factor in site selection
Strategic siting of kiosks is imperative; they should be located in areas
frequented by large numbers of people who are likely to be interested in
spending time learning about community issues
Consider whether the kiosk is worth the money--does it offer anything
more or reach any additional stakeholders than can be achieved through
your website?

Principles for Successful Planning:
 Conduct local meetings to determine whether interactive video would be
a viable option for your community. The interactive video network might
be used to serve a number of community projects and needs and build
the community’s capacity to participate in decision making in relation to
issues of community concern
 Contact communications providers and government agencies for funding
and sponsorship for the project (e.g. telecommunications companies
may lay fiber optics as part of their community service obligations).
Sponsorship is more likely if a number of agencies can present a case
for using the systems
 In setting up displays on a community issue, present materials in ways
that are simple, graphically interesting, and easily understood
 Develop material in similar ways to web pages, so they can be navigated
similarly
 Seek limited public input through the inclusion of electronic surveys;
however, manipulation is a possibility and results should be regarded
with care
 Specialized software and industrial designers are required
Resources Needed
Staff






Information technology professionals
Specialized firms to build the kiosk
Expert programmers to set up interactive display and keep it
updated/troubleshoot and repair
High speed internet connections
Regular policing to prevent vandalism

Materials
 Sophisticated hardware and software
 Custom case
Planning Time
 Can take many months to design, program, build, and install
Implementation Time
 Should be maintained throughout the life of the project
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Group size
 Unlimited
Cost


Very high cost.

Most relevant participation levels
 Kiosks can be used at all levels on the IAP2 spectrum.

69

Press and Media
Description
Project information is presented to various media outlets for broad
dissemination. In general, news or media releases are used to disseminate
information. Media releases aim to get the widest possible coverage for a
community issue or proposal through the publication or broadcasting of the
information in the release. They may also attempt to elicit further enquiries by
the media organization about the issue. In addition to producing media
releases, building constructive relationships with key members of the media
can be a very important component of getting the fair and frequent coverage
that you desire.
Advantages
 Disseminate information quickly to a very large number of people
 Raises publicity and awareness
 Helps a sponsor or community group make contact with the media
 Alerts media outlets to an issue/event and may encourage their active
participation through civic journalism
Challenges to Consider
 Your news not result in any reports if not deemed newsworthy or if more
exciting news events take priority
 Your information be re-written by the news organization and key facts
and emphasis changed
 Media organizations may become interested in an aspect of the project
or issue that is not the intended focus or main issue of public concern
 Media organizations may seek out controversy and in so doing represent
disagreements as more significant than they really are, and give
minority voices in the community a larger voice than their overall role in
the community warrants
 Media releases are competing with thousands of other incoming news
items and have a better chance of being used if they are sent directly to
a journalist who has had previous friendly contact with the sender
 The size of media releases limits the amount of detailed content that can
be incorporated
Principles for Successful Planning
 Determine the main news angle you wish to communicate
 Write in a journalistic style to ensure maximum impact
 Check deadlines for local publications/television/radio bulletins to
ensure the media release is received in time to be published before the
event
 When announcing events, send releases with plenty of lead time
 Keep the focus appropriate to the media outlet, local for local papers,
regional, national, etc.
 First paragraph of the release should be limited to 25 words or fewer
telling briefly who, what, where, when and why about the event, issue,
or project
 Use short sentences and paragraphs throughout
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Use active language/active voice
Avoid jargon and difficult words (keep it simple)
If using quotes in the body of the release, quote credible spokespeople
and identify them with their positions
Keep information clear and unambiguous
Keep releases short, no longer than one page; if the media want more
information, they will contact you
Match the release to the required size and format of the outlet
Include relevant dates, a contact name, and phone number for someone
who is easily contacted during office hours
If offering interviews, make it clear whether this is an exclusive for one
media outlet (could be one print, one radio and one television, as these
do not see one another as competing)
Do not plan a general media conference unless you are sure that your
project is relevant enough to get good attendance
Track coverage to see how and when your information is published
Be sure to write and thank the journalist to develop a relationship that
may encourage her/him to work with you in tracking progress on the
issue/project, and hence keep the community informed

Resources Needed
Staff



Writers and editors
Public affairs staff

Materials
 Fax machines and email
Planning Time
 Releases should be carefully prepared
 Be sure to consider all internal review times
Implementation Time
 Know the production deadlines for all news outlets and time your
releases accordingly
Cost


Very low cost.

Group size
 Unlimited
Most relevant participation levels
 Media releases are used at all levels on the IAP2 spectrum.
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Printed Information
Description:
Printed material is still one of the easiest and most effective ways to provide
information on a project or issue, or to publicize a participation process such as
an event or meeting. Popular forms include: fact sheets, flyers, newsletters,
brochures, post cards, issue papers, and summary reports. These can be single
purpose or be produced as a series for distribution over time. Printed material
can be distributed at meetings, made available for the public to pick up, or
mailed out either directly to a select mailing list, distributed through third party
community groups, or included as ‘bill stuffers’ with regular mail distribution
such as utility bills or local newspapers.
Advantages
 Aims to provide concise summaries of issues through easily scanned
words and graphics, to inform a community about an issue or proposal
 Printed information can be easily handed out and carried away
 Can be designed to allow for limited public input through comment
forms
 Reaches a large amount of people through mailing or distribution at
public outlets
 Facilitates the documentation of the public participation process
 Can be a relatively low-cost means of publicity
Challenges to Consider
 Printed materials need to be brief and there may be limited space to
communicate complicated concepts
 There is no guarantee that the materials will be read
 If mailed, the guarantee of being read is only as good as the mailing list
itself; mailing lists need regular updating to avoid wasted time, energy,
and paper
 Appearance of the material should be visually interesting but should
avoid a “sales” look
 Can be lost if sent by general mail or included with many other flyers
and bill stuffers
 Requires a literate audience
Principles for Successful Planning:
 Plan your messages well
 Provide regular updates, but do not bombard people with information
 Consider strong graphics and branding materials so they are easy to
identify and associate with your project
 Make all documents simple and easy to understand
 Try to keep most printed materials to a single sheet of paper
 Consider creative ways of organizing information
 Provide points of contact, such as the name of a central information
contact or details of the participation program
 Do not overload materials with too much information
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Limited public input can be sought through printed public information
materials by including surveys and questionnaires or
comment/response sheets
Include return postage for any response cards
Consider postcards or self mailers instead of items that require an
envelope. These will catch the reader’s attention and are cheaper to mail
The material should be easily available to the public and be accessible
from a number of locations
Include information about the public’s role in the participation process
and opportunities for participation in all communication
Keep mailing lists up to date and check for duplication to save money,
time and paper
If distributing as a bill stuffer, speak to distributor of the bills and find
out when they need the material in order to go out in the appropriate
mail out, and in what format. Check what else is being distributed with
bills, and decide whether your flyer will have a good chance of being
read. Deliver/arrange for printer to deliver to agency/department who
will stuff and distribute

Resources Needed
Staff






Writers
Editors
Graphic designers
Technical staff
Mailing and distribution support

Materials
 Paper
 Printing
 Postage
Planning Time
 Set up is relatively simple but requires commitment to long-term
maintenance and staffing.
Implementation Time
 Production and distribution of printed materials should be maintained
throughout the life of the project
Group size
 Unlimited
Cost



Can be extremely low cost if done electronically only
Cost of printing and mailing hard copies is primary expense

Most relevant participation levels
 Printed information is important at all levels of participation
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Public Meeting
Description
Public meetings bring diverse groups of stakeholders together for a specific
purpose. Public meetings are held to engage a wide audience in information
sharing and discussion. They can be used to increase awareness of an issue or
proposal, and can be a starting point for, or an ongoing means of engaging,
further public involvement. When done well, they help build a feeling of
community.
Meetings can be virtually any size and can be used for any purpose from
providing information up to consensus building. Public meetings are familiar,
established ways for people to come together to express their opinions, hear a
public speaker or proposed plan, engage in shared learning about a topic, or
work together to develop solutions. Public meetings do not have to follow any
specific script or agenda. They can be designed to meet the specific needs of the
project, agency, and stakeholders. The main advantage of public meetings is
the ability for stakeholders to listen to and talk to each other, not just the
agency.
While most public meetings are larger and are intended to attract the full range
of stakeholders in a community, smaller public meetings can also be held with
like-minded stakeholders. Focus groups or dialogue meetings can be made up
of people with common concerns who may not feel confident speaking up in a
larger public gathering (e.g. women, those who speak English as a second
language, indigenous groups). By creating a safe venue, these people can speak
comfortably together, share common issues and a common purpose. The
findings from smaller meetings can be presented at larger public meetings or in
summary reports, giving a “voice” to those in the community who are unable to
speak up in a larger setting.
Advantages
 Introduces a project or issue to a community
 Provides all participants a chance to voice their concerns, issues, and
ideas
 Disseminates detailed information and decisions throughout the
community
 Provides opportunities for exploring alternative strategies and building
consensus
 Can create consensus for action on complex issues that require broadbased community input
Challenges to Consider
 Unless carefully planned and well facilitated, those perceived as having
the most power within the community, or those who are most articulate
and domineering in their verbal style can dominate the meeting and
overwhelm the ability of other voices to be heard
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Even when well attended, meetings will only reach a very small segment
of the community that require information and whose input could be
extremely valuable in crafting solutions
Participants may not come from a broad enough range of interests to
represent the entire community, providing a skewed view of what the
public really thinks
Unless well designed and facilitated, conflicts may be deepened rather
than explored and potentially resolved
Community members may not be willing to work together

Principles for Successful Planning
 Establish why you need to hold a public meeting and design your
meeting to meet these specific needs. Do not hold a meeting to simply
meet a regulatory requirement; this wastes people’s time, and may
create disinterest for future involvement
 Consider a series of meetings, rather than a single event. If you try to do
too much in a single meeting, you will achieve little as people will not be
able to understand the full range of information you are trying to
provide. Instead, consider the learning and deliberation journey required
to solve the problem and identify strategic meeting points throughout
the overall public participation process
 Publicize and advertise the meeting broadly. Make sure to put
information in places where stakeholders go for their community
information. Reach out directly to the range of interests who should be
in attendance and extend personal invitations
 In all advertising, clearly state the goal of the meeting, how it will work,
and why stakeholders should attend. State the beginning and end times
but avoid providing information about smaller time segments
 Public meetings are often a focal point for media interest. Invite media
and provide them with specific information that will help them to cover
the meeting accurately
 Take photos to provide a record of the event
 Videos of the presentations can be produced to stream on the web and
provide a resource to those who could not attend
 Produce a clear summary of the meeting and distribute widely
 Book a venue that allows for flexibility as to numbers of attendees
 Venue should be located directly in the affected community if possible,
or in a neutral area if not
 Provide refreshments
 Conduct the meeting at a time that is most convenient for the
community
 Make arrangements for people with disabilities or with language
interpretation needs
 Arrive and set up early
 Test all equipment and arrange seating to maximize interaction of
participants
 Greet everyone as they arrive and make them feel welcome
 Ask participants to agree to ground rules or behavioral guidelines at the
beginning of the meeting
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Present the agenda and explain the purpose of the meeting, how it will
work, expected outcomes, and how/where it fits into the overall public
participation process
Facilitation is essential
Make sure to create a safe and secure environment for all voices to be
heard and to avoid allowing the meeting to be taken over by vocal
community members
Be flexible; issues may arise that can change the agenda or ability to
address certain issues
Record all input and comments; summarize what you have heard at the
end of the meeting and let participants know what you will do with their
input and what to expect next in the process, especially opportunities
for ongoing participation

Resources Needed
Staffing
 Registration desk
 All staff should be up front to greet attendees and build or manage
relationships
 Lead facilitators and breakout group facilitators
 Handlers for cordless microphones
 Recorders for flip charts or graphic recorders
 Note-takers
 A/V assistance, videographers
 Technical staff to give presentations
 Set up and break down of furniture and equipment
Materials
 Venue reservation with appropriate space and furniture
 Registration desk, forms, nametags
 Refreshments appropriate to time, effort and audience
 Data projectors, laptops, screens
 Flipcharts, tape, and markers
 Sound system with cordless microphones
 Presentations, posters, fact sheets, agendas
 Video
 Props for working in groups (pens, paper, pins, etc.)
 Evaluation forms, comment forms
 Child care
Planning Time
 Effective meetings take months to plan and implement
 Begin advertising at least one month in advance
Implementation Time
 Meetings generally last from one to four hours
 Arrive at least two hours ahead to ensure all set up is complete prior to
early arrivals

76

Group size
 Meetings can be designed to meet virtually any size audience
 For larger meetings, consider some portion of the meeting which allows
for smaller group dialogue
Cost




Simple public meetings can be done with minimal cost
The major cost driver is staff time
Additional significant costs can include venue rental, advertising, and
neutral facilitation support

Most relevant participation levels
 Meetings can be held at all levels on the IAP2 spectrum.
For More Information
http://ohioline.osu.edu/cd-fact/1555.html
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Stakeholder Interviews
Description
Interviews with stakeholders are one-to-one conversations about a specific topic
or issue. The primary purpose of these interviews is to obtain project-relevant
information and elicit stakeholder reactions and suggestions. Stakeholders are
likely to have knowledge, wisdom, and insight that can help an agency in its
decision process. Stakeholder interviews provide a broad overview of the
interviewees’ opinions about a specific topic that may reveal hidden concerns or
ideas that would not be expressed in response to a set number of specific
questions.
Advantages
 Helps identify issues, concerns, and desired agendas
 Helps target potential participants
 Elicits ideas for designing a public participation process
 Provides a good way to introduce agency staff to the community
 Enhances an agency’s credibility because it demonstrates agency
interest in the community and in understanding the community’s
concerns
 Can help defuse potentially confrontational situations
 Useful for targeting key stakeholders who have specific knowledge about
an issue
 Provides opportunities to obtain an understanding of concerns and
issues of key stakeholders
 Can be used to determine how best to communicate with the public
 Can be used to determine the best members of consultative committees
Challenges to Consider
 Can be expensive
 Can be time consuming
 Interviewers must engender trust or risk negative responses to the
interview format or undermining the credibility of the public participation
process
 Requires skilled interviewers
Principles for Successful Planning
 Select interviewees according to designated criteria (areas of expertise,
representation of groups, geographic location)
 Arrange times and places for interviewing; better quality information will
be forthcoming if the interviewee is in a familiar setting, so it may be
easier for the interviewer to go to them
 Considering providing information to the interviewees prior to the
interview (e.g., the general topics that you’ll be talking about with them)
 Ensure uninterrupted time for at least one hour
 Check all equipment and take spare tapes, batteries, pens, etc. to avoid
any interruptions during the interview
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Try to transcribe interview notes as soon as possible after the interview,
while nuances, body language and asides are still in the interviewer’s
memory
Prepare a report, including the verbatim interviews, and offer copies to
the interviewees

Resources Needed
Staffing
 Trained interviewers
Materials
 Note-taking equipment (tape-recorder, notebook, computer).
Planning Time
 Time needed to identify stakeholders to be interviewed, develop interview
guide, and train interviewers
Implementation Time
 Competently conducting interviews requires time and concentration. A
single person can conduct up to four one-hour interviews per day, but
that does not include the time required to transcribe interview notes and
analyze the findings
Group Size
 The only limit to the number of persons who can be interviewed is the
number of stakeholders
Cost
 Will range depending on the number of interviewees and interviewers
Most relevant participation levels
 Involve, Consult, Collaborate
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Study Circles
Description
Study Circles are voluntary groups of 8-15 people who meet three to six times
to explore a subject or issue. A Study Circle process often involves numerous
individual Study Circle groups meeting during the same time period to discuss
issues of common concern. Each Study Circle group meeting commonly lasts
2-3 hours and is directed by a moderator whose role is to aid a lively but
focused dialogue. Between meetings, participants read materials they were
given at the end of the last meeting. These materials are usually compiled by
the sponsor or organizer of the particular study circle and used as springboards
for dialogue. By encouraging people to formulate their own ideas about issues
and to share them with others, Study Circles help overcome people's lack of
information and feelings of inadequacy in the face of complex problems. At the
end of a Study Circle process, participants from all the individual Study Circles
may come together in a large meeting to work on the action items from different
circles.
Advantages
 Engages many people on an issue without having them meet at the same
place and time
 Allows citizens to gain ownership of the issues and gain a deeper
understanding of their own and others’ perspectives and concerns
 Fosters new connections among community members that lead to new
levels of community action
 Can create new connections between citizens and government
 Uncovers areas of agreement and common concern among a diverse
group of people
Challenges to Consider
 Can be difficult to recruit participation from hard to reach parts of the
community
 Requires coalition building to form an organizing committee that reflects
the community at large. This takes time and effort, leadership, a
working knowledge of community dynamics, and a willingness to learn
by trial and error
Principles for Successful Planning
 Identify an issue of broad community concern. Some of the issues
communities have focused on include understanding environmental
impact statements or exploring the issues involving proposed
developments
 Develop a Study Circle plan that includes the goal of the Study Circle
process, geographic scope, how to achieve diversity in the circles, and
how the sponsor agency will use the information and ideas that come
from the circles
 Organize easy to use, non-partisan discussion materials
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Recruit participants using a variety of methods suitable for the
populations you are trying to reach.
Conduct the study circles. Each Study Circle sets its own ground rules
for respectful dialogue, and the process is guided by an impartial
facilitator. An important principle for each Study Circle is to let people
start “where they are.” It must be clear from the outset that participants
are invited to share their personal stories and experiences early on in the
discussion so that the ensuing dialogue will naturally welcome people of
all backgrounds and points of view. The process progresses from a
session on personal experience of the issue to sessions that examine
many points of view on the issue, to a session that considers strategies
for action and change
Study Circle facilitators summarize the results and bring them to the
sponsor agency, which identifies themes across the circles. These
themes form the basis of recommendations

Resources Needed
Staffing
 Need a person or entity to organize and orchestrate the overall process.
 Facilitators (paid or volunteer) are needed for each Study Circle.
Materials
 Discussion materials
 Gathering space for each Study Circle group
 Flipcharts, tape, and markers
 Refreshments
Planning Time
 Time is needed to form a representative organizing committee.
 Additional time is needed to recruit participation, identify discussion
topics, and develop discussion materials
Implementation Time
 Individual Study Circle sessions last 2- 3 hours
 Study Circles processes can take place over several months, depending
on the number of participants and geographic scope of the process
Cost
 Can be used to engage large numbers of citizens for little expense.
Number of Participants
 Unlimited
Most relevant participation levels
 Involve, Collaborate, Empower
For More Information
http://www.co-intelligence.org/P-studycircles.html
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Websites
Description
World wide websites provide interested stakeholders with project information,
announcements, documents, and opportunities for input or discussion. Web
sites allow for the use of a wide variety of media formats, including video.
Websites allow stakeholders to share and obtain information quickly, effectively,
and at low cost. Websites provide the chance to inform a wide range of people
about issues and to invite the website visitors to become involved in a variety of
ways.
Websites are rapidly replacing many other forms of project information
including information repositories and all types of printed and mailed materials.
Websites are more powerful and more flexible than all other forms of public
information. However, not all stakeholders have access to the internet and this
must be taken into account in its use and application.
Advantages
 Provide complete public information about the project
 Serves as a complete and searchable information repository
 Used to obtain public input via surveys, questionnaires, or in on-line
discussions
 Reaches large numbers of people with enormous amounts of information
 Offers a low cost way of distributing all types of documents and media
 Offers a highly accessible forum for advertising upcoming events and
posting project updates
 Can be used to provide streaming video of events and activities and
enable participation of stakeholders in remote locations and those unable
to attend meetings or events
Challenges to Consider
 Many people still do not have access to the web
 Many people are still not web-literate or have slow access or older
computer systems and will not be able to access all available content
 Its success as a participatory tool is still relatively unknown and cannot
completely replace face-to-face interaction
 The anonymous nature of many internet users presents challenges for
honest and open interaction among stakeholders
 Information overload and poor design can prevent people from finding
what they need
Principles for Successful Planning:
 Unless you have the skill and experience, do not create your own project
website; find someone with appropriate web design skills
 Design the “architecture” thoughtfully - all the levels of information, links
and illustrations available and necessary to inform and engage the user
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Conduct background research by exploring the web in your chosen area
or field. Discover what works well on other websites, what they cover,
what they omit, and use this information to improve your own website
Conduct extensive trials of the website before releasing it to the public.
People are unlikely to return to your website if they find it difficult to
navigate or the information irrelevant. Ensure all links are working, that
information is easily found, and that the overall experience works
smoothly
Launch the website with suitable coverage in the media, in newsletters,
and in a public forum
Ensure that you have alternative communication options for those who
are not web-literate or do not have access to the internet
Consider a web address (url) that is simple and memorable
Place the website address on all correspondence and other printed
material from the organization

