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Step 3B of the Contracts and Grants Management Process
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• What is a Board Agenda Item (BAI)?
• When are BAIs required?
• Who is involved?
• What is the timeline?
• Preparing your BAI
• Entering your BAI into MinuteTraq
• BOS Meeting Agenda overview and best practices
• Additional resources and tools
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What is a Board 
Agenda Item? 

I t ’s  an  i tem on  a  Board  o f  
Superv iso rs ’ Meet ing  Agenda in  
wh ich  s ta f f  make  a  
recommendat ion(s )  fo r  the  
Board ’s  approva l .
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Required
• Budget adjustments (4/5 vote required)
• Any new contracts and grants
• Contracts requiring Board Chair signature
• Contracts with cumulative total of >$200,000 

if not previously approved by the Board
• Adding, deleting, or reclassifying staff 

positions
• Hiring at the fifth step of the salary band
• Requests for Proposals
• New fees/fee adjustments
• Any new construction projects
• Other policy decisions requiring Board 

approval

Situational
• Programmatic change of sensitive nature
• Achievement/Update
• Public awareness/transparency
• Proclamation/Commendation/Resolution
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Budget 
Adjustment 

Authority 
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internal BAI process?

• Program Manager
• Senior Division Director 
• Managing Director
• Confidential Assistants
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Board Item Due Dates
You need  to  s ta r t  work ing  on  agenda i tems a t  
leas t  8  weeks  be fo re  you  go  to  the  Board
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The entire process can take at least 8 weeks
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11/24/22
•Manager starts draft 
•Manager submits BAI Meeting 
Discussion Request Form to 
Confidential Assistant group 
email

12/1/22
•Manager attends BAI Planning 
Meeting

•Submits BAI to MinuteTraq

12/2/22
•Confidential Assistant (CA) 
reviews and moves workflow 
forward to Controller/CFO

12/2/22
•Controller/CFO begins review

12/9/22
•Senior Manager review

12/23/22
•Managing Director review 
complete

•CA flows to CEO’s office for 
review

12/30/22
•To Auditor Controller, CEO-
HR and/or County Counsel

1/12/23
•Final Item to CEO Executive

1/17/23
•Agenda review by Clerk of the 
Board staff

1/27/23
•Once approved by the Clerk of 
the Board and the CEO’s 
Office, the agenda item is 
added to the BOS agenda on 
the Friday prior to the BOS 
meeting
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BAI Meeting Discussion Request Form

• This form is submitted to Confidential Assistant group 
email.

• Board Agenda Item Planning Meetings are held every 
other Thursday at 9 am via Teams
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Need 
MinuteTraq?

Contact the HSA Helpdesk to get this 
application installed on your computer
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Sun Mon Tues Wed Thur Fri Sat

31 1 2

3 4 5 6 7 8 9

10 11 12

Date Published – 72 hours prior to meeting 

Board Meeting Date

PowerPoint Due to CEO’s office by 2pm for 
Presentations and Discussion items  

Last day to change 
placement by CEO
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rev. 2023-03-03

Keep a close eye on how well your item is moving 
through the approval process. Missed deadlines in the 
workflow process may result in your BAI being moved 
to a future meeting.

Department BAI Ownership
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Common Contract BAI Cycles

• As part of the usual budget 
cycle (May)

• Quarterly (CEO)
• As needed (by individual 

departments)



Click to edit Master title style

Board 
Agenda 
Items  
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Creating BAI Document(s)

rev. 2023-03-03

Click here for Guidebook
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• Members  o f  the  Pub l i c  and  Communi t y  
• Board  o f  Superv iso rs
• Ch ie f  Execu t i ve  Of f i ce /County  Leadersh ip
• Med ia
• Advoca tes
• Stakeho lders ,  Par tners ,  Cus tomers ,  

C l ien ts  
• County  Employees
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Components 
of a Board 
Agenda Item 
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• Also listed on printed agenda, so needs to be understandable to 
public (Brown Act requirement) 

Summary of action being taken

• Almost always begins with “Approval of…” or “Approval to…”
• Typed in title case 
• No acronyms
• No period at the end of the phrase
• No contract number

Best practices
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Incorrect Correct
“ A p p r o v a l  o f  a n  a g r e e m e n t  w i t h  t h e  
S y l v a n  U n i o n  S c h o o l  D i s t r i c t  t o  
p r o v i d e  c h i l d c a r e  s e r v i c e s  f o r  t h e  
W e l f a r e - t o - W o r k  P r o g r a m  f o r  F i s