Resources Needed
Staff


Websites require knowledgeable and readily available staff to ensure it is
designed well and kept working and up to date

Materials
 Internet server capable of handling expected traffic
Planning Time
 Designing and populating a large project website can take several
months
Implementation Time
 The web site must be maintained throughout the life of the project
 Consider creating an archive site once the project is complete to allow
future stakeholders to understand how the decision was made
Cost
 Design and creation of a good web site can be expensive
 Maintenance costs are minimal but ongoing
Group size
 Unlimited
Most relevant participation levels
 Websites are used at all levels on the IAP2 spectrum.
For More Information
http://www.makingthenetwork.org
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World Cafe
Description
A World Café is a meeting process that involves a series of simultaneous
conversations around a particular issue or topic. A World Café typically lasts 23 hours and consists of numerous table conversations involving 3-5 persons
per table. Each table has a “host” who stays at the table during the entire event
and keeps the table discussion on task. During the course of a World Café,
participants change tables numerous times and discuss the same general topic
with a variety of other participants, delving more deeply into the topic during
each subsequent conversation. This enables ideas to flow around the room and
participants to connect with a larger group of individuals and hear new
perspectives. World Café questions are designed to begin at a general level and
move toward more specific questions with each group rotation. Through this
process, participants are able to identify common themes or common ground in
response to each question.
Advantages
 Fosters open discussion of an important or meaningful topic
 Allows for obtaining a high quantity of responses from a range of
perspectives on specific topics in a short period of time
 Builds community among diverse participants
 Draws participants into information-sharing and problem-solving by
virtue of its informal atmosphere and small group dynamics
Challenges to Consider
 Although professional facilitators are not required, table hosts need to
have skills to keep groups on task on manage strong emotions
 Not appropriate for obtaining formal comment on proposed plans
Principles for Successful Planning
 Keep in mind the seven principles of World Cafes:
Set the context
Create hospitable space
Explore questions that matter
Encourage everyone’s contribution
Cross-pollinate and connect diverse perspectives
Listen together for patterns, insights, and deeper questions
Harvest and share collective discoveries
 Prepare compelling question(s) for discussion and prepare copies for each
table
 Prepare written instructions for the table hosts about what is to be
accomplished at each table during each round of the discussion
 Set up tables with tablecloths and other items to convey a comfortable
and welcoming atmosphere
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Put paper on each table to encourage doodling and provide pens,
markers, and sticky notes for participants to take notes or record their
thoughts
Situate tables around the room
Designate a table host for each table and make sure each understands
the table host role and instructions
Welcome the participants and have them take a seat at any table
Table host welcomes the participants, provides instructions, and
facilitates the table conversation
At designated intervals, participants move to another table
Instruct participants not to visit any table more than once and are
encouraged to mingle with new people during each round
Participants return to their original tables after a series of conversations
and share what they have heard and learned
At the conclusion, each table can share a common theme with the group
at large

Resources Needed
Staffing
 Person or team to develop discussion questions
 One person to facilitate the overall event
 Number of staff ultimately depends on the number of participants
Materials
 Adequate number of small tables that can accommodate up to five
persons
 Table decorations (to set a comfortable and inviting environment)
 Paper, pens, markers for participants to record notes, ideas
 Refreshments
 Materials for recording table summaries (flip charts, butcher paper)
 Room large enough to accommodate needed number of tables for
expected number of participants.
Planning Time
 World Cafes can be planned over the course of a few weeks. The most
time consuming aspect of planning involve securing meeting space,
inviting participants, training table hosts, and scripting the sequence of
discussion questions.
Implementation Time
 A World Café typically lasts 2-3 hours
Cost
 Most significant costs involve facility rental (if necessary) and the cost of
an overall event facilitator
Group size
 Depends on the size of the room.
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The most important factor is to keep each table conversation to no more
than four participants plus the table host

Most relevant participation level
 Involve, Collaborate
For More Information
www.theworldcafe.com
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Social Media
Description
Social Media outreach can provide interested stakeholders with project
information, announcements, documents, and opportunities for input or
discussion. Social media, such as Twitter, WhatsApp, and Facebook, allows for
the use of a wide variety of media formats, including video. Social media allow
stakeholders to share and obtain information quickly, effectively, and at low
cost. Social media platforms provide the chance to inform a wide range of
people about issues and to invite users to become involved in a variety of ways.
Social media platforms provide opportunity for greater involvement of
stakeholders and should be used to compliment other outreach activities. Not
all stakeholders have access to the internet and this must be taken into
account in its use and application.
Advantages
 Provide public information about the project
 Serves as a real time outreach tool
 Used to obtain public input via tweets, messages, Facebook posts
 Reaches large numbers of people with enormous amounts of information
 Offers a low cost way of distributing all types of documents and media
 Offers a highly accessible forum for advertising upcoming events and
posting project updates
 Can be used to provide streaming video of events and activities and
enable participation of stakeholders in remote locations and those unable
to attend meetings or events
Challenges to Consider
 Many people still do not have access to the web
 Many people are still not social media-literate or have slow access or will
not be able to access all available content
 Its success as a participatory tool is important, but cannot completely
replace face-to-face interaction
 The anonymous nature of many social media users presents challenges
for honest and open interaction among stakeholders
 Information overload and poor design can prevent people from finding
what they need
Principles for Successful Planning:
 Design all social media posts thoughtfully - all the levels of information,
links and illustrations available are necessary to inform and engage the
user
 Design your social media program knowing that it will be shared with
other stakeholders
 Ensure that you have alternative communication options for those who
are not social media-literate or do not have access to the internet
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Consider usernames and hashtags (#) that will give stakeholders
information about the project
Place the social media platform addresses on all correspondence and
other printed material from the organization

Resources Needed
Staff


Social media requires knowledgeable and readily available staff to ensure
it is designed well and kept working and up-to-date

Materials
 Internet server capable of handling expected traffic
 Smart phones to use social media in “real time”
Planning Time
 Designing social media outreach should be strategic and should be
tracked to make sure your outreach is working
Implementation Time
 Social media should be maintained throughout the life of the project
Cost
 Design and creation of a good social media program requires trained staff
 Invest in training
Group size
 Unlimited
Most relevant participation levels
 Social Media can be used at all levels on the IAP2 spectrum
For online tutorials on how to use social media platforms go to:
1) Youtube.com
2) Search the platform of your interest, i.e. Twitter tutorial
3) Watch tutorial
www.youtube.com
www.twitter.com
www.snapchat.com
www.facebook.com
www.instagram.com
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Public Participation Foundational Skills, Knowledge, and Behaviors
The individual skills and behaviors of the project team are paramount to a successful
public participation program. There is no one magic skill that will help you to always
succeed. However, the right attitudes and behaviors are always necessary for success
and will go a long way in building the trust and credibility necessary for successful public
participation.
The skills, knowledge, and behaviors outlined in this section are all essential for
success. All can be learned, but all require practice, experience, and diligence to ensure
their effective use. Few public participation projects can achieve success without all of
these actions taking place.
Fundamental Understanding of Public Participation Principles
All of the information presented on this website is designed around fundamental
principles of meaningful participation that are essential for the trust-building and
credibility that lead to project success. They are:
 Clear, defined opportunity for the public to influence the decision
 Management commitment to fully consider public input in decision making
 Engagement of the full range of stakeholders from the community, including
vulnerable populations and marginalized communities
 Focus on building relationships between and among stakeholders
 Creating and sharing truthful, comprehensive, and clear information
(For resources on Public Participation Ethics, Values, and Principles click here)
Fundamental Understanding of Public Participation Behaviors
Ultimately, it is how agency staff behave that determines the success or failure of public
participation and convinces others to participate in a meaningful way. Behavior of the
sponsoring agency will set the tone for the entire process. These behaviors cannot be
faked; they must represent the sincere intent of the agency to build and implement
effective public participation programs. Important behaviors for public participation
include the following:
 Transparency to open up the process and allow all of the parties to understand
how decisions are being made and the information that is being considered, and
to approach problems as colleagues in order to understand the issues and solve
the problems
 Openness to different stakeholders, ideas, input, and ways of working with
people, regardless of race, color, national origin, sexual orientation or income
 Humility in order to suspend judgment and assumptions, value the contributions
of others, and take the attitude of a learner
 Respect for individuals, for their experience, points of view, emotions, and
needs, and provide validation of each individual’s experience and values
 Honesty to always provide truthful and timely information
 Reliability to put forth the effort it takes to make a participatory process work and
to do what you promise
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Flexibility to recognize that you cannot predict all contingencies in advance and
will have to adjust the process as you proceed
Resiliency to move the process forward even through difficult and controversial
circumstances.

Project Management
Planning and management are essential to public participation. The project
management skills in which agency staff will need to gain proficiency include:
 Situation Assessment. The ability to engage in stakeholder interviews to
assess internal and external needs, constraints, and conditions for effective
planning.
 Goal-setting. The ability to define clear, understandable goals and objectives for
the role of the public in the decision process. The ability to describe individual
roles and responsibilities for all team members in regard to public participation.
 Planning. The ability to synthesize the results of the situation assessment into
understandable and actionable components. The ability to define the overall
decision process and identify and integrate the appropriate public participation
activities to achieve the goals and objectives.
 Process Management. The ability to keep all activities moving forward, organize
activities for success, keep track of goals and objectives over time, and integrate
different team members’ activities.
 Meeting and Event Management. The ability to plan all logistical elements of
meetings including facility selection and booking, publicity, setup, audio visual
support, organizing all activities and roles, registration, and collecting input.
 Evaluation. The ability to design evaluation metrics to gauge the success of the
public participation process and events. The ability to collect, assess, and act on
the data from evaluation to improve project performance. (For resources on
evaluation click here.)
Stakeholder Communications
Effective communication is the foundation of any public participation program. The
ability to create and distribute effective information, develop meaningful relationships,
and listen to public input is essential. The basic communication skills required for any
successful public participation project include:
 Effective writing. The ability to create clear and concise written messages in
plain language.
 Translating complex information into understandable formats. The ability to
combine words and graphics to make difficult and complex issues
understandable to a lay audience.
 Presenting information in public settings. The ability to present information to
large audiences in a comfortable and understandable way. The ability to create
effective visual information that assists the audience’s understanding.
 Interpersonal skills. The ability to relate to people in face-to-face situations, to
make them feel comfortable and secure, and to exhibit key public participation
behaviors at all times.
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Active listening. The ability to focus on the speaker and portray the behaviors
that provide them with the time and safety needed to be heard and understood.

Neutral Facilitation
For many projects, a neutral facilitator can help make the overall process work as well
as facilitate specific meetings and events. Facilitation includes the full range of
management and support required to help a group to accomplish its goals.
There is a wide range of perspectives about the ideal nature and values of facilitation,
much as there is a wide range of perspectives about the ideal nature and values of
leadership. Someone who has strong knowledge and skills regarding group dynamics
and processes is often most appropriate to serve as a facilitator. An effective facilitator
might also require strong knowledge and skills regarding the particular topic or content
that the group is addressing in order to reach its goals.
Facilitation fills an important impartial role to ensure all voices are heard and
understood, and that the discussion stays on topic to the specific project. Key facilitation
activities include:
 Suggest procedures, processes, and structures that promote inclusion and
participation
 Prepare and implement a process workplan
 Get to know all participants’ values, interests, and concerns
 Identify if certain stakeholders are more vulnerable to the outcome of the
decision
 Get to know the issues inside and out
 Advocate for all of the skills, behaviors, and goals of the process and/or meeting
 Act as learning and dialogue guides
 Ensure logistical arrangements that meet the needs of the participants
 Ensure all voices are included and heard, including marginalized communities
 Help participants understand the importance of process
 Design structured thinking activities
 Teach people how to participate
 Identify and clarify conflicts
 Mediate small conflicts
 Identify common ground as it emerges
 Enforce agreed-upon procedures and processes
 Suggest, get commitment to, and enforce ground rules
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Public Participation Foundational Skills Capacity Matrix
Not all members of the public participation team are required to have all the skills,
knowledge, and behaviors needed for successful public participation. The key is to
assess overall capacity of the team and ensure that the team as a whole has sufficient
expertise, knowledge, and experience.
Foundational
Skills

Skill Level Needed
for all Team
Members

Fundamental
Understanding of
Public Participation
Principles
 Opportunity for
influence
 Commitment to
input
 Inclusiveness
 Relationshipbuilding
 Transparency
Fundamental
Understanding of
Public Participation
Behaviors
Openness
 Humility
 Respect
 Honesty
 Reliability
 Flexibility
 Resilience

Understand and
recognize the
importance of all
principles

Project
Management
 Situation
Assessment
 Goal-setting
 Planning
 Process
Management
 Meeting and
Event
Management

Apply appropriate
management skills
to individual role

Reflect on the
importance of
individual behaviors
and how to ensure
their interactions
with stakeholders
are positive
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Additional Skill
Level Needed for
Managers and
Leaders
Provide leadership
and guidance to
ensure that
principles are at the
core of the planning
and implementation
of the project.

Additional Skills
That May be
Sought from
Outside Experts
Provide training in
principles and
overall approach to
public participation.

Recognize
individual behaviors
and overall team
behavior and build
the capacity over
time.
Ensure team
member roles are
properly aligned
with their current
behavior capacity.
Model the behaviors
at all times.
Design public
meetings and
events.
Create project
workplans.
Provide overall
project
management and
leadership.

Provide training in
behaviors.

Provide training in
project
management.
Design public
meetings and
events.
Create project
workplans.

 Evaluation
Stakeholder
Communications
 Effective writing
 Simple language
 Presentations
 Interpersonal
skills
 Active listening

Neutral Facilitation

Understand the
importance of each
skill, current skill
level, and take
action to improve
skills over time.

Recognize
individual skills and
overall team
capacity and build
the capacity over
time.
Ensure that team
member roles are
properly aligned
with their current
skills.
Engage outside
experts to
complement gaps in
currents skills.
Work cooperatively
with the facilitator to
design and
implement credible
processes

Recognize the role
and importance of
facilitation

Provide training in
communication.
Provide expert
communication
skills and
assistance in all
areas.

Apply all the skills
required of an
expert neutral
facilitator

(For resources on public participation skills and behaviors, click here)
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City Council Agenda Item Staff Report
Meeting Date: September 22, 2020

TO:
FROM:
AUTHORED BY:
DATE:
SUBJECT:

Mayor and Councilors
Greg Dirks, City Administrator
Seth Reeser, Finance Director
September 15, 2020
Resolution 35-2020 City Banking Services Award

Requested Council Action: Adopt the resolution authorizing the City Manager to enter into an
agreement for the provision of banking services.

Background: The City last updated its banking service contract in October 2016. Per policy,
the City is to go out periodically to the market to ensure competitive pricing as well as ensure the
provider meets the service needs of the organization. The RFP was posted in the Business
Tribune on August 11th, 2020 with submissions due on September 3rd, 2020. City finance staff
also called and email six banks with branches located close to Wood Village. Two banks
submitted a response to the RFP, Chase Bank and Riverview Bank.
The finance director for City of Wood Village developed a comprehensive evaluation for the
request for proposal for banking services. The document included evaluation criteria for a broad
range of potential issues. The RFP contained detailed description and elicted responses on many
criteria and pricing quotes.
Councilor Loy, Mayor Harden, Manager Dirks and Director Reeser completed separate
evaluations of the two submittals to the RFP. Evaluation criteria was specified in the RFP
document, and focused on cost and service delivery. Each of the reviewers rated Riverview as
the highest in both cost and service delivery by varying margins. Given that Riverview is
currently the banking services provider of the City, staff is confident they will meet the
specifications outlined in the RFP.

City Council Goals:
This action will promote the City Council “Goal 4: Long Term Financial Stability”
Alternatives & Fiscal Impact:
1. Take no actions and maintain the status quo.
2. Elect to conduct a detailed work session to review all proposals or receive public input on
potential banking alternatives.
3. Adopt the resolution.

There is little fiscal impact for approving the Resolution. The proposed fees are very similar to
the current monthly fees incurred through Riverview.
Suggested Motions:
“I move to approve Resolution 35-2020, awarding the banking services contract to Riverview
Bank and authorizing the City Manager to execute a contract for banking services.”

RESOLUTION 35-2020
A RESOLUTION AWARDING A BANKING SERVICES CONTRACT TO RIVERVIEW
BANK AND AUTHORIZING THE CITY MANAGER TO EXECUTE A CONTRACT FOR
SERVICES

WHEREAS:
1. The City posted a request for proposal for banking services on August 11, 2020 and direct
solicited six banks with local branches, and
2. Two banks responded to the request by providing detail proposals for banking services, and
3. An evaluation team consisting of Mayor Scott Harden, Councilor Brian Loy, City Manager
Dirks and Finance Director Reeser read all the provided proposals and ranked the in accord
with the guidelines established in the request for proposals, and
4. The selection team has a unanimous recommendation based on the specific profile of for
Wood Village and the proposals provided, and
5. The successful proposal was presented by Riverview Bank.
NOW, THEREFORE, BE IT RESOLVED by the common council of the City of Wood Village
that the banking services contract for the City of Wood Village for the next three years is awarded
to Riverview Bank and the City Manager is authorized to execute a contract between the City of
Wood Village and Riverview Bank with the fee structure and returns identified in the proposal.
Motion to approve by ____________________; seconded by ____________________ and adopted
this 22nd day of September 2020.

YEAS ______ NAYS ______

______________________________
T. Scott Harden
MAYOR
ATTEST:

______________________________
Emeline Nguyen
CITY RECORDER

City Council Agenda Item Staff Report
Meeting Date: September 22, 2020

TO:

Mayor and Councilors

FROM:

Greg Dirks: City Manager

DATE:

September 15, 2020

SUBJECT:

Resolution 36-2020: Extension of the City’s Emergency Declaration due to
COVID-19

Requested Council Action
Review and approve Resolution 36-2020 extending the Emergency Declaration of March 13,
2020, which is set to end September 30, 2020.
Background
A full background of the Emergency Declaration can be found in the staff reports dated March
26, 2020, April 28, 2020, and June 23, 2020 with additional details in Resolution 12-2020 that
ratified and extended the declaration. The Emergency Declaration that was issued on March 13th
and ratified on the 26th with an original end date of April 30, 2020 was extended on April 28th to
end on June 30, 2020. That declaration was then extended until September 30, 2020. At the
Council meeting of September 10th, the City Council requested another extension be brought
forward until the end of December 2020 to continue to help protect life and safety due to
COVID-19. The actions taken under the provisions include suspending water and sewer bill late
fees and shut offs for non-payment; canceled non-essential meetings and events; implementing
additional cleaning and hand sanitizing stations; taking operational measures to ensure that
essential operations such as water and sewer continue.
Next Steps
The Governor and public health officials continue to state that this is a fluid and still evolving
event with cases increasing daily. Staff continues to be proactive, and new or changing
information will continue to come out on how to best respond and recover. The state has an
emergency declaration in place until November 3, 2020.
Alternatives
The emergency declaration provides for a wide array of response and preventative options. The
listing of items does not preclude the consideration and adoption of other measures, guidance,
and recommendations to help reduce the impacts of COVID-19.
City Goal
The City’s response and planning for COVID-19 impacts all City Goals.
Suggested Motions
“I move to approve Resolution 36-2020 extending the state of emergency due to COVID-19 until
December 31, 2020.

RESOLUTION NUMBER 36-2020
A RESOLUTION EXTENDING THE MARCH 13, 2020 EMERGENCY DECLARATION
ISSUED IN RESPONSE TO COVID-19

WHEREAS:
•

The Coronavirus is a group of viruses that can cause respiratory disease, with the
potential to cause serious illness or loss of life for individuals with underlying health
conditions; and,

•

COVID-19 was declared a pandemic by the World Health Organization on March 11,
2020; and,

•

On March 8, 2020, Governor Kate Brown declared a state of emergency due to the
COVID-19 outbreak in Oregon (Executive Order No. 20-03), finding that COVID-19 has
created a threat to public health and safety, and constitutes a statewide emergency under
ORS 401.025(1),and has since enacted other emergency measures including a Stay at
Home Order and calling upon local governments to help reduce the spread of COVID-19;
and,

•

COVID-19 requires a significant amount of resources and response at the local level to
keep the public and community informed and as safe as possible.

NOW, THEREFORE, BE IT RESOLVED by the Mayor and City Council of the City of
Wood Village that the March 13, 2020 Emergency Decoration be extended to December 31,
2020.
Moved to approve by ____________________; seconded by ____________________ and
adopted this 22nd day of September 2020.

YEAS_____ NAYS_____

______________________________
T. Scott Harden
MAYOR
ATTEST:

________________________________
Emeline Nguyen
CITY RECORDER

City Council Agenda Item Staff Report
Meeting Date: September 22, 2020

TO:

Mayor and Councilors

FROM:
Greg Dirks, City Manager
Authored by: Emeline Nguyen, Assistant to the City Manager
DATE:

September 14, 2020

SUBJECT:

Discussion — Turkey Drive

Requested Council Action
Review and approve the event plan for the 1st Annual Turkey Drive.
Background
To help reduce and respond to the economic and social impacts due to COVID-19, and to
continue to provide support and resources for our most vulnerable residents, staff thought of a
new event near the Thanksgiving holiday. The event is a Turkey Drive where the City would
provide turkeys, canned/boxed goods, and other resources to families and households in need.
The event would occur the weekend prior to Thanksgiving, and can be organized in a number of
ways. Potential options include:
•

Option 1: First-come, first-served drive up style event. The event would be advertised to
Wood Village residents, and food boxes would be loaded into vehicles until the supplies are
gone. This could result in a large number of people waiting in a line and not receive a meal
box.
• Option 2: Instead of having a drive-thru event, have our stakeholders help identify
families in need and the meal boxes would be delivered directly to the home. This may
include homes that have received utility assistance support.
• Option 3: Have our stakeholders identify families in need and arrange a location/time for
families to pick up their turkeys. This option may result in no-shows.
Due to COVID-19, all reasonable safety precautions will be taken. This includes proper
distancing, face masks, and additional sanitation. In all three scenarios, keeping
the turkeys frozen will be a challenge, and we may have to partner with an organization to help
with fridge/freezer space. If there are leftover turkeys and goods from the event, we can either
continue to find families in need, or partner with a food bank or other organization to donate the
food.
Next Steps
Staff will implement and coordinate the event plan, as directed by Council.

Alternatives
The Council may revise and modify the event features as desired, including not having an event.
While there is a nexus to COVID for this event, there may be an expectation of turkey events in
the future, which the City may or may not want to pursue at this time.
Fiscal Impact
Staff feels that approximately 150 meal boxes can be acquired for around $2,000. There is also
the potential for a Walmart Community Grant in the amount of $2,000 which would cove the
hard costs of this event. Staff will also work to receive reduced priced or in-kind donation for the
meal boxes. This event may also qualify for reimbursement under the PDX CARES funding.
City Goal
The successful completion of this event will meet:
Goal 1—A safe, clean, inclusive community with a sense of pride, quality housing, and strong
identity.
Goal 3—High quality, cost effective public utilities, parks and events.
Suggested Motions
“I move to approve the Turkey Drive event plan as presented or modified.”

PUBLIC WORKS MONTHLY REPORT
TO:
FROM:
AUTHOR:
COUNCIL DATE:
SUBJECT:

MAYOR AND CITY COUNCIL
GREG DIRKS, CITY MANAGER
JOHN NIIYAMA, PUBLIC WORKS DIRECTOR
SEPTEMBER 22, 2020
PUBLIC WORKS DIRECTOR’S REPORT

MONTH OF JULY & AUGUST 2020

Arata Fence
• Project Complete
• Total Project Cost: 377,651.13
• Fence Cost: $370,420
• Survey Cost: $6,860.71
• BOLI Fee: $370.42
• URA approved appropriation: $390,000

UFSWQD
• Bylaws
• Organizational Overview
• Workplan
• Budget Committee Report
• Proposed IGA for staffing services for the district

EMCTC – July Cancelled
August Meeting
• Earthquake Ready Burnside Bridge
• Halsey Street Corridor City of Fairview
• JPACT & Metro Updates – Councilor Craddick, Metro

Municipal Water – Storm Water – Sanitary System – Streets – City Park
• Completed annual water valve exercising -- 360 valves.
• Pavement Preservation: Dig-out, crack seal, & slurry seal Ash & Birch.
• 16 Radio Read meter registers installed.
• Wood Village Blvd, 238th median, & Mayor’s Corner maintenance.
• 230th & 231st Pathway Lighting Project began. Lights installed July 20th.
• Monthly meter reading & water sampling complete.
• Repaired Reservoir 1 access hatch.

•

•
•
•
•
•
•

Replaced 48 iPearl water meters Ferguson identified during the implementation
of the Radio Read System. No cost for the meters---full swap with new
warranty.
Routine monthly cleaning of the Shea Lift Station wet well.
Installed 3 COVID-19 “Thank You” signs.
Multnomah County street sweeping July 20th & 21st.
Placed 30 cubic yards of wood chips at Donald Robertson Park. Creating a
continuous walking trail loop around the new City Hall construction fencing.
39 Locates July
35 Locates August

Personnel Update:
• Brian Kidder Utility Worker I resigned July 31st.
• Loren Wilton 15 years of service August 28th.
• Erika Olivares 1 year anniversary September 5th.
• Utility Worker I Interviews. Robert Coley firs day will be Monday Sept 28th.

Development progress: These activities require plan reviews and comments by the
Building Department and other Public Works staff. We also spend time in consultation with
the developers, their engineers and the contractor as the project moves from planning to
completion.
•
•
•
•
•

The Byway– Development and Permitting Continues. Planning Commission
meeting scheduled for Tuesday July 21st for the temporary leasing office. Leasing
Office expected end of September and Hard Hat Tours October.
Vista View Apartments – Les Bick reached out to City staff. Project still on the
table.
24173 NE Halsey -- 4,000 sq ft retail submittal received. Forecast to break-ground
by end of September.
City Hall – Development continues----foundation and footings poured.
Underground utilities (water, sewer, electric, communications, storm) continues.
Craft Coffee House – Grand opening August 21st.

Planning Commission
• Approved the Temporary Leasing Structure for The Byway Apartments (Temporary
Use Permit).
• Meeting to review and make a recommendation to the City Council regarding
revisions to the Zoning and Development Code. The revisions include adding a
new use and definition called auto maintenance, which includes lower impact auto
related items that can be located in more convenient areas for people. There were
also some minor revisions to the temporary use section of the code. The Planning
Commission made a unanimous recommendation to the City Council to approve the

changes. On September 10th, City Council approved amendments to the zoning
and Development Code.

Permits Issued
July

21

August

18

2020 Totals

159

Code Compliance Activity:
July
•
7 In-Progress
• 19 Closed
TOTAL CASES REPORTED

26

August
• 27 In-Progress
• 21 Closed
TOTAL CASES REPORTED

48

Related to Graffiti, vegetation, garbage, vehicle parking, and camping
2020 Total Cases

308

Water Consumption/Production:

JULY 2020
•

Consumption

13,691,908 gallons

•

Production

14,243,923 gallons

•

Billed Accounts

124 Commercial
647 Residential

•

System Loss

3.88%

771 Total

AUGUST 2020
•

Consumption

16,938,362 gallons

•

Production

17,615,019 gallons

•

Billed Accounts

123 Commercial
648 Residential

•

System Loss

3.84%

771 Total

City Council Agenda Staff Report
Meeting Date: September 22nd, 2020

Memorandum
TO:

Mayor and City Council

FROM:

Greg Dirks, City Manager

AUTHOR:

Seth Reeser, Finance Director

DATE:

September 15th, 2020

TOPIC:
30, 2020.

Council Finance Preliminary Report on Revenue & Expenditures through June

This report covers all revenue from July 1, 2019 through June 30, 2020, the entire fiscal year. All
expenditures and appropriations through June 30, 2020 are within budgeted parameters.
The General Fund did end with a slight decrease (-1.8%) in the non-restricted revenue (revenues
without building services and any transfers or grants). This was offset by lower than budgeted
spending across all categories. Some of the revenues will stay low, like motel tax, while others might
just be delayed (Business Income Tax).

In the Street and Water funds revenues were lower than budgeted. In Streets this was due to lower
than expected state gas tax. In water, this was due to a mild, wet May and June with consumption ~
two million gallons lower each month than the prior year. In both cases, these funds had savings in the
operations area that more than offset the revenue shortfall. In Sewer, revenues were slightly above

Mayor and Council Members
Finance Department Report

budget with savings in the expense. Overall, each fund should add to the ending fund balance based on
the revenue and expense information.

All numbers are preliminary. The auditor’s will be making their second virtual visit the week of
September 21st. Audited numbers will hopefully be available in November to share an update of the
ending fund balances in each fund. A detailed capital outlay report is included that shows capital
spending for the fiscal year.

Capital Outlay by Project FY 2019-20
Adopted
Budget

Projection

GENERAL FUND - NON PARKS
Banners/Flags
Seasonal Banners
238th Façade Renovation Prog.
Broadband Feasibility Evaulation
Municipal Code Codification
CH Flagpole & Solar Light
Subtotal

6,000
4,500
100,000
40,000
4,000
154,500

6,000
4,500
10,000
4,000
7,402
31,902

6,202
181
10,000
5,025
7,402
28,810

GENERAL FUND - PARKS
Mower
Grand Ronde Park
Sidewalk extension
Park Entry Feature Enhancement
Park Entry Gates
Park Entry Columns
Sidewalk extension
Natural Playground & Habitat Boardwalk
Hawthorne Ave Trailhead Project
Sign Rotation at DLR park
Entry sign backlight and rock face
Grand Ronde Park Design
Subtotal

1,500
425,000
3,036
78,000
30,000
34,000
3,036
27,000
92,000
4,000
5,000
50,000
752,572

413,507
3,036
179,095

23,000
660,292

413,817
179,095
4,670
41,654
21,687
660,922

-

3,885,000

550,000

492,475

237

STREET
Exit 16 Interchange Improvements
16,000
Dig out and Overlay 236th and 237th
150,000
Crack Seal and Slurry - Maple and Elm 13,500 sq yds95,000
230th/231st Pathway Lighting Installation
Multnomah County Service Enhancements
25,000
Subtotal
286,000

95,000
17,839.40
112,839

90,139
17,839
107,979

DESCRIPTION

MUNICIPAL BUILDING
City Hall Project

41,654

YTD
TOTAL

July

Aug

Sept

Oct

Nov

Dec

January

February March

April

May

June

3,775

2,427.45

181
10,000
5,025.00
-

-

7,402
7,583

10,000

7,000

7

245

-

2,900

-

105,328

-

-

-

3,775

2,908

2,604

400,000

1,298

51,001

12,148

5,781

1,651

-

7,452

40
4,669.72

14,647

7,071

15,266

4,669.72

-

7,245

7

2,900

105,328

68,557

21,823

405,781

2,949

6,013
21,319

15,673.52
25,013

7,380

1,694

996

14,776

20,846

25,904

36,227

64,004

103,412

113,118

103,882

291

89,848
17,839.40

-

291

-

89,848

-

-

-

-

-

-

-

17,839

Capital Outlay by Project FY 2019-20
DESCRIPTION
WATER
Meter Reading Equipment
Ductless A/C
Well 4 Vault Repair
Equip Building Res 1
Stairs and Ladder Res 1
Future Water System Capital
Subtotal

Adopted
Budget

Projection

YTD
TOTAL

17,500
3,500
9,000
20,000
25,000
75,000

17,500
2,468
20,000
1,606
41,574

18,821
2,468
7,234
2,074
30,597

5,800
7,000

34,500
17,032
150,000
201,532

SEWER
Tie Down 238th lift station
Self Primer for Shea Lift Station
Sewer Manholes Replacement (2005 Halsey)
Glisan Sub Basin Plan Update
Sewer System Master Plan update
Sewer System Treatment Capacity
Purchase Sewer Capacity from Gresham
Subtotal

20,000
25,000
35,000
550,000
642,800

7,000
34,500
23,000
150,000
214,500

URBAN RENEWAL
Arata Streetscape

390,000

390,000

MULTI-FUND
Gator
Printer Scanner
Servers
SCADA Improvements`
Trees
City Hall A/C Unit
68030 Reseves for future Acctg Software
68017 Reserves for future backhoe
Reserves for Dump Truck
Subtotal

12,000
30,000
20,400
20,000
10,000
50,000
50,000
8,600
201,000

11,091
17,000
18,025
20,000
14,800
80,916

11,091
15,896
18,025
4,600
14,800
64,413

5,996,872

1,692,024

1,587,292

TOTAL

July

Aug

Sept

Oct

Nov

Dec

January

February March

April

May

June
18,820.86

1,686

782
1,634

-

-

1,686

782

1,634

511

511

1,064

1,064

3,045

-

3,045

424
1,606

555
467

1.28

2,030

1,022

18,822

1,791

3,780

11,461.04

34,500

150,000
-

-

-

-

-

34,500

-

-

-

1,791

153,780

11,461

564

11,091
15,896
12,305

5,720
1,709

2,745

145.81
14,800.00

237

-

-

12,305

11,091

7,671

18,208

113,939

30,401

161,186

-

-

95,525

58,050

1,709

5,720

18,641

14,946

474,540

120,240

307,880

199,415

Ending Cash Balance - Through June 30, 2020
$14,000,000
$12,000,000
$10,000,000
$8,000,000
$6,000,000
$4,000,000
$2,000,000
$0

2011

2012

2013

2014

2015

2016

Local Gov Invest Pool

2017

2018

2019

2020

Bank

Interest Rate and Earnings

3.0%

$20,000

2.0%

$10,000
$-

1.0%
2011

2012

2013

2014

2015

Interest Earned

2016

2017

LGIP Rate

2018

2019

2020

0.0%

INVESTMENT
HISTORY

Amt invested
at month-end

Interest
rate

Actual
Interest

Amt invested
at month-end

Amt invested Interest
at month-end rate

Actual
Interest

Amt invested Interest
at month-end rate

Amt invested
at month-end

WELLS FARGO CHECKING
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$559,375.17
0.21%
$616,574.78
0.21%
$620,880.27
0.21%
$685,353.60
0.21%
$724,172.74
0.21%
$586,725.38
0.71%
$562,257.51
0.71%
$664,325.22
0.71%

TOTAL CMBND
$13,203,648.89
$13,560,498.29
$10,353,812.32
$10,376,351.97
$10,102,044.32
$10,476,504.52
$10,371,893.31
$9,760,579.82
$9,367,420.44
$9,410,399.78
$9,362,831.16
$9,510,552.82
$9,524,599.85
$6,263,026.75
$6,344,632.50
$6,920,101.84
$6,752,861.69
$6,879,608.65
$6,930,828.19
$6,732,972.21
$6,176,842.47
$6,491,748.35
$6,397,178.60
$6,254,338.34
$6,247,956.49
$6,004,580.92
$6,255,122.45
$6,246,528.44
$5,945,914.64
$6,016,001.47
$6,013,155.23
$5,928,986.57
$5,301,757.66
$5,354,030.39
$5,310,843.47
$5,361,174.13
$5,770,262.21
$5,651,468.49
$5,598,194.40
$5,791,640.59
$5,707,580.28
$5,662,292.10
$5,777,807.18
$5,240,617.96
$4,850,145.55
$5,076,791.92
$5,078,398.11
$5,010,932.28
$5,079,271.97
$5,107,121.59

*previously Sterling Bank
avg/mo
LGIP
JUNE 2020
$13,085,211.88
MAY 2020
$13,250,627.36
APR 2020
$10,058,565.19
MAR 2020
$10,144,936.87
FEB 2020
$9,956,875.26
JAN 2020
$10,270,017.00
DEC 2019
$10,114,111.43
NOV 2019
$9,602,566.18
OCT 2019
$9,082,182.89
SEPT 2019
$9,228,714.36
AUG 2019
$9,061,865.02
JULY 2019
$9,052,733.15
JUNE 2019
$5,519,322.61
MAY 2019
$5,896,100.20
APR 2019
$5,891,935.72
MAR 2019
$6,346,418.09
FEB 2019
$6,403,517.69
JAN 2019
$6,339,272.08
DEC 2018
$6,461,693.37
NOV 2018
$6,418,639.54
OCTOBER 2018
$5,716,433.89
SEPTEMBER 2018 $5,945,297.28
AUG 2018
$5,852,137.65
JULY 2018
$5,782,257.82
JUNE 2018
$5,705,419.11
MAY 2018
$5,598,084.70
APR 2018
$5,795,145.78
MAR 2018
$5,860,949.38
FEB 2018
$5,650,223.77
JAN 2018
$5,595,388.07
DEC 2017
$5,675,189.39
NOV 2017
$5,614,149.89
OCT 2017
$4,904,871.37
SEP 2017
$4,917,897.10
AUG 2017
$4,878,300.95
JULY 2017
$4,931,034.89
JUNE 2017
$5,222,604.91
MAY 2017
$5,134,523.17
APR 2017
$5,026,542.20
MAR 2017
$5,321,376.41
FEB 2017
$5,317,749.16
JAN 2017
$4,545,433.46
DEC 2016
$4,487,859.56
NOV 2016
$4,523,225.08
OCT 2016
$4,128,447.18
SEPT 2016
$4,290,620.22
AUG 2016
$4,253,160.06
JULY 2016
$4,323,141.59
JUNE 2016
$4,415,949.15
MAY 2016
$4,341,731.06

1.300%
1.490%
1.750%
2.080%
2.250%
2.250%
2.250%
2.340%
2.450%
2.570%
2.640%
2.750%
2.750%
2.750%
2.750%
2.750%
2.750%
2.750%
2.560%
2.500%
2.500%
2.250%
2.250%
2.250%
2.160%
2.100%
2.100%
1.920%
1.850%
1.850%
1.650%
1.550%
1.450%
1.450%
1.450%
1.450%
1.300%
1.300%
1.300%
1.300%
1.150%
1.150%
1.030%
1.030%
1.030%
1.030%
0.920%
0.920%
0.875%
0.875%

received
$14,073
$13,153
$14,706
$17,651
$17,708
$19,505
$17,808
$17,808
$18,995
$19,336
$20,170
$20,846
$12,920
$13,902
$14,073
$14,648
$13,425
$14,995
$14,138
$12,064
$12,496
$10,889
$11,115
$10,969
$10,054
$10,033
$10,154
$9,327
$7,976
$8,408
$7,834
$6,369
$6,052
$5,835
$5,980
$6,197
$5,550
$5,610
$5,753
$5,497
$4,490
$4,409
$4,097
$3,647
$3,735
$3,285
$3,307
$3,194
$3,140
$2,919

received
US BANK
0
0
0
0
0
0
0
0
0
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$99,500.00
$99,500.00
$99,500.00
$99,500.00
$99,500.00
$99,500.00
$99,589.10
$99,589.10
$100,818.10
$100,818.10
$100,818.10
$100,818.10
$101,065.31
$101,065.31
$101,065.31
$101,065.31

RIVERVIEW BANK
$118,437.01
$309,870.93
$295,247.13
$231,415.10
$145,169.06
$206,487.52
$257,781.88
$158,013.64
$285,237.55
$181,685.42
$300,966.14
$457,819.67
$4,005,277.24
$366,926.55
$452,696.78
$573,683.75
$349,344.00
$540,336.57
$469,134.82
$314,332.67
$460,408.58
$546,451.07
$545,040.95
$472,080.52
$542,537.38
$406,496.22
$459,976.67
$385,579.06
$295,690.87
$420,613.40
$337,965.84
$314,836.68
$396,886.29
$436,133.29
$333,042.52
$330,639.24
$448,157.30
$417,445.32
$472,152.20
$370,764.18
$290,242.02
$1,017,269.54
$629,754.35
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0%
0%
0%
0%
0%

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$625.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

INVESTMENT
HISTORY

Amt invested
at month-end

Interest
rate

Actual
Interest

Amt invested
at month-end

Amt invested Interest
at month-end rate

Actual
Interest

Amt invested Interest
at month-end rate

Amt invested
at month-end

*previously Sterling Bank
avg/mo
APR 2016
MAR 2016
FEB 2016
JAN 2016
DEC 2015
NOV 2015
OCT 2015
SEPT 2015
AUG 2015
JULY 2015
JUNE 2015
MAY 2015
APR 2015
MAR 2015
FEB 2015
JAN 2015
DEC 2014
NOV 2014
OCT 2014
SEPT 2014
AUG 2014
JULY 2014
JUNE 2014
MAY 2014
APR 2014
MAR 2014
FEB 2014
JAN 2014
DEC 2013
NOV 2013
OCT 2013
SEP 2013
AUG 2013
JUL 2013
JUN 2013
MAY 2013
APR 2013
MAR 2013
FEB 2013
JAN 2013
DEC2012
NOV 2012
OCT 2012
SEPT 2012
AUG 2012
JULY 2012
JUNE 2012
MAY 2012
APR 2012
MAR 2012

LGIP
$4,548,380.06
$4,701,221.56
$4,697,812.65
$4,734,048.80
$4,816,143.63
$4,558,708.91
$4,029,379.78
$4,176,917.47
$4,143,423.17
$4,087,032.16
$4,440,146.72
$4,342,884.96
$4,273,916.33
$4,230,374.18
$4,281,177.59
$4,338,810.05
$4,367,357.91
$4,431,578.20
$3,937,516.28
$4,059,726.07
$4,080,559.29
$4,139,985.22
$4,358,512.96
$4,299,734.19
$4,354,215.26
$4,311,233.82
$4,265,139.51
$4,218,494.70
$4,307,954.32
$4,160,325.08
$3,673,331.64
$3,622,862.65
$3,588,125.54
$3,542,187.94
$3,483,026.39
$3,828,140.49
$3,968,205.27
$3,924,685.41
$3,875,001.00
$3,951,430.67
$3,992,301.82
$3,935,478.78
$3,347,765.90
$3,490,631.28
$3,451,163.20
$3,411,582.22
$3,359,047.61
$3,305,049.21
$3,220,495.26
$3,183,302.59

0.75%
0.75%
0.74%
0.67%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.53%

received
$2,834
$2,949
$2,556
$2,594
$2,389
$1,859
$1,899
$1,847
$1,889
$1,976
$1,917
$1,831
$1,747
$1,810
$1,645
$1,832
$1,882
$1,749
$1,838
$1,797
$1,904
$1,948
$1,923
$1,975
$1,922
$1,967
$1,755
$1,949
$1,961
$1,684
$1,674
$1,600
$1,638
$1,609
$1,682
$1,829
$1,750
$1,789
$1,613
$2,019
$2,032
$1,792
$1,769
$1,706
$1,745
$1,720
$1,639
$1,660
$1,574
$1,443

received
US BANK
$101,065.31
$101,065.31
$101,325.72
$101,347.72
$100,722.72
$100,039.00
$100,039.00
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

RIVERVIEW BANK
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$89,919.65
0.0025%
$89,917.36
0.0025%
$89,915.14
0.0025%
$89,912.85
0.0025%
$89,910.78
0.0025%
$89,908.49
0.60%
$89,864.09
0.60%
$89,819.79
0.60%
$89,774.03
0.60%
$89,684.05
0.60%
$89,666.83
0.60%
$191,524.07
0.60%
$89,601.26
0.60%
$89,555.61
0.60%
$4,462.91
0.60%
$79,462.91
0.60%
$79,426.34
0.60%
$179,374.37
0.60%
$69,335.41
0.60%
$169,261.79
0.60%
$369,134.46
0.60%
$268,988.63
0.60%
$318,845.84
0.60%
$318,601.87
0.60%
$18,586.87
0.60%
$218,592.39
0.60%
$118,496.13
0.60%
$218,414.39
0.60%
$108,293.50
0.60%
$108,288.90
0.60%
$108,235.37
0.60%
$108,182.00
0.60%
$108,126.89
0.60%
$158,059.61
0.60%
$57,933.09
0.60%
$482,933.09
0.60%
$532,652.26
0.60%
$582,086.37
0.60%
$582,086.37
0.60%

$0.00
$0.00
$0.00
$625.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$1.49
$2.23
$2.22
$2.29
$2.07
$2.29
$44.40
$44.30
$45.76
$44.26
$45.72
$57.22
$65.57
$45.65
$65.76
$0.08
$36.57
$51.97
$38.96
$73.62
$127.33
$145.83
$142.79
$134.50
$109.47
$9.48
$96.26
$60.00
$68.65
$56.84
$53.53
$53.37
$55.11
$67.28
$37.79
$88.73
$278.76
$278.76
$287.13
$211.66

WELLS FARGO CHECKING TOTAL CMBND
$655,083.11
0.71%
$5,304,528.48
$894,923.95
0.71%
$5,697,210.82
$681,955.64
0.71%
$5,481,094.01
$594,112.34
0.71%
$5,429,508.86
$534,712.67
0.71%
$5,451,579.02
$640,271.85
0.71%
$5,299,019.76
$519,997.98
0.71%
$4,649,416.76
$607,753.19
0.71%
$4,784,670.66
$679,771.25
0.71%
$4,823,194.42
$589,578.17
0.71%
$4,676,610.33
$489,594.49
0.79%
$4,929,741.21
$404,587.92
1.06%
$4,837,392.53
$382,739.86
1.06%
$4,746,573.55
$625,321.38
1.06%
$4,945,610.70
$379,281.23
1.06%
$4,750,371.67
$314,388.30
1.06%
$4,743,109.13
$347,397.10
1.06%
$4,804,663.50
$335,117.50
1.06%
$4,856,559.79
$400,859.61
1.06%
$4,428,195.68
$421,256.07
1.06%
$4,570,756.17
$342,821.63
1.06%
$4,513,064.97
$408,309.19
1.06%
$4,637,961.24
$283,230.62
1.06%
$4,833,267.65
$414,168.49
1.06%
$4,803,503.94
$243,107.77
1.06%
$4,686,878.64
$586,063.29
1.06%
$4,901,760.02
$370,179.39
1.06%
$4,714,781.81
$382,918.69
1.06%
$4,680,839.73
$326,511.69
1.06%
$4,813,840.38
$471,061.04
1.08%
$4,700,721.53
$315,190.28
1.08%
$4,157,783.71
$276,065.10
1.08%
$4,268,062.21
$392,180.93
1.08%
$4,249,295.10
$317,549.79
1.08%
$4,178,583.57
$515,640.98
1.08%
$4,317,269.24
$495,871.33
1.08%
$4,342,598.69
$108,725.56
1.08%
$4,295,523.22
$576,710.31
1.08%
$4,619,891.85
$321,305.39
1.08%
$4,414,720.78
$403,359.94
1.08%
$4,463,084.11
$263,068.77
1.08%
$4,363,659.49
$294,403.54
1.08%
$4,338,117.69
$341,697.26
1.08%
$3,797,645.16
$317,604.79
1.08%
$3,916,362.96
$276,077.97
1.08%
$3,885,300.78
$352,254.79
1.00%
$3,821,770.10
$317,479.77
1.00%
$4,159,460.47
$414,740.26
1.00%
$4,252,441.73
$290,749.23
1.00%
$4,093,330.86
$515,659.76
1.00%
$4,281,048.72

INVESTMENT
HISTORY

Amt invested
at month-end

Interest
rate

Actual
Interest

Amt invested
at month-end

Amt invested Interest
at month-end rate

Actual
Interest

Amt invested Interest
at month-end rate

Amt invested
at month-end

*previously Sterling Bank
avg/mo
FEB 2012
JAN 2012
DEC 2011
NOV 2011
OCT 2011
SEPT 2011
AUG 2011
JULY 2011
JUNE 2011
MAY 2011
APR 2011
MAR 2011
FEB 2011
JAN 2011
DEC 2010
NOV 2010
OCT 2010
SEP 2010
AUG 2010
JUL 2010
JUN 2010
MAY 2010
APR 2010
MAR 2010
FEB 2010
JAN 2010
DEC 2009
NOV 2009
OCT 2009
SEPT 2009
AUG 2009
JULY 2009
JUN 2009
MAY 2009
APR 2009
MAR 2009
FEB 2009
JANUARY 2009
DEC 2008
NOV 2008
OCT 2008
SEPT 2008
AUG 2008
JUL 2008
JUN 2008
MAY 2008
APR 2008
MAR 2008
FEB 2008
JANUARY 2008

LGIP
$3,231,478.70
$3,391,161.02
$3,490,144.41
$3,117,891.72
$2,748,637.55
$2,889,429.39
$2,830,626.02
$2,823,886.31
$2,618,935.24
$5,064,567.65
$5,141,251.32
$5,160,417.03
$5,087,240.00
$5,079,305.74
$5,234,289.57
$5,012,052.95
$4,533,606.84
$4,491,676.12
$4,464,596.18
$4,438,027.52
$4,641,093.72
$5,097,353.80
$4,260,531.26
$4,230,393.82
$4,359,491.07
$4,317,205.38
$4,396,711.14
$5,348,295.00
$5,037,745.84
$5,000,131.67
$5,472,171.98
$5,725,372.52
$6,258,168.86
$6,514,375.54
$6,501,206.41
$6,696,229.05
$6,688,263.00
$6,734,398.60
$6,966,426.96
$6,858,631.27
$6,461,178.00
$6,700,473.00
$6,580,225.67
$6,619,880.49
$6,770,590.00
$6,702,480.00
$6,937,053.00
$6,902,222.00
$6,784,153.00
$7,609,322.00

0.50%
0.50%
0.35%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.55%
0.55%
0.55%
0.55%
0.55%
0.55%
0.55%
0.55%
0.55%
0.58%
0.60%
0.70%
0.70%
0.70%
0.90%
0.93%
0.99%
1.03%
1.16%
1.39%
1.51%
1.60%
2.00%
2.25%
2.50%
2.90%
3.25%
3.20%
3.15%
3.20%
3.32%
3.74%
4.36%
4.74%

received
$1,313
$1,465
$1,472
$1,187
$1,219
$1,181
$1,208
$1,131
$2,031
$2,141
$2,125
$2,183
$1,956
$2,177
$2,214
$1,931
$2,083
$2,024
$2,080
$2,250
$2,307
$2,201
$1,919
$2,046
$1,830
$2,308
$2,665
$2,504
$3,155
$3,297
$3,910
$4,799
$5,260
$5,690
$6,352
$7,907
$7,820
$11,223
$13,589
$13,119
$14,165
$15,812
$18,332
$18,046
$17,643
$18,118
$18,791
$21,660
$26,004
$30,520

received
US BANK
$211,715.00
$211,573.00
$211,432.00
$413,112.21
$412,939.26
$412,576.61
$412,260.82
$411,865.49
$411,720.26
$411,660.24
$411,265.21
$410,874.97
$410,504.57
$410,079.28
$409,934.65
$409,466.13
$409,223.98
$208,981.84
$208,762.71
$208,543.57
$208,324.44
$208,276.58
$208,068.51
$207,860.65
$207,653.00
$207,445.55
$207,238.32
$207,031.28
$206,824.46
$206,246.97
$205,671.09
$205,096.82
$204,524.15
$203,953.08
$203,383.61
$202,815.72
$202,249.43
$201,684.71
$201,121.57
$200,560.00
$200,000.00

*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*

RIVERVIEW BANK
$403,777.11
$403,584.67
$403,349.08
$403,301.34
$201,407.61
$201,390.81
$201,370.81
$201,349.78
$201,324.13
$201,299.33
$201,271.48
$201,238.40
$201,201.74
$201,163.16
$201,120.46
$201,076.36
$201,035.07
$200,993.78
$200,952.49
$200,909.83
$200,867.18
$200,819.55
$200,752.66
$200,684.09
$200,610.53
$200,535.33
$200,460.16
$200,378.34
$200,294.88
$200,211.46
$200,128.07
$200,044.74
$200,000.00

* Sterling Bank

0.60%
0.60%
0.60%
0.60%
0.11%
0.09%
0.12%
0.15%
0.15%
0.15%
0.15%
0.21%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.29%
0.30%
0.30%
0.40%
0.41%
0.44%
0.45%
0.45%
0.49%
0.50%
0.50%
0.50%
0.50%

$192.44
$192.40
$90.93
$16.00
$16.80
$20.00
$21.01
$25.65
$24.82
$27.85
$33.08
$36.66
$38.58
$42.70
$44.10
$41.29
$41.29
$41.29
$42.66
$42.65
$47.59
$50.19
$66.89
$68.57
$73.56
$75.20
$75.17
$81.82
$83.46
$83.42
$83.39
$83.33
$44.74

WELLS FARGO CHECKING TOTAL CMBND
$246,215.36
0.30%
$4,093,186.17
$125,943.53
0.30%
$4,132,262.22
$115,117.41
0.30%
$4,220,042.90
$225,973.01
0.30%
$4,160,278.28
$183,095.21
0.30%
$3,546,079.63
$274,778.17
0.30%
$3,778,174.98
$257,051.10
0.30%
$3,701,308.75
$375,954.32
0.30%
$3,813,055.90
$2,352,564.72
0.30%
$5,584,544.35
$188,677.49
0.30%
$5,866,204.71
$33,359.78
0.30%
$5,787,147.79
$323,380.60
0.20%
$6,095,911.00
$188,746.87
0.30%
$5,887,693.18
$366,482.30
0.35%
$6,057,030.48
$218,001.66
0.35%
$6,063,302.24
$633,503.26
0.35%
$6,256,057.41
$536,144.67
0.35%
$5,679,969.27
$1,163,360.89
0.35%
$6,064,971.34
$1,083,390.81
0.35%
$5,957,659.53
$937,310.65
0.35%
$5,784,748.92
$1,360,953.01
0.35%
$6,411,190.72
$1,044,502.89
0.35%
$6,550,885.93
$975,567.36
0.35%
$5,644,851.22
$1,071,046.37
0.35%
$5,709,911.37
$794,832.24
0.50%
$5,562,511.64
$1,022,888.49
0.50%
$5,747,999.58
$952,448.35
0.50%
$5,756,776.14
$5,755,621.17
$5,444,781.76
$5,406,506.71
$5,877,887.81
$6,130,469.34
$6,462,693.01
$6,718,328.62
$6,704,590.02
$6,899,044.77
$6,890,512.43
$6,936,083.31
$7,167,548.53
$7,059,191.27
$6,661,178.00
$6,700,473.00
$6,580,225.67
$6,619,880.49
$6,770,590.00
$6,702,480.00
$6,937,053.00
$6,902,222.00
$6,784,153.00
$7,609,322.00

INVESTMENT
HISTORY

Amt invested
at month-end

Interest
rate

Actual
Interest

Amt invested
at month-end

Amt invested Interest
at month-end rate

Actual
Interest

Amt invested Interest
at month-end rate

Amt invested
at month-end

*previously Sterling Bank
avg/mo
NOV 2007
SEPT 2007
JULY 2007
MAY 2007
MAR 2007
JANUARY 2007
NOV 2006
OCT 2006
SEPT 2006
JULY 2006
MAR 2006
JANUARY 2006
NOV 2005
SEPT 2005
JULY 2005
MAY 2005
MAR 2005
JANUARY 2005
NOV 2004
SEPT 2004
JULY 2004

LGIP
$7,254,851.00
$6,811,514.00
$6,712,824.00
$6,606,696.00
$6,522,194.00
$5,804,833.00
$5,772,104.00
$5,167,114.00
$5,289,853.00
$4,133,960.00
$4,169,466.00
$4,270,024.00
$4,273,159.00
$4,419,582.00
$3,971,838.00
$4,214,327.00
$4,116,655.00
$4,054,064.00
$3,877,285.00
$3,411,848.00
$3,370,072.00

received

received
US BANK

5.12%
5.33%
5.20%
5.20%
5.22%
5.15%
5.07%
5.09%
5.09%
4.95%
4.40%
4.15%
3.74%
3.42%
3.14%
2.89%
2.59%
2.35%
2.02%
1.67%
1.41%

$28,604
$29,669
$29,495
$28,804
$28,303
$25,409
$21,971
$22,761
$22,436
$17,812

RIVERVIEW BANK

WELLS FARGO CHECKING TOTAL CMBND
$7,254,851.00
$6,811,514.00
$6,712,824.00
$6,606,696.00
$6,522,194.00
$5,804,833.00
$5,772,104.00
$5,167,114.00
$5,289,853.00
$4,133,960.00
$4,169,466.00
$4,270,024.00
$4,273,159.00
$4,419,582.00
$3,971,838.00
$4,214,327.00
$4,116,655.00
$4,054,064.00
$3,877,285.00
$3,411,848.00
$3,370,072.00

SOURCE OF
YTD 2017-18
YTD 2018-19
INCOME
as of
30-Jun-18
30-Jun-19
The percentages are for the change from the prior year to the next year.

YTD 2019-20
30-Jun-20

2017-18

2018-19 2019-20
population
3,915
3,920
4,028

Property Tax **

$983,712

↑

5%

$1,034,471

↑

12%

$1,161,460

$251.27

$263.90

$288.35

Business Income Tax

$241,133

↑

23%

$297,137

↓

-22%

$230,929

$61.59

$75.80

$57.33

$4,913

↓

-8%

$4,503

↓

-2%

$4,392

$1.25

$1.15

$1.09

Liquor Tax

$116,856

↑

0%

$116,905

↓

-5%

$111,021

$29.85

$29.82

$27.56

Gasoline Tax

$234,436

↑

6%

$248,653

↑

14%

$282,345

$59.88

$63.43

$70.10

$57,648

↓

-22%

$44,942

↑

7%

$48,144

$14.72

$11.46

$11.95

$154,150

↓

-3%

$149,263

↑

5%

$156,582

$39.37

$38.08

$38.87

$94,216

↑

65%

$155,635

↑

37%

$213,829

$24.07

$39.70

$53.09

$1,887,064

↑

9%

$2,051,509

↑

8%

$2,208,702

$482.01

$523.34

$548.34

Cigarette Tax

State Shared Revenues*
Motel Tax
Interest Revenue

TOTALS

Budget vs. Actual Revenue
Period 12, YTD June 30, 2020
6,000

5,000

4,000

3,000

2,000

1,000

-

Budget

1,265

Water/Sew
er/Street/P
ark User
Fees
2,003

Received

1,320

2,155

Taxes

Interest

Permits/Lic
enses

Franchise

Intergovern.

Misc.

TOTAL

84

237

315

506

147

4,557

118

374

317

437

56

4,776

General Fund - Budget vs. Actual Expense
Period 12 - YTD June 30, 2020

9,000,000
8,000,000
7,000,000
6,000,000
5,000,000
4,000,000
3,000,000
2,000,000
1,000,000
0
Budget

Personnel
Services
526,280

Materials &
Services
1,489,733

Spent

420,420

1,295,862

951,466

Transfers to
Other Funds
4,297,200

713,654

4,261,836

Capital Outlay

Contingency

Total

814,000

8,078,679

0

6,691,771

Street Fund - Budget Vs. Actual Expense
Period 12 - YTD June 30, 2020
800,000
700,000
600,000
500,000
400,000
300,000
200,000
100,000
Budget

Personnel Services
229,391

Materials & Services
207,373

Capital Outlay
294,800

Contingency
17,612

Total
749,176

Spent

190,112

124,470

116,295

-

430,877

Water Fund - Budget vs. Actual Expense
Period 12 - YTD June 30, 2020

1,200,000

1,000,000

800,000

600,000

400,000

200,000

0
Budget

Personnel
Services
459,618

Materials &
Services
260,784

Spent

381,173

232,573

96,200

Transfers to
Other Funds
0

59,231

209,491

Capital Outlay

Contingency

Debt Service

Total

300,000

0

1,116,602

0

0

882,467

Sewer Fund - Budget vs. Actual Expense
Period 12 - YTD June 30, 2020

2,000,000
1,800,000
1,600,000
1,400,000
1,200,000
1,000,000
800,000
600,000
400,000
200,000
-

Personnel
Services

Materials &
Services

Capital Outlay

Transfers to
Other Funds

Contingency

Debt Service

Total

Budget

402,251

595,904

662,800

-

150,000

-

1,810,955

Spent

329,019

555,614

217,702

-

-

-

1,102,335

MAJOR TRACKED TAX REVENUES COMPARISON BY DATE
JULY 2017 THROUGH APRIL 2020
FY 2017-18 AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2017
AUG 2017
SEPT 2017
OCT 2017
NOV 2017
DEC 2017
JAN 2018
FEB 2018
MAR 2018
APRIL 2018
MAY 2018
JUNE 2018

$100,504
$147,771
$187,368
$289,467
$1,188,383
$1,363,735
$1,458,326
$1,518,916
$1,579,642
$1,666,234
$1,793,946
$1,901,281
$1,901,281

$100,504.06
$47,266.96
$39,597.10
$102,098.94
$898,915.87
$175,351.88
$94,591.11
$60,590.28
$60,725.71
$86,591.82
$127,712.41
$107,334.56

2017-18 budgeted rev

5.74%
8.43%
10.69%
16.52%
67.83%
77.84%
83.24%
86.69%
90.16%
95.10%
102.39%
108.52%

$1,752,045

FY 2018-19 AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$114,228
$188,013
$285,290
$366,897
$1,107,201
$1,439,987
$1,590,057
$1,659,985
$1,738,091
$1,786,592
$1,964,608
$2,087,830
$2,087,830

$114,227.71
$73,785.46
$97,276.99
$81,606.45
$740,304.68
$332,785.24
$150,070.60
$69,927.61
$78,105.82
$48,501.48
$178,015.85
$123,222.15

2018-19 budgeted rev

5.97%
9.82%
14.90%
19.17%
57.84%
75.22%
83.06%
86.72%
90.80%
93.33%
102.63%
109.07%

$1,914,253

FY 2019-20 AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$123,818
$182,950
$249,800
$396,523
$872,808
$1,634,353
$1,762,851
$1,855,797
$1,943,836
$2,026,109
$2,125,050
$2,195,896
$2,195,896

$123,818.08
$59,132.01
$66,849.54
$146,723.68
$476,284.54
$761,545.45
$128,498.01
$92,945.41
$88,038.95
$82,273.00
$98,941.38
$70,846.00

2019-20 budgeted rev

5.87%
8.67%
11.83%
18.78%
41.35%
77.42%
83.51%
87.91%
92.08%
95.98%
100.66%
104.02%

$2,111,021

PROPERTY TAX REVENUES COMPARISON BY DATE
JULY 2017 THROUGH JUNE 2020

FY 2017-18

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2017
AUG 2017
SEPT 2017
OCT 2017
11/13/2017
11/16/2017
11/22/2017
11/30/2017
DEC 2017
JAN 2018
FEB 2018
MAR 2018
APRIL 2018
MAY 2018
JUNE 2018

$
5,437
$
2,504
$
2,253
$
1,275
$ 84,625
$ 66,421
$ 420,340
$ 233,236
$ 97,314
$ 12,666
$
7,438
$ 23,701
$
3,040
$
3,080
$ 20,383
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

5,437
7,942
10,194
11,470
96,095
162,516
582,856
816,092
913,406
926,071
933,509
957,209
960,249
963,329
983,712
983,712

0.6%
0.8%
1.0%
1.2%
9.8%
16.5%
59.3%
83.1%
93.0%
94.3%
95.0%
97.4%
97.7%
98.0%
100.1%

2017-18 budgeted rev
$982,500
Budget includes Wood Village & URA

FY 2018-19

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
11/13/2018
11/15/2018
11/23/2018
11/30/2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$
4,768
$
4,844
$
25,917
$
1,290
$
73,887
$
30,117
$
151,965
$
377,356
$
269,730
$
31,614
$
5,418
$
25,173
$
4,470
$
3,282
$
24,641
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

4,768
9,612
35,529
36,819
110,706
140,823
292,789
670,144
939,874
971,488
976,905
1,002,078
1,006,548
1,009,830
1,034,471
1,034,471

0.5%
0.9%
3.4%
3.5%
10.6%
13.5%
28.0%
64.1%
89.9%
92.9%
93.4%
95.8%
96.3%
96.6%
98.9%

2018-19 budgeted rev
$1,045,686
Budget includes Wood Village & URA

FY 2019-20

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
11/15/2019
11/18/2019
11/25/2019
11/30/2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

4,983
3,201
2,131
1,543
121,133
17,585
231,968

$
695,533
$
13,625
$
7,364
$
28,934
$
3,960
$
3,035
$
26,466
YTD TOTAL

4,983
8,184
10,314
11,858
132,991
150,576
382,544
382,544
1,078,077
1,091,702
1,099,066
1,127,999
1,131,959
1,134,994
1,161,460
1,161,460

0.4%
0.7%
0.9%
1.1%
11.9%
13.5%
34.3%
34.3%
96.5%
97.8%
98.4%
101.0%
101.4%
101.6%
104.0%

2019-20 budgeted rev
$1,116,791
Budget includes Wood Village & URA

MULTNOMAH COUNTY BUSINESS INCOME TAX
JULY 2017 THROUGH JUNE 2020
FY 2017-18

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2017
AUG 2017
SEPT 2017
OCT 2017
NOV 2017
DEC 2017
JAN 2018
FEB 2018
MAR 2018
APRIL 2018
MAY 2018
JUNE 2018

$
$
$
$
$
$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$
$

15,676
14,112
4,457
31,404
22,758
2,591
27,586
11,056
3,726
25,574
58,345
23,848

15,676
29,788
34,245
65,649
88,407
90,998
118,584
129,640
133,366
158,940
217,285
241,133
241,133

2017-18 budgeted rev

6.1%
11.6%
13.3%
25.5%
34.3%
35.3%
46.1%
50.3%
51.8%
61.7%
84.4%
93.6%

214,000

FY 2018-19

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$
$
$
$
$
$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$
$

32,905
17,514
7,741
24,126
25,563
37,558
11,747
6,559
95,558
37,866

32,905
50,419
58,160
82,286
107,849
107,849
145,407
157,154
157,154
163,713
259,271
297,137
297,137

2018-19 budgeted rev

12.9%
19.8%
22.8%
32.3%
42.3%
42.3%
57.0%
61.6%
61.6%
64.2%
101.7%
116.5%

$255,000

FY 2019-20

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$
$
$
$
$
$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$
$

30,977
11,981
36,128
35,268
4,525
39,802
14,399
17,248
32,519
8,082

30,977
30,977
42,958
79,086
114,354
118,879
158,681
173,080
173,080
190,328
222,847
230,929
230,929

2019-20 budgeted rev

11.5%
11.5%
15.9%
29.3%
42.4%
44.0%
58.8%
64.1%
64.1%
70.5%
82.5%
85.5%

$270,000

CIGARETTE TAX REVENUES COMPARISON BY DATE
JULY 2017 THROUGH JUNE 2020

FY 2017-18

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2017
AUG 2017
SEPT 2017
OCT 2017
NOV 2017
DEC 2017
JAN 2018
FEB 2018
MAR 2018
APRIL 2018
MAY 2018
JUNE 2018

$
479
$
$
887
$
568
$
$
305
$
951
$
$
$
$
952
$
771
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$

479
479
1,366
1,934
1,934
2,239
3,190
3,190
3,190
3,190
4,142
4,913
4,913

2017-18 budgeted rev

9.4%
9.4%
26.9%
38.1%
38.1%
44.1%
62.9%
62.9%
62.9%
62.9%
81.6%
96.8%

$5,075

FY 2018-19

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$
401
$
$
483
$
830
$
$
769
$
374
$
$
$
$ 1,322
$
324
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$

401
401
885
1,714
1,714
2,483
2,857
2,857
2,857
2,857
4,179
4,503
4,503

2018-19 budgeted rev

7.9%
7.9%
17.4%
33.8%
33.8%
48.9%
56.3%
56.3%
56.3%
56.3%
82.4%
88.7%

$5,075

FY 2019-20

AMOUNT
BY MONTH

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$
407
$
$
837
$
367
$
331
$
426
$
496
$
303
$
255
$
222
$
407
$
343
YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

407
407
1,244
1,610
1,941
2,367
2,863
3,165
3,421
3,642
4,049
4,392
4,392

2019-20 budgeted rev

8.6%
8.6%
26.5%
34.3%
41.3%
50.4%
60.9%
67.3%
72.8%
77.5%
86.1%
93.4%

$4,700

LIQUOR & MARIJUANA TAX REVENUES COMPARISON BY DATE
JULY 2017 THROUGH JUNE 2020

FY 2017-18

JULY 2017
AUG 2017
SEPT 2017
OCT 2017
NOV 2017
DEC 2017
JAN 2018
FEB 2018
MAR 2018
APRIL 2018
MAY 2018
JUNE 2018

AMOUNT
BY MONTH
$
$
5,574
$
5,083
$ 25,835
$
5,984
$ 22,871
$
$
8,207
$
3,666
$ 15,541
$
6,073
$ 18,021
YTD TOTAL

CUMULATIVE
TO DATE
$
$
5,574
$ 10,658
$ 36,492
$ 42,477
$ 65,347
$ 65,347
$ 73,555
$ 77,221
$ 92,762
$ 98,835
$ 116,856
$ 116,856

0.0%
9.1%
17.5%
59.8%
69.6%
107.1%
107.1%
120.6%
126.6%
152.1%
162.0%
191.6%

2017-18 budgeted rev
$61,000
Budget includes OLCC & Marijuana

FY 2018-19

AMOUNT
BY MONTH

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$
3,614
$
6,134
$ 21,349
$
6,133
$
5,547
$
9,716
$ 17,651
$
8,277
$
3,960
$
4,671
$
5,245
$ 24,607
YTD TOTAL

CUMULATIVE
TO DATE
$
3,614
$
9,748
$ 31,097
$ 37,231
$ 42,778
$ 52,493
$ 70,145
$ 78,421
$ 82,381
$ 87,052
$ 92,298
$ 116,905
$ 116,905

FY 2019-20

5.9%
16.0%
51.0%
61.0%
70.1%
86.1%
115.0%
128.6%
135.1%
142.7%
151.3%
191.6%

2018-19 budgeted rev
$61,000
Budget includes OLCC & Marijuana

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

AMOUNT
BY MONTH
$
$
6,098
$
5,488
$ 21,929
$
9,765
$ 16,494
$
7,120
$
7,936
$ 19,448
$
5,478
$
6,139
$
5,125
YTD TOTAL

CUMULATIVE
TO DATE
$
$
6,098
$ 11,586
$ 33,515
$ 43,280
$ 59,774
$ 66,894
$ 74,830
$ 94,279
$ 99,757
$ 105,896
$ 111,021
$ 111,021

0.0%
5.4%
10.3%
29.7%
38.3%
52.9%
59.2%
66.2%
83.4%
88.3%
93.7%
98.2%

2019-20 budgeted rev
$113,000
Budget includes OLCC & Marijuana

ODOT - GAS TAX REVENUES COMPARISON BY DATE
JULY 2017 THROUGH JUNE 2020

FY 2017-18

AMOUNT
BY MONTH

JULY 2017
AUG 2017
SEPT 2017
OCT 2017
NOV 2017
DEC 2017
JAN 2018
FEB 2018
MAR 2018
APRIL 2018
MAY 2018
JUNE 2018

$ 20,141
$ 19,096
$ 21,082
$ 21,841
$ 19,545
$ 18,862
$ 20,589
$ 20,159
$ 20,307
$ 18,253
$ 24,456
$ 24,322
YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

2017-18 budgeted rev

20,141
39,237
60,320
82,160
101,706
120,567
141,156
161,316
181,622
199,875
224,331
248,653
248,653

9.2%
17.9%
27.5%
37.5%
46.4%
55.0%
64.4%
73.6%
82.9%
91.2%
102.4%
113.5%

$219,170

FY 2018-19

AMOUNT
BY MONTH

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$ 24,166
$ 19,445
$ 26,780
$ 26,261
$ 25,449
$ 26,649
$ 25,386
$ 25,380
$ 21,713
$ 15,745
$ 25,136
$ 22,864
YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

2018-19 budgeted rev

24,166
43,611
70,391
96,652
122,101
148,750
174,136
199,515
221,229
236,974
262,110
284,974
284,974

7.9%
14.2%
23.0%
31.5%
39.9%
48.6%
56.8%
65.1%
72.2%
77.4%
85.6%
93.0%

$306,350

FY 2019-20

AMOUNT
BY MONTH

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$ 26,199
$ 18,075
$ 27,077
$ 24,507
$ 24,761
$ 25,319
$ 25,348
$ 25,702
$ 21,750
$ 22,015
$ 25,465
$ 16,127
YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

2019-20 budgeted rev

26,199
44,273
71,350
95,857
120,618
145,937
171,286
196,987
218,738
240,753
266,218
282,345
282,345

8.5%
14.4%
23.2%
31.1%
39.2%
47.4%
55.6%
64.0%
71.0%
78.2%
86.4%
91.7%

$308,030

STATE SHARED TAX REVENUES COMPARISON BY DATE
JULY 2017 THROUGH JUNE 2020

FY 2017-18 AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2017
AUG 2017
SEPT 2017
OCT 2017
NOV 2017
DEC 2017
JAN 2018
FEB 2018
MAR 2018
APRIL 2018
MAY 2018
JUNE 2018

$
$
$
$
$
$
$
$
$
$
$
$
$

$ 10,501
$
$
$
$
$ 25,576
$
$
$
$ 11,634
$
$
9,936
YTD TOTAL

10,501
10,501
10,501
10,501
10,501
36,077
36,077
36,077
36,077
47,711
47,711
57,648
57,648

2017-18 budgeted rev

28.1%
28.1%
28.1%
28.1%
28.1%
96.5%
96.5%
96.5%
96.5%
127.6%
127.6%
154.1%

$37,400

FY 2018-19

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$
$ 10,827
$
$
$
$ 11,784
$
$
$ 12,612
$
$
9,718
$
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$

10,827
10,827
10,827
10,827
22,611
22,611
22,611
35,224
35,224
44,942
44,942
44,942

2018-19 budgeted rev

0.0%
28.9%
28.9%
28.9%
28.9%
60.5%
60.5%
60.5%
94.2%
94.2%
120.2%
120.2%

$37,400

FY 2019-20

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$
$ 11,589
$
$
$ 11,764
$
$
$ 13,447
$
$
$ 11,344
$
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$

11,589
11,589
11,589
23,353
23,353
23,353
36,800
36,800
36,800
48,144
48,144
48,144

2019-20 budgeted rev

0.0%
25.2%
25.2%
25.2%
50.8%
50.8%
50.8%
80.0%
80.0%
80.0%
104.7%
104.7%

$46,000

MOTEL REVENUES COMPARISON BY DATE
JULY 2017 THROUGH JUNE 2020

FY 2017-18 AMOUNT
BY MONTH
JULY 2017
AUG 2017
SEPT 2017
OCT 2017
NOV 2017
DEC 2017
JAN 2018
FEB 2018
MAR 2018
APRIL 2018
MAY 2018
JUNE 2018

$ 42,073
$
$
$ 15,125
$ 39,637
$
$ 24,392
$
5,754
$
$
2,395
$ 24,773
$
YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

42,073
42,073
42,073
57,198
96,835
96,835
121,227
126,982
126,982
129,377
154,150
154,150
154,150

2017-18 budgeted rev

FY 2018-19 AMOUNT
BY MONTH
26.9%
26.9%
26.9%
36.6%
61.9%
61.9%
77.5%
81.2%
81.2%
82.7%
98.6%
98.6%

$156,400

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$ 37,405
$
3,906
$
4,117
$ 10,470
$ 38,356
$
$ 22,492
$
5,682
$
$
2,984
$ 23,852
$
YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

37,405
41,311
45,428
55,898
94,254
94,254
116,746
122,428
122,428
125,411
149,263
149,263
149,263

2018-19 budgeted rev

FY 2019-20 AMOUNT
BY MONTH
23.2%
25.6%
28.2%
34.7%
58.5%
58.5%
72.5%
76.0%
76.0%
77.9%
92.7%
92.7%

$161,092

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$ 40,407
$
$
$ 43,255
$
5,901
$
$ 22,602
$
6,087
$
$ 18,645
$
6,879
$ 12,807
YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

40,407
40,407
40,407
83,662
89,563
89,563
112,166
118,252
118,252
136,897
143,776
156,582
156,582

2018-19 budgeted rev

26.8%
26.8%
26.8%
55.4%
59.3%
59.3%
74.3%
78.3%
78.3%
90.7%
95.2%
103.7%

$151,000

INTEREST REVENUES COMPARISON BY DATE
JULY 2017 THROUGH JUNE 2020
FY 2017-18 AMOUNT
BY MONTH
JULY 2017
$
6,197
AUG 2017
$
5,980
SEPT 2017
$
5,835
OCT 2017
$
6,052
NOV 2017
$
6,369
DEC 2017
$
7,834
JAN 2018
$
8,408
FEB 2018
$
7,976
MAR 2018
$
9,327
APRIL 2018 $ 10,154
MAY 2018
$ 10,033
JUNE 2018 $ 10,054
YTD TOTAL

CUMULATIVE
TO DATE
$
6,197
$ 12,177
$ 18,012
$ 24,063
$ 30,432
$ 38,265
$ 46,673
$ 54,649
$ 63,975
$ 74,129
$ 84,162
$ 94,216
$ 94,216

2017-18 budgeted rev

FY 2018-19
18.8%
36.9%
54.6%
72.9%
92.2%
116.0%
141.4%
165.6%
193.9%
224.6%
255.0%
285.5%

$33,000

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

AMOUNT
BY MONTH
$
10,969
$
11,115
$
10,889
$
12,496
$
12,064
$
14,138
$
14,995
$
13,425
$
14,648
$
14,073
$
13,902
$
12,920
YTD TOTAL

CUMULATIVE
TO DATE
$
10,969
$
22,084
$
32,974
$
45,470
$
57,534
$
71,672
$
86,668
$
100,092
$
114,740
$
128,813
$
142,715
$
155,635
$
155,635

2018-19 budgeted rev

FY 2019-20
25.7%
51.8%
77.3%
106.6%
134.9%
168.0%
203.2%
234.7%
269.0%
302.0%
334.6%
364.9%

$42,650

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

AMOUNT
BY MONTH
$
20,846
$
20,170
$
19,336
$
18,995
$
17,808
$
19,248
$
19,505
$
17,708
$
17,651
$
14,706
$
13,153
$
14,703
YTD TOTAL

CUMULATIVE
TO DATE
$
20,846
$
41,015
$
60,351
$
79,346
$
97,154
$
116,402
$
135,907
$
153,615
$
171,267
$
185,973
$
199,126
$
213,829
$
213,829

2019-20 budgeted rev

20.5%
40.4%
59.5%
78.2%
95.7%
114.7%
133.9%
151.3%
168.7%
183.2%
196.2%
210.7%

$101,500

City Council Agenda Staff Report
Meeting Date: September 22nd, 2020

Memorandum
TO:

Mayor and City Council

FROM:

Greg Dirks, City Manager

AUTHOR:

Seth Reeser, Finance Director

DATE:

September 15th, 2020

TOPIC:
31, 2020.

Council Finance Preliminary Report on Revenue & Expenditures through August

This report covers all revenue from July 1, 2020 through August 31, 2020, the first two (2) months
of the fiscal year. All expenditures and appropriations through August 31, 2020 are within budgeted
parameters.
Revenues through the first two month show either a decrease (State Gas tax) or delays (Business
Income Tax) or undetermined (Motel Tax). Staff will continue to monitor these sources.
Business Income Tax receipts for the county show a ~19% increase in the September 2019 to August
2020 period over the prior year. Currently, the City has not seen this increase in the disbursement but
this could be due to a lag. Staff will continue to engage with this issue with the County.
One item of note that will skew the graphs is that the full cost of the PERS employer incentive fund
payment ($300,000) was made this July. This causes the graphs to seem like the city is overspent in
the personnel services category.

Capital Outlay by Project FY 2020-21
DESCRIPTION
GENERAL FUND - PARKS
Edible Grove Expansion
Hawthorne CDBG Project
Grande Ronde Parkland Design
Entry Columns at DLR
Subtotal

Adopted
Budget

Projection

YTD
TOTAL

July

Aug

-

-

-

21,429

24,954

127

250

127

250

-

-

12,000
79,000
80,000
60,000
219,000

12,000
79,000
80,000
60,000
219,000

6,513,500

6,513,500

46,383

STREET
Halsey Sidewalk Crossings
Crack Seal & Slurry Ash/Birch
Solar Lighting on 230th/231st
Subtotal

50,000
100,000
50,000
200,000

50,000
100,000
50,000
200,000

377
377

WATER
Smart Meters - 54
Add Smart Meter to Reservior
Future Water System Capital
Subtotal

8,640
7,200
25,000
40,840

8,640
7,200
25,000
40,840

-

SEWER
New flow meter - 238th Station
238th Lift Station - Replace 2 pumps
Gresham Sewer Treatment Purchase
Subtotal

6,000
25,000
200,000
231,000

6,000
25,000
200,000
231,000

25,585
25,585

MULTI-FUND
Trees
Move City Hall Flagpole & Sign to Ops
SCADA Improvements`
Tablets
Phones
Firewall & NASD
Subtotal

10,000
10,000
30,000
6,000
5,000
12,000
73,000

10,000
10,000
30,000
6,000
5,000
12,000
73,000

100
100

7,277,340

7,277,340

72,444

MUNICIPAL BUILDING
City Hall Project

TOTAL

25,585
25,585

-

44

55

44

55

47,185

25,260

Ending Cash Balance - Through August 31, 2020
$14,000,000
$12,000,000
$10,000,000
$8,000,000
$6,000,000
$4,000,000
$2,000,000
$0

2011

2012

2013

2014

2015

2016

Local Gov Invest Pool

2017

2018

2019

2020

Bank

Interest Rate and Earnings

3.0%

$20,000

2.0%

$10,000
$-

1.0%
2011

2012

2013

2014

2015

2016

Interest Earned

2017

LGIP Rate

2018

2019

2020

0.0%

INVESTMENT
HISTORY

Amt invested
at month-end

Interest
rate

Actual
Interest

Amt invested
at month-end

Amt invested Interest
at month-end rate

Actual
Interest

Amt invested Interest
at month-end rate

Amt invested
at month-end

WELLS FARGO CHECKING
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
0.00%
$0.00
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$0.00
0.00%
$559,375.17
0.21%
$616,574.78
0.21%
$620,880.27
0.21%
$685,353.60
0.21%
$724,172.74
0.21%
$586,725.38
0.71%

TOTAL CMBND
$12,467,660.71
$12,578,334.81
$13,203,648.89
$13,560,498.29
$10,353,812.32
$10,376,351.97
$10,102,044.32
$10,476,504.52
$10,371,893.31
$9,760,579.82
$9,367,420.44
$9,410,399.78
$9,362,831.16
$9,510,552.82
$9,524,599.85
$6,263,026.75
$6,344,632.50
$6,920,101.84
$6,752,861.69
$6,879,608.65
$6,930,828.19
$6,732,972.21
$6,176,842.47
$6,491,748.35
$6,397,178.60
$6,254,338.34
$6,247,956.49
$6,004,580.92
$6,255,122.45
$6,246,528.44
$5,945,914.64
$6,016,001.47
$6,013,155.23
$5,928,986.57
$5,301,757.66
$5,354,030.39
$5,310,843.47
$5,361,174.13
$5,770,262.21
$5,651,468.49
$5,598,194.40
$5,791,640.59
$5,707,580.28
$5,662,292.10
$5,777,807.18
$5,240,617.96
$4,850,145.55
$5,076,791.92
$5,078,398.11
$5,010,932.28

*previously Sterling Bank
avg/mo
LGIP
AUG 2020
$12,369,856.83
JULY 2020
$12,575,871.81
JUNE 2020
$13,085,211.88
MAY 2020
$13,250,627.36
APR 2020
$10,058,565.19
MAR 2020
$10,144,936.87
FEB 2020
$9,956,875.26
JAN 2020
$10,270,017.00
DEC 2019
$10,114,111.43
NOV 2019
$9,602,566.18
OCT 2019
$9,082,182.89
SEPT 2019
$9,228,714.36
AUG 2019
$9,061,865.02
JULY 2019
$9,052,733.15
JUNE 2019
$5,519,322.61
MAY 2019
$5,896,100.20
APR 2019
$5,891,935.72
MAR 2019
$6,346,418.09
FEB 2019
$6,403,517.69
JAN 2019
$6,339,272.08
DEC 2018
$6,461,693.37
NOV 2018
$6,418,639.54
OCTOBER 2018
$5,716,433.89
SEPTEMBER 2018 $5,945,297.28
AUG 2018
$5,852,137.65
JULY 2018
$5,782,257.82
JUNE 2018
$5,705,419.11
MAY 2018
$5,598,084.70
APR 2018
$5,795,145.78
MAR 2018
$5,860,949.38
FEB 2018
$5,650,223.77
JAN 2018
$5,595,388.07
DEC 2017
$5,675,189.39
NOV 2017
$5,614,149.89
OCT 2017
$4,904,871.37
SEP 2017
$4,917,897.10
AUG 2017
$4,878,300.95
JULY 2017
$4,931,034.89
JUNE 2017
$5,222,604.91
MAY 2017
$5,134,523.17
APR 2017
$5,026,542.20
MAR 2017
$5,321,376.41
FEB 2017
$5,317,749.16
JAN 2017
$4,545,433.46
DEC 2016
$4,487,859.56
NOV 2016
$4,523,225.08
OCT 2016
$4,128,447.18
SEPT 2016
$4,290,620.22
AUG 2016
$4,253,160.06
JULY 2016
$4,323,141.59

1.000%
1.210%
1.300%
1.490%
1.750%
2.080%
2.250%
2.250%
2.250%
2.340%
2.450%
2.570%
2.640%
2.750%
2.750%
2.750%
2.750%
2.750%
2.750%
2.750%
2.560%
2.500%
2.500%
2.250%
2.250%
2.250%
2.160%
2.100%
2.100%
1.920%
1.850%
1.850%
1.650%
1.550%
1.450%
1.450%
1.450%
1.450%
1.300%
1.300%
1.300%
1.300%
1.150%
1.150%
1.030%
1.030%
1.030%
1.030%
0.920%
0.920%

received
$10,485
$13,205
$14,073
$13,153
$14,706
$17,651
$17,708
$19,505
$17,808
$17,808
$18,995
$19,336
$20,170
$20,846
$12,920
$13,902
$14,073
$14,648
$13,425
$14,995
$14,138
$12,064
$12,496
$10,889
$11,115
$10,969
$10,054
$10,033
$10,154
$9,327
$7,976
$8,408
$7,834
$6,369
$6,052
$5,835
$5,980
$6,197
$5,550
$5,610
$5,753
$5,497
$4,490
$4,409
$4,097
$3,647
$3,735
$3,285
$3,307
$3,194

received
US BANK
0
0
0
0
0
0
0
0
0
0
0
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$99,500.00
$99,500.00
$99,500.00
$99,500.00
$99,500.00
$99,500.00
$99,589.10
$99,589.10
$100,818.10
$100,818.10
$100,818.10
$100,818.10
$101,065.31
$101,065.31

RIVERVIEW BANK
$97,803.88
$2,463.00
$118,437.01
$309,870.93
$295,247.13
$231,415.10
$145,169.06
$206,487.52
$257,781.88
$158,013.64
$285,237.55
$181,685.42
$300,966.14
$457,819.67
$4,005,277.24
$366,926.55
$452,696.78
$573,683.75
$349,344.00
$540,336.57
$469,134.82
$314,332.67
$460,408.58
$546,451.07
$545,040.95
$472,080.52
$542,537.38
$406,496.22
$459,976.67
$385,579.06
$295,690.87
$420,613.40
$337,965.84
$314,836.68
$396,886.29
$436,133.29
$333,042.52
$330,639.24
$448,157.30
$417,445.32
$472,152.20
$370,764.18
$290,242.02
$1,017,269.54
$629,754.35
$0.00
$0.00
$0.00
$0.00
$0.00

0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0%
0%
0%

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$625.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

INVESTMENT
HISTORY

Amt invested
at month-end

Interest
rate

Actual
Interest

Amt invested
at month-end

Amt invested Interest
at month-end rate

Actual
Interest

Amt invested Interest
at month-end rate

Amt invested
at month-end

*previously Sterling Bank
avg/mo
JUNE 2016
MAY 2016
APR 2016
MAR 2016
FEB 2016
JAN 2016
DEC 2015
NOV 2015
OCT 2015
SEPT 2015
AUG 2015
JULY 2015
JUNE 2015
MAY 2015
APR 2015
MAR 2015
FEB 2015
JAN 2015
DEC 2014
NOV 2014
OCT 2014
SEPT 2014
AUG 2014
JULY 2014
JUNE 2014
MAY 2014
APR 2014
MAR 2014
FEB 2014
JAN 2014
DEC 2013
NOV 2013
OCT 2013
SEP 2013
AUG 2013
JUL 2013
JUN 2013
MAY 2013
APR 2013
MAR 2013
FEB 2013
JAN 2013
DEC2012
NOV 2012
OCT 2012
SEPT 2012
AUG 2012
JULY 2012
JUNE 2012
MAY 2012

LGIP
$4,415,949.15
$4,341,731.06
$4,548,380.06
$4,701,221.56
$4,697,812.65
$4,734,048.80
$4,816,143.63
$4,558,708.91
$4,029,379.78
$4,176,917.47
$4,143,423.17
$4,087,032.16
$4,440,146.72
$4,342,884.96
$4,273,916.33
$4,230,374.18
$4,281,177.59
$4,338,810.05
$4,367,357.91
$4,431,578.20
$3,937,516.28
$4,059,726.07
$4,080,559.29
$4,139,985.22
$4,358,512.96
$4,299,734.19
$4,354,215.26
$4,311,233.82
$4,265,139.51
$4,218,494.70
$4,307,954.32
$4,160,325.08
$3,673,331.64
$3,622,862.65
$3,588,125.54
$3,542,187.94
$3,483,026.39
$3,828,140.49
$3,968,205.27
$3,924,685.41
$3,875,001.00
$3,951,430.67
$3,992,301.82
$3,935,478.78
$3,347,765.90
$3,490,631.28
$3,451,163.20
$3,411,582.22
$3,359,047.61
$3,305,049.21

0.875%
0.875%
0.75%
0.75%
0.74%
0.67%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.54%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.60%

received
$3,140
$2,919
$2,834
$2,949
$2,556
$2,594
$2,389
$1,859
$1,899
$1,847
$1,889
$1,976
$1,917
$1,831
$1,747
$1,810
$1,645
$1,832
$1,882
$1,749
$1,838
$1,797
$1,904
$1,948
$1,923
$1,975
$1,922
$1,967
$1,755
$1,949
$1,961
$1,684
$1,674
$1,600
$1,638
$1,609
$1,682
$1,829
$1,750
$1,789
$1,613
$2,019
$2,032
$1,792
$1,769
$1,706
$1,745
$1,720
$1,639
$1,660

received
US BANK
$101,065.31
$101,065.31
$101,065.31
$101,065.31
$101,325.72
$101,347.72
$100,722.72
$100,039.00
$100,039.00
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

RIVERVIEW BANK
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$0.00
0%
$89,919.65
0.0025%
$89,917.36
0.0025%
$89,915.14
0.0025%
$89,912.85
0.0025%
$89,910.78
0.0025%
$89,908.49
0.60%
$89,864.09
0.60%
$89,819.79
0.60%
$89,774.03
0.60%
$89,684.05
0.60%
$89,666.83
0.60%
$191,524.07
0.60%
$89,601.26
0.60%
$89,555.61
0.60%
$4,462.91
0.60%
$79,462.91
0.60%
$79,426.34
0.60%
$179,374.37
0.60%
$69,335.41
0.60%
$169,261.79
0.60%
$369,134.46
0.60%
$268,988.63
0.60%
$318,845.84
0.60%
$318,601.87
0.60%
$18,586.87
0.60%
$218,592.39
0.60%
$118,496.13
0.60%
$218,414.39
0.60%
$108,293.50
0.60%
$108,288.90
0.60%
$108,235.37
0.60%
$108,182.00
0.60%
$108,126.89
0.60%
$158,059.61
0.60%
$57,933.09
0.60%
$482,933.09
0.60%
$532,652.26
0.60%

$0.00
$0.00
$0.00
$0.00
$0.00
$625.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$1.49
$2.23
$2.22
$2.29
$2.07
$2.29
$44.40
$44.30
$45.76
$44.26
$45.72
$57.22
$65.57
$45.65
$65.76
$0.08
$36.57
$51.97
$38.96
$73.62
$127.33
$145.83
$142.79
$134.50
$109.47
$9.48
$96.26
$60.00
$68.65
$56.84
$53.53
$53.37
$55.11
$67.28
$37.79
$88.73
$278.76
$278.76

WELLS FARGO CHECKING TOTAL CMBND
$562,257.51
0.71%
$5,079,271.97
$664,325.22
0.71%
$5,107,121.59
$655,083.11
0.71%
$5,304,528.48
$894,923.95
0.71%
$5,697,210.82
$681,955.64
0.71%
$5,481,094.01
$594,112.34
0.71%
$5,429,508.86
$534,712.67
0.71%
$5,451,579.02
$640,271.85
0.71%
$5,299,019.76
$519,997.98
0.71%
$4,649,416.76
$607,753.19
0.71%
$4,784,670.66
$679,771.25
0.71%
$4,823,194.42
$589,578.17
0.71%
$4,676,610.33
$489,594.49
0.79%
$4,929,741.21
$404,587.92
1.06%
$4,837,392.53
$382,739.86
1.06%
$4,746,573.55
$625,321.38
1.06%
$4,945,610.70
$379,281.23
1.06%
$4,750,371.67
$314,388.30
1.06%
$4,743,109.13
$347,397.10
1.06%
$4,804,663.50
$335,117.50
1.06%
$4,856,559.79
$400,859.61
1.06%
$4,428,195.68
$421,256.07
1.06%
$4,570,756.17
$342,821.63
1.06%
$4,513,064.97
$408,309.19
1.06%
$4,637,961.24
$283,230.62
1.06%
$4,833,267.65
$414,168.49
1.06%
$4,803,503.94
$243,107.77
1.06%
$4,686,878.64
$586,063.29
1.06%
$4,901,760.02
$370,179.39
1.06%
$4,714,781.81
$382,918.69
1.06%
$4,680,839.73
$326,511.69
1.06%
$4,813,840.38
$471,061.04
1.08%
$4,700,721.53
$315,190.28
1.08%
$4,157,783.71
$276,065.10
1.08%
$4,268,062.21
$392,180.93
1.08%
$4,249,295.10
$317,549.79
1.08%
$4,178,583.57
$515,640.98
1.08%
$4,317,269.24
$495,871.33
1.08%
$4,342,598.69
$108,725.56
1.08%
$4,295,523.22
$576,710.31
1.08%
$4,619,891.85
$321,305.39
1.08%
$4,414,720.78
$403,359.94
1.08%
$4,463,084.11
$263,068.77
1.08%
$4,363,659.49
$294,403.54
1.08%
$4,338,117.69
$341,697.26
1.08%
$3,797,645.16
$317,604.79
1.08%
$3,916,362.96
$276,077.97
1.08%
$3,885,300.78
$352,254.79
1.00%
$3,821,770.10
$317,479.77
1.00%
$4,159,460.47
$414,740.26
1.00%
$4,252,441.73

INVESTMENT
HISTORY

Amt invested
at month-end

Interest
rate

Actual
Interest

Amt invested
at month-end

Amt invested Interest
at month-end rate

Actual
Interest

Amt invested Interest
at month-end rate

Amt invested
at month-end

*previously Sterling Bank
avg/mo
APR 2012
MAR 2012
FEB 2012
JAN 2012
DEC 2011
NOV 2011
OCT 2011
SEPT 2011
AUG 2011
JULY 2011
JUNE 2011
MAY 2011
APR 2011
MAR 2011
FEB 2011
JAN 2011
DEC 2010
NOV 2010
OCT 2010
SEP 2010
AUG 2010
JUL 2010
JUN 2010
MAY 2010
APR 2010
MAR 2010
FEB 2010
JAN 2010
DEC 2009
NOV 2009
OCT 2009
SEPT 2009
AUG 2009
JULY 2009
JUN 2009
MAY 2009
APR 2009
MAR 2009
FEB 2009
JANUARY 2009
DEC 2008
NOV 2008
OCT 2008
SEPT 2008
AUG 2008
JUL 2008
JUN 2008
MAY 2008
APR 2008
MAR 2008

LGIP
$3,220,495.26
$3,183,302.59
$3,231,478.70
$3,391,161.02
$3,490,144.41
$3,117,891.72
$2,748,637.55
$2,889,429.39
$2,830,626.02
$2,823,886.31
$2,618,935.24
$5,064,567.65
$5,141,251.32
$5,160,417.03
$5,087,240.00
$5,079,305.74
$5,234,289.57
$5,012,052.95
$4,533,606.84
$4,491,676.12
$4,464,596.18
$4,438,027.52
$4,641,093.72
$5,097,353.80
$4,260,531.26
$4,230,393.82
$4,359,491.07
$4,317,205.38
$4,396,711.14
$5,348,295.00
$5,037,745.84
$5,000,131.67
$5,472,171.98
$5,725,372.52
$6,258,168.86
$6,514,375.54
$6,501,206.41
$6,696,229.05
$6,688,263.00
$6,734,398.60
$6,966,426.96
$6,858,631.27
$6,461,178.00
$6,700,473.00
$6,580,225.67
$6,619,880.49
$6,770,590.00
$6,702,480.00
$6,937,053.00
$6,902,222.00

0.60%
0.53%
0.50%
0.50%
0.35%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.50%
0.55%
0.55%
0.55%
0.55%
0.55%
0.55%
0.55%
0.55%
0.55%
0.58%
0.60%
0.70%
0.70%
0.70%
0.90%
0.93%
0.99%
1.03%
1.16%
1.39%
1.51%
1.60%
2.00%
2.25%
2.50%
2.90%
3.25%
3.20%
3.15%
3.20%
3.32%
3.74%

received
$1,574
$1,443
$1,313
$1,465
$1,472
$1,187
$1,219
$1,181
$1,208
$1,131
$2,031
$2,141
$2,125
$2,183
$1,956
$2,177
$2,214
$1,931
$2,083
$2,024
$2,080
$2,250
$2,307
$2,201
$1,919
$2,046
$1,830
$2,308
$2,665
$2,504
$3,155
$3,297
$3,910
$4,799
$5,260
$5,690
$6,352
$7,907
$7,820
$11,223
$13,589
$13,119
$14,165
$15,812
$18,332
$18,046
$17,643
$18,118
$18,791
$21,660

received
US BANK
$0.00
$0.00
$211,715.00
$211,573.00
$211,432.00
$413,112.21
$412,939.26
$412,576.61
$412,260.82
$411,865.49
$411,720.26
$411,660.24
$411,265.21
$410,874.97
$410,504.57
$410,079.28
$409,934.65
$409,466.13
$409,223.98
$208,981.84
$208,762.71
$208,543.57
$208,324.44
$208,276.58
$208,068.51
$207,860.65
$207,653.00
$207,445.55
$207,238.32
$207,031.28
$206,824.46
$206,246.97
$205,671.09
$205,096.82
$204,524.15
$203,953.08
$203,383.61
$202,815.72
$202,249.43
$201,684.71
$201,121.57
$200,560.00
$200,000.00

*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*

RIVERVIEW BANK
$582,086.37
$582,086.37
$403,777.11
$403,584.67
$403,349.08
$403,301.34
$201,407.61
$201,390.81
$201,370.81
$201,349.78
$201,324.13
$201,299.33
$201,271.48
$201,238.40
$201,201.74
$201,163.16
$201,120.46
$201,076.36
$201,035.07
$200,993.78
$200,952.49
$200,909.83
$200,867.18
$200,819.55
$200,752.66
$200,684.09
$200,610.53
$200,535.33
$200,460.16
$200,378.34
$200,294.88
$200,211.46
$200,128.07
$200,044.74
$200,000.00

* Sterling Bank

0.60%
0.60%
0.60%
0.60%
0.60%
0.60%
0.11%
0.09%
0.12%
0.15%
0.15%
0.15%
0.15%
0.21%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.29%
0.30%
0.30%
0.40%
0.41%
0.44%
0.45%
0.45%
0.49%
0.50%
0.50%
0.50%
0.50%

$287.13
$211.66
$192.44
$192.40
$90.93
$16.00
$16.80
$20.00
$21.01
$25.65
$24.82
$27.85
$33.08
$36.66
$38.58
$42.70
$44.10
$41.29
$41.29
$41.29
$42.66
$42.65
$47.59
$50.19
$66.89
$68.57
$73.56
$75.20
$75.17
$81.82
$83.46
$83.42
$83.39
$83.33
$44.74

WELLS FARGO CHECKING TOTAL CMBND
$290,749.23
1.00%
$4,093,330.86
$515,659.76
1.00%
$4,281,048.72
$246,215.36
0.30%
$4,093,186.17
$125,943.53
0.30%
$4,132,262.22
$115,117.41
0.30%
$4,220,042.90
$225,973.01
0.30%
$4,160,278.28
$183,095.21
0.30%
$3,546,079.63
$274,778.17
0.30%
$3,778,174.98
$257,051.10
0.30%
$3,701,308.75
$375,954.32
0.30%
$3,813,055.90
$2,352,564.72
0.30%
$5,584,544.35
$188,677.49
0.30%
$5,866,204.71
$33,359.78
0.30%
$5,787,147.79
$323,380.60
0.20%
$6,095,911.00
$188,746.87
0.30%
$5,887,693.18
$366,482.30
0.35%
$6,057,030.48
$218,001.66
0.35%
$6,063,302.24
$633,503.26
0.35%
$6,256,057.41
$536,144.67
0.35%
$5,679,969.27
$1,163,360.89
0.35%
$6,064,971.34
$1,083,390.81
0.35%
$5,957,659.53
$937,310.65
0.35%
$5,784,748.92
$1,360,953.01
0.35%
$6,411,190.72
$1,044,502.89
0.35%
$6,550,885.93
$975,567.36
0.35%
$5,644,851.22
$1,071,046.37
0.35%
$5,709,911.37
$794,832.24
0.50%
$5,562,511.64
$1,022,888.49
0.50%
$5,747,999.58
$952,448.35
0.50%
$5,756,776.14
$5,755,621.17
$5,444,781.76
$5,406,506.71
$5,877,887.81
$6,130,469.34
$6,462,693.01
$6,718,328.62
$6,704,590.02
$6,899,044.77
$6,890,512.43
$6,936,083.31
$7,167,548.53
$7,059,191.27
$6,661,178.00
$6,700,473.00
$6,580,225.67
$6,619,880.49
$6,770,590.00
$6,702,480.00
$6,937,053.00
$6,902,222.00

INVESTMENT
HISTORY

Amt invested
at month-end

Interest
rate

Actual
Interest

Amt invested
at month-end

Amt invested Interest
at month-end rate

Actual
Interest

Amt invested Interest
at month-end rate

Amt invested
at month-end

*previously Sterling Bank
avg/mo
FEB 2008
JANUARY 2008
NOV 2007
SEPT 2007
JULY 2007
MAY 2007
MAR 2007
JANUARY 2007
NOV 2006
OCT 2006
SEPT 2006
JULY 2006
MAR 2006
JANUARY 2006
NOV 2005
SEPT 2005
JULY 2005
MAY 2005
MAR 2005
JANUARY 2005
NOV 2004
SEPT 2004
JULY 2004

LGIP
$6,784,153.00
$7,609,322.00
$7,254,851.00
$6,811,514.00
$6,712,824.00
$6,606,696.00
$6,522,194.00
$5,804,833.00
$5,772,104.00
$5,167,114.00
$5,289,853.00
$4,133,960.00
$4,169,466.00
$4,270,024.00
$4,273,159.00
$4,419,582.00
$3,971,838.00
$4,214,327.00
$4,116,655.00
$4,054,064.00
$3,877,285.00
$3,411,848.00
$3,370,072.00

received

received
US BANK

4.36%
4.74%
5.12%
5.33%
5.20%
5.20%
5.22%
5.15%
5.07%
5.09%
5.09%
4.95%
4.40%
4.15%
3.74%
3.42%
3.14%
2.89%
2.59%
2.35%
2.02%
1.67%
1.41%

$26,004
$30,520
$28,604
$29,669
$29,495
$28,804
$28,303
$25,409
$21,971
$22,761
$22,436
$17,812

RIVERVIEW BANK

WELLS FARGO CHECKING TOTAL CMBND
$6,784,153.00
$7,609,322.00
$7,254,851.00
$6,811,514.00
$6,712,824.00
$6,606,696.00
$6,522,194.00
$5,804,833.00
$5,772,104.00
$5,167,114.00
$5,289,853.00
$4,133,960.00
$4,169,466.00
$4,270,024.00
$4,273,159.00
$4,419,582.00
$3,971,838.00
$4,214,327.00
$4,116,655.00
$4,054,064.00
$3,877,285.00
$3,411,848.00
$3,370,072.00

SOURCE OF
YTD 2018-19
YTD 2019-20
INCOME
as of
31-Aug-18
31-Aug-19
The percentages are for the change from the prior year to the next year.

YTD 2020-21
31-Aug-20

2018-19

2019-20 2020-21
population
4,060
3,920
4,028

$9,612

↓

-15%

$8,184

↑

24%

$10,151

$2.45

$2.03

$2.50

$50,419

↓

-39%

$30,977

↑

192%

$90,487

$12.86

$7.69

$22.29

$401

↑

1%

$407

↑

79%

$730

$0.10

$0.10

$0.18

$9,748

↓

-37%

$6,098

↑

115%

$13,133

$2.49

$1.51

$3.23

Gasoline Tax

$43,611

↑

2%

$44,273

↓

-23%

$11.13

$10.99

$8.34

State Shared Revenues*

$10,827

↑

7%

$11,589

↑

9%

$12,585

$2.76

$2.88

$3.10

Motel Tax

$41,311

↓

-2%

$40,407

↓

-68%

$12,807

$10.54

$10.03

$3.15

Interest Revenue

$22,084

↑

86%

$41,015

↓

-42%

$23,690

$5.63

$10.18

$5.83

$188,013

↓

-3%

$182,950

↑

8%

$197,452

$47.96

$45.42

$48.63

Property Tax **
Business Income Tax
Cigarette Tax
Liquor Tax

TOTALS

$33,869

Budget vs. Actual Revenue
Period 2, YTD August 31, 2020
900
800
700
600
500
400
300
200
100
-

Budget

231

Water/Sewe
r/Street/Par
k User Fees
381

Received

25

406

Taxes

Interest

Permits/Lice
nses

Franchise

Intergovern.

Misc.

TOTAL

13

51

58

92

27

854

8

55

-

45

2

540

General Fund - Budget vs. Actual Expense
Period 2 - YTD August 31, 2020

800,000
700,000
600,000
500,000
400,000
300,000
200,000
100,000
0
Budget

Personnel
Services
105,894

Materials &
Services
274,506

Spent

190,012

65,565

60,700

Transfers to
Other Funds
175,000

420

0

Capital Outlay

Contingency

Total

141,667

757,766

0

255,997

Street Fund - Budget Vs. Actual Expense
Period 2 - YTD August 31, 2020
120,000

100,000

80,000

60,000

40,000

20,000

Budget

Personnel Services
43,936

Materials & Services
27,906

Capital Outlay
26,217

Contingency
2,935

Total
100,994

Spent

65,887

20,619

377

-

86,883

Water Fund - Budget vs. Actual Expense
Period 2 - YTD August 31, 2020

250,000

200,000

150,000

100,000

50,000

0
Budget

Personnel
Services
90,248

Materials &
Services
44,506

Spent

173,746

35,107

11,265

Transfers to
Other Funds
0

100

0

Capital Outlay

Contingency

Debt Service

Total

50,000

0

196,019

0

0

208,953

Sewer Fund - Budget vs. Actual Expense
Period 2 - YTD August 31, 2020

300,000

250,000

200,000

150,000

100,000

50,000

-

Personnel
Services

Materials &
Services

Capital Outlay

Transfers to
Other Funds

Contingency

Debt Service

Total

Budget

72,986

108,059

41,958

-

25,000

-

248,003

Spent

114,001

69,522

25,585

-

-

-

209,108

MAJOR TRACKED TAX REVENUES COMPARISON BY DATE
JULY 2018 THROUGH AUGUST 2021
FY 2018-19 AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$114,228
$188,013
$285,290
$366,897
$1,107,201
$1,439,987
$1,590,057
$1,659,985
$1,738,091
$1,786,592
$1,964,608
$2,087,830
$2,087,830

$114,228
$73,785
$97,277
$81,606
$740,305
$332,785
$150,071
$69,928
$78,106
$48,501
$178,016
$123,222

2018-19 budgeted rev

5.97%
9.82%
14.90%
19.17%
57.84%
75.22%
83.06%
86.72%
90.80%
93.33%
102.63%
109.07%

$1,914,253

FY 2019-20 AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$123,818
$182,950
$249,800
$396,523
$872,808
$1,634,353
$1,762,851
$1,855,797
$1,943,836
$2,026,109
$2,125,050
$2,195,265
$2,195,265

$123,818
$59,132
$66,850
$146,724
$476,285
$761,545
$128,498
$92,945
$88,039
$82,273
$98,941
$70,215

2019-20 budgeted rev

FY 2020-21
5.82%
8.60%
11.75%
18.65%
41.04%
76.86%
82.90%
87.27%
91.41%
95.28%
99.93%
103.23%

$2,126,521

JULY 2020
AUG 2020
SEPT 2020
OCT 2020
NOV 2020
DEC 2020
JAN 2021
FEB 2021
MAR 2021
APRIL 2021
MAY 2021
JUNE 2021

AMOUNT
BY MONTH
$96,764

CUMULATIVE
TO DATE
$96,764
$96,764
$96,764
$96,764
$96,764
$96,764
$96,764
$96,764
$96,764
$96,764
$96,764
$96,764
$96,764

2020-21 budgeted rev

4.17%
4.17%
4.17%
4.17%
4.17%
4.17%
4.17%
4.17%
4.17%
4.17%
4.17%
4.17%

$2,320,350

PROPERTY TAX REVENUES COMPARISON BY DATE
JULY 2018 THROUGH AUGUST 2021

FY 2018-19

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
11/13/2018
11/15/2018
11/23/2018
11/30/2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$
4,768
$
4,844
$
25,917
$
1,290
$
73,887
$
30,117
$
151,965
$
377,356
$
269,730
$
31,614
$
5,418
$
25,173
$
4,470
$
3,282
$
24,641
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

4,768
9,612
35,529
36,819
110,706
140,823
292,789
670,144
939,874
971,488
976,905
1,002,078
1,006,548
1,009,830
1,034,471
1,034,471

0.5%
0.9%
3.4%
3.5%
10.6%
13.5%
28.0%
64.1%
89.9%
92.9%
93.4%
95.8%
96.3%
96.6%
98.9%

2018-19 budgeted rev
$1,045,686
Budget includes Wood Village & URA

FY 2019-20

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
11/15/2019
11/18/2019
11/25/2019
11/30/2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

4,983
3,201
2,131
1,543
121,133
17,585
231,968

$
695,533
$
13,625
$
7,364
$
28,934
$
3,960
$
3,035
$
26,466
YTD TOTAL

4,983
8,184
10,314
11,858
132,991
150,576
382,544
382,544
1,078,077
1,091,702
1,099,066
1,127,999
1,131,959
1,134,994
1,161,459
1,161,459

FY 2020-21

0.4%
0.7%
0.9%
1.1%
11.9%
13.5%
34.3%
34.3%
96.5%
97.8%
98.4%
101.0%
101.4%
101.6%
104.0%

2019-20 budgeted rev
$1,116,791
Budget includes Wood Village & URA

JULY 2020
AUG 2020
SEPT 2020
OCT 2020
11/15/2020
11/18/2020
11/25/2020
11/30/2020
DEC 2020
JAN 2021
FEB 2021
MAR 2021
APRIL 2021
MAY 2021
JUNE 2021

AMOUNT
BY MONTH
$
$

6,701
3,450

YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

6,701
10,151
10,151
10,151
10,151
10,151
10,151
10,151
10,151
10,151
10,151
10,151
10,151
10,151
10,151
10,151

0.5%
0.8%
0.8%
0.8%
0.8%
0.8%
0.8%
0.8%
0.8%
0.8%
0.8%
0.8%
0.8%
0.8%
0.8%

2020-21 budgeted rev
$1,307,000
Budget includes Wood Village & URA

MULTNOMAH COUNTY BUSINESS INCOME TAX
JULY 2018 THROUGH AUGUST 2021
FY 2018-19

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$
$
$
$
$
$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$
$

32,905
17,514
7,741
24,126
25,563
37,558
11,747
6,559
95,558
37,866

32,905
50,419
58,160
82,286
107,849
107,849
145,407
157,154
157,154
163,713
259,271
297,137
297,137

2018-19 budgeted rev

12.9%
19.8%
22.8%
32.3%
42.3%
42.3%
57.0%
61.6%
61.6%
64.2%
101.7%
116.5%

$255,000

FY 2019-20

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$
$
$
$
$
$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$
$

30,977
11,981
36,128
35,268
4,525
39,802
14,399
17,248
32,519
8,082

30,977
30,977
42,958
79,086
114,354
118,879
158,681
173,080
173,080
190,328
222,847
230,929
230,929

2019-20 budgeted rev

11.5%
11.5%
15.9%
29.3%
42.4%
44.0%
58.8%
64.1%
64.1%
70.5%
82.5%
85.5%

$270,000

FY 2020-21 AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2020
AUG 2020
SEPT 2020
OCT 2020
NOV 2020
DEC 2020
JAN 2021
FEB 2021
MAR 2021
APRIL 2021
MAY 2021
JUNE 2021

$
$
$
$
$
$
$
$
$
$
$
$
$

$
$

46,242
44,245

2020-21 budgeted rev

46,242
90,487
90,487
90,487
90,487
90,487
90,487
90,487
90,487
90,487
90,487
90,487
90,487

17.1%
33.5%
33.5%
33.5%
33.5%
33.5%
33.5%
33.5%
33.5%
33.5%
33.5%
33.5%

$285,000

CIGARETTE TAX REVENUES COMPARISON BY DATE
JULY 2018 THROUGH AUGUST 2021

FY 2018-19

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$
401
$
$
483
$
830
$
$
769
$
374
$
$
$
$ 1,322
$
324
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$

401
401
885
1,714
1,714
2,483
2,857
2,857
2,857
2,857
4,179
4,503
4,503

2018-19 budgeted rev

7.9%
7.9%
17.4%
33.8%
33.8%
48.9%
56.3%
56.3%
56.3%
56.3%
82.4%
88.7%

$5,075

FY 2019-20

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$
407
$
$
837
$
367
$
331
$
426
$
496
$
303
$
255
$
222
$
407
$
343
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$

407
407
1,244
1,610
1,941
2,367
2,863
3,165
3,421
3,642
4,049
4,392
4,392

2019-20 budgeted rev

8.6%
8.6%
26.5%
34.3%
41.3%
50.4%
60.9%
67.3%
72.8%
77.5%
86.1%
93.4%

$4,700

FY 2019-20

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2020
AUG 2020
SEPT 2020
OCT 2020
NOV 2020
DEC 2020
JAN 2021
FEB 2021
MAR 2021
APRIL 2021
MAY 2021
JUNE 2021

$
$

$
$
$
$
$
$
$
$
$
$
$
$
$

337
392

YTD TOTAL

2020-21 budgeted rev

337
730
730
730
730
730
730
730
730
730
730
730
730

7.8%
16.8%
16.8%
16.8%
16.8%
16.8%
16.8%
16.8%
16.8%
16.8%
16.8%
16.8%

$4,350

LIQUOR & MARIJUANA TAX REVENUES COMPARISON BY DATE
JULY 2018 THROUGH AUGUST 2021

FY 2018-19

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$
3,614
$
6,134
$ 21,349
$
6,133
$
5,547
$
9,716
$ 17,651
$
8,277
$
3,960
$
4,671
$
5,245
$ 24,607
YTD TOTAL

$
3,614
$
9,748
$ 31,097
$ 37,231
$ 42,778
$ 52,493
$ 70,145
$ 78,421
$ 82,381
$ 87,052
$ 92,298
$ 116,905
$ 116,905

5.9%
16.0%
51.0%
61.0%
70.1%
86.1%
115.0%
128.6%
135.1%
142.7%
151.3%
191.6%

2018-19 budgeted rev
$61,000
Budget includes OLCC & Marijuana

FY 2019-20

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$
$
6,098
$
5,488
$ 21,929
$
9,765
$ 16,494
$
7,120
$
7,936
$ 19,448
$
5,478
$
6,139
$
5,125
YTD TOTAL

$
$
6,098
$ 11,586
$ 33,515
$ 43,280
$ 59,774
$ 66,894
$ 74,830
$ 94,279
$ 99,757
$ 105,896
$ 111,021
$ 111,021

FY 2020-21

0.0%
5.4%
10.3%
29.7%
38.3%
52.9%
59.2%
66.2%
83.4%
88.3%
93.7%
98.2%

2019-20 budgeted rev
$113,000
Budget includes OLCC & Marijuana

JULY 2020
AUG 2020
SEPT 2020
OCT 2020
NOV 2020
DEC 2020
JAN 2021
FEB 2021
MAR 2021
APRIL 2021
MAY 2021
JUNE 2021

AMOUNT
BY MONTH
$
$

7,075
6,058

YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

7,075
13,133
13,133
13,133
13,133
13,133
13,133
13,133
13,133
13,133
13,133
13,133
13,133

5.2%
9.6%
9.6%
9.6%
9.6%
9.6%
9.6%
9.6%
9.6%
9.6%
9.6%
9.6%

2020-21 budgeted rev
$136,500
Budget includes OLCC & Marijuana

ODOT - GAS TAX REVENUES COMPARISON BY DATE
JULY 2018 THROUGH AUGUST 2021

FY 2018-19

AMOUNT
BY MONTH

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$ 24,166
$ 19,445
$ 26,780
$ 26,261
$ 25,449
$ 26,649
$ 25,386
$ 25,380
$ 21,713
$ 15,745
$ 25,136
$ 22,864
YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

2018-19 budgeted rev

24,166
43,611
70,391
96,652
122,101
148,750
174,136
199,515
221,229
236,974
262,110
284,974
284,974

7.9%
14.2%
23.0%
31.5%
39.9%
48.6%
56.8%
65.1%
72.2%
77.4%
85.6%
93.0%

$306,350

FY 2019-20

AMOUNT
BY MONTH

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$ 26,199
$ 18,075
$ 27,077
$ 24,507
$ 24,761
$ 25,319
$ 25,348
$ 25,702
$ 21,750
$ 22,015
$ 25,465
$ 16,127
YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

26,199
44,273
71,350
95,857
120,618
145,937
171,286
196,987
218,738
240,753
266,218
282,345
282,345

2019-20 budgeted rev

FY 2020-21 AMOUNT
CUMULATIVE
BY MONTH TO DATE
8.5%
14.4%
23.2%
31.1%
39.2%
47.4%
55.6%
64.0%
71.0%
78.2%
86.4%
91.7%

$308,030

JULY 2020
AUG 2020
SEPT 2020
OCT 2020
NOV 2020
DEC 2020
JAN 2021
FEB 2021
MAR 2021
APRIL 2021
MAY 2021
JUNE 2021

$ 17,099
$ 16,771

$ 17,099
$ 33,869
$ 33,869
$ 33,869
$ 33,869
$ 33,869
$ 33,869
$ 33,869
$ 33,869
$ 33,869
$ 33,869
$ 33,869
YTD TOTAL $ 33,869

2020-21 budgeted rev

5.7%
11.4%
11.4%
11.4%
11.4%
11.4%
11.4%
11.4%
11.4%
11.4%
11.4%
11.4%

$298,000

STATE SHARED TAX REVENUES COMPARISON BY DATE
JULY 2018 THROUGH AUGUST 2021

FY 2018-19

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$
$ 10,827
$
$
$
$ 11,784
$
$
$ 12,612
$
$
9,718
$
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$

10,827
10,827
10,827
10,827
22,611
22,611
22,611
35,224
35,224
44,942
44,942
44,942

2018-19 budgeted rev

0.0%
28.9%
28.9%
28.9%
28.9%
60.5%
60.5%
60.5%
94.2%
94.2%
120.2%
120.2%

$37,400

FY 2019-20

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$
$ 11,589
$
$
$ 11,764
$
$
$ 13,447
$
$
$ 11,344
$
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$

2019-20 budgeted rev

11,589
11,589
11,589
23,353
23,353
23,353
36,800
36,800
36,800
48,144
48,144
48,144

0.0%
25.2%
25.2%
25.2%
50.8%
50.8%
50.8%
80.0%
80.0%
80.0%
104.7%
104.7%

$46,000

FY 2020-21

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2020
AUG 2020
SEPT 2020
OCT 2020
NOV 2020
DEC 2020
JAN 2021
FEB 2021
MAR 2021
APRIL 2021
MAY 2021
JUNE 2021

$
$

$
$
$
$
$
$
$
$
$
$
$
$
$

12,585

YTD TOTAL

2020-21 budgeted rev

12,585
12,585
12,585
12,585
12,585
12,585
12,585
12,585
12,585
12,585
12,585
12,585

0.0%
26.2%
26.2%
26.2%
26.2%
26.2%
26.2%
26.2%
26.2%
26.2%
26.2%
26.2%

$48,000

MOTEL REVENUES COMPARISON BY DATE
JULY 2018 THROUGH AUGUST 2021

FY 2018-19

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

$ 37,405
$
3,906
$
4,117
$ 10,470
$ 38,356
$
$ 22,492
$
5,682
$
$
2,984
$ 23,852
$
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$

37,405
41,311
45,428
55,898
94,254
94,254
116,746
122,428
122,428
125,411
149,263
149,263
149,263

2018-19 budgeted rev

23.2%
25.6%
28.2%
34.7%
58.5%
58.5%
72.5%
76.0%
76.0%
77.9%
92.7%
92.7%

$161,092

FY 2019-20

AMOUNT
BY MONTH

CUMULATIVE
TO DATE

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

$ 40,407
$
$
$ 43,255
$
5,901
$
$ 22,602
$
6,087
$
$ 18,645
$
6,879
$
YTD TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$

2019-20 budgeted rev

40,407
40,407
40,407
83,662
89,563
89,563
112,166
118,252
118,252
136,897
143,776
143,776
143,776

FY 2020-21

26.8%
26.8%
26.8%
55.4%
59.3%
59.3%
74.3%
78.3%
78.3%
90.7%
95.2%
95.2%

$151,000

JULY 2020
AUG 2020
SEPT 2020
OCT 2020
NOV 2020
DEC 2020
JAN 2021
FEB 2021
MAR 2021
APRIL 2021
MAY 2021
JUNE 2021

AMOUNT
BY MONTH
$
$

6,103
6,703

YTD TOTAL

CUMULATIVE
TO DATE
$
$
$
$
$
$
$
$
$
$
$
$
$

2020-21 budgeted rev

6,103
12,807
12,807
12,807
12,807
12,807
12,807
12,807
12,807
12,807
12,807
12,807
12,807

4.0%
8.5%
8.5%
8.5%
8.5%
8.5%
8.5%
8.5%
8.5%
8.5%
8.5%
8.5%

$140,000

INTEREST REVENUES COMPARISON BY DATE
JULY 2018 THROUGH AUGUST 2021
FY 2018-19
JULY 2018
AUG 2018
SEPT 2018
OCT 2018
NOV 2018
DEC 2018
JAN 2019
FEB 2019
MAR 2019
APRIL 2019
MAY 2019
JUNE 2019

AMOUNT
BY MONTH
$
10,969
$
11,115
$
10,889
$
12,496
$
12,064
$
14,138
$
14,995
$
13,425
$
14,648
$
14,073
$
13,902
$
12,920
YTD TOTAL

CUMULATIVE
TO DATE
$
10,969
$
22,084
$
32,974
$
45,470
$
57,534
$
71,672
$
86,668
$
100,092
$
114,740
$
128,813
$
142,715
$
155,635
$
155,635

2018-19 budgeted rev

FY 2019-20
25.7%
51.8%
77.3%
106.6%
134.9%
168.0%
203.2%
234.7%
269.0%
302.0%
334.6%
364.9%

$42,650

JULY 2019
AUG 2019
SEPT 2019
OCT 2019
NOV 2019
DEC 2019
JAN 2020
FEB 2020
MAR 2020
APRIL 2020
MAY 2020
JUNE 2020

AMOUNT
BY MONTH
$
20,846
$
20,170
$
19,336
$
18,995
$
17,808
$
19,248
$
19,505
$
17,708
$
17,651
$
14,706
$
13,153
$
14,073
YTD TOTAL
2019-20 budgeted r

CUMULATIVE
TO DATE
$
20,846
$
41,015
$
60,351
$
79,346
$
97,154
$
116,402
$
135,907
$
153,615
$
171,267
$
185,973
$
199,126
$
213,198
$
213,198
$101,500

FY 2020-21
20.5%
40.4%
59.5%
78.2%
95.7%
114.7%
133.9%
151.3%
168.7%
183.2%
196.2%
210.0%

JULY 2020
AUG 2020
SEPT 2020
OCT 2020
NOV 2020
DEC 2020
JAN 2021
FEB 2021
MAR 2021
APRIL 2021
MAY 2021
JUNE 2021

AMOUNT
BY MONTH
$ 13,205
$ 10,485

YTD TOTAL

CUMULATIVE
TO DATE
$ 13,205
$ 23,690
$ 23,690
$ 23,690
$ 23,690
$ 23,690
$ 23,690
$ 23,690
$ 23,690
$ 23,690
$ 23,690
$ 23,690
$ 23,690

2020-21 budgeted rev

11.3%
20.2%
20.2%
20.2%
20.2%
20.2%
20.2%
20.2%
20.2%
20.2%
20.2%
20.2%

$117,000

City Council Agenda Item Staff Report
Meeting Date: September 22, 2020

TO:

Mayor and Councilors

FROM:

Greg Dirks: City Manager

DATE:

September 14, 2020

SUBJECT:

City Annual Performance Plan Report

Requested Council Action
None.
Background
The City Council adopted the 2020-2021 Annual Performance Plan at their meeting on
April 16, 2020. The plan consisted of activities to be completed in the year ahead and
was used as one of the base documents in developing the annual budget.
Goal 1 A safe, clean, inclusive community with a sense of pride, quality housing,
and strong identity.
1.1 City Hall: Develop New Use Agreements: Initial discussion on the intent
and goals of the use agreements occurred at the September 22nd Council
meeting. Additional work will be based on Council’s direction.
1.2 City Hall: Ribbon Cutting Event: No work to date. The anticipated
construction completion is currently May of 2021, and will most likely be
pushed back a bit.
1.3 Explore Multi-Language Outreach and Communication: No specific work
to date. The PSU Fellow Hannah Anderson is currently working on general
research for community outreach and engagement that will be used as the
basis for City specific communication and outreach efforts.
1.4 Municipal Code Review: Initial work is underway reviewing for internal
consistency, fee authorization, disparate impacts, and areas for potential
updates.
1.5 Develop Financial Tool Kits for Residents: Work is underway researching
options to include in a handout or similar type of literature. The second part
of this project is crafting a roadmap for a co-op manufactured home park
ownership model.
Goal 2 Excellent police, fire and building services.
2.1 Electronic Permitting Roll-out: This is tied to Gresham’s new system
which is anticipated to be completed in October/November of 2020. After which
we will review options to link into that system.

Goal 3 High quality, cost-effective public utilities, parks and events.
3.1 City Hall: Oversee Park Improvement Construction: Construction on the
project has started. This has included the removal of some trees, and protective
measures for significant trees in the work zone. Specific work on the plaza and
splash pad will be later in the construction phase.
3.2 City Hall: Maintenance Plan: No work to date. This work will be completed
as construction wraps up and we receive manuals and specifications on
maintenance.
3.3 Expand Edible Grove at Donald Robertson Park: A basic plan is being
drafted which will be reviewed and further refined before planting in the spring of
2021 .
3.4 Scheduled City Events: The Nite Out scheduled for July 17th was cancelled
due to COVID. Cleanup Day was also cancelled, but an extra garbage bag day
was added. Plans are in place for a drive-through style Pumpkin Fest event in
October. Discussions have also occurred with Cire Equity and the West
Columbia Gorge Chamber of Commerce for a tree lighting event. The thought
this year may be to make it a virtual event. A new event for a Turkey Drive is in
the works.
3.5 Complete Annual Masterplan Investments/Transportation: The dig-out,
crack seal, and slurry of Ash and Elm Avenues was completed on-time and
under budget.
3.6 Underground Power Utility, 238 to 244 on Halsey: Discussions with PGE
continue.
3.7 Capital Facilities Plan Phase II: No specific work to date.
Goal 4 Long-term financial stability and Economic Vitality
4.1 City Hall: Identify IT System Needs: Upgraded hardware for telework and
more robust security and back-up has ben purchased. Installation is pending.
An updated report to Council is planned for October.
4.2 City Hall: Oversee Construction: Construction has started, and the
footings have been poured. The new parking area has been rough graded, and
the slab foundation is planned to take place in a few weeks. A walking tour of the
site will be coordinated once the slab has cured.
4.3 City Hall: Move into Facility: No work to date. Project completion is
summer of 2021.
4.4 Main Streets on Halsey Code Review/Adopt: Work continues. There was
a three-city Planning Commission meeting on July 8th. A three-city Council
meeting occurred on July 29th. It is anticipated that the code work and
recommendations will be ready for adoption consideration this winter.
4.5 Assessment of Development Opportunities: No specific work to date. The
PSU Fellow Hannah is aware of the project, and is placed in her overall work
chart.
Auditor RFP: No work to date. This is scheduled to be released after the annual
audit is completed this fall.
Goal 5 A work environment that develops and encourages employees and
rewards their creativity and innovation.
5.1 City Hall: Furniture and Workstation Selection: RFP was issued and there
were three responses. Initial interviews occurred on September 8th, with final

interviews scheduled for September 16th. The plan is to order the furniture by
mid-January.
5.2 Targeted Safety Training Twice Annually: No specific work to date.
5.3 Staff Team Building Once Annually: No specific work to date, and an
approach will be developed whether or not there are COVID related restrictions.
5.4 Benchmark Services/Best Practices: No specific work to date, and the
selected area of focus is our fees and fee schedule.
Goal 6 Effective local, state and regional partnerships.
6.1 Enhanced Council/Community Engagement: The PSU Fellow Hannah
Anderson is will be presenting the white paper report at the meeting on the 22nd.
The idea behind the report is to help inform the Council of the benefits and
options of a strategic engagement approach. Next steps will depend on Council
direction.
6.2 City Council Meeting Roadshow: No specific work to date, and COVID
related restrictions may require this item be postponed until a later period.
Goal 7 Responsible Environmental Leadership.
7.1 Hawthorne Nature Play Phase II: Working to get the final design plans.
Was notified by CDBG that an archeological assessment may be needed. Staff
is working to get hat completed so the project can be undertaken as soon as
CDBG releases the funding.
7.2 Tree Planting: PGE will be supplying the City with 40 trees for a fall planting
event.
7.3 Wetland Park Design: Final design is pending state land approval. Once
approved, staff will be seeking funding opportunities to begin the construction.
Fiscal Impact
As identified in the budget document.
City Goal
This action will further the implementation of all seven council goals.

A unique, inclusive small city with exemplary public services, fiscal responsibility, and leadership providing a safe, livable
community which promotes business vitality and growth

2020-2021 Annual Performance Plan
September Status Report

Planned Items not Budgeted for Completion

.

Key:

City Goals

Department Objectives

July

Aug

Sep

Oct

Nov

Dec

GOAL 1

City Hall: Develop New Use Agreements
City Hall: Ribbon Cutting Event
A safe, clean, inclusive community
Explore Multi-Language Outreach and Communication
with a sense of pride, quality
Municipal Code Review
housing, and strong identity.
Develop Financial Tool Kits for Residents

Seth
Emeline
Emeline
Greg
Greg/Em

GOAL 2
Exemplary police, fire and building Electronic Permitting Roll-Out
services.

John

GOAL 3
City Hall: Oversee Park Improvement Construction
City Hall: Maintenance Plan
Expand Edible Grove at Donald Robertson Park
High Quality, Cost Effective Public Scheduled City Events
Utilities, Parks and Events
Complete Annual Masterplan Investments/Transportation
Underground Utilities; Halsey 238 to 244
Capital Facilities Plan Phase II

John
John/Seth
John
Emeline
John

C

C

Greg
John/Seth

GOAL 4
City Hall: Identify IT System Needs

Seth

City Hall: Oversee Construction

Greg

City Hall: Move into Facility
Long-Term Financial Stability and
Main Streets on Halsey Code Review/Adopt
Economic Vitality
Assessment of Development Opportunities

Greg
Greg
Greg

Auditor RFP

Seth

City Hall: Furniture and Workstation Selection

Greg

GOAL 5

A Work Environment that
Develops and Encourages
Employees, Rewards Creativity
and Innovation

Targeted Safety Training Twice Annually

C

Emeline

Staff Team Building Once Annually

Greg

Benchmark Services/Best Practices

Seth

Enhanced Council/Community Engagement

Greg

0

GOAL 6
Effective local, State, and
Regional Partnerships

City Council Meeting Roadshow

Emeline

Hawthorne Nature Play Phase II

John

Tree Planting

John

Wetland Park Design

John

GOAL 7
Responsible Environmental
Leadership

C

Past Due

Completed

Target Date for Objective Completion

Responsible

Person

Planned Duration

C

Jan

Feb

Mar

Apr

May

Jun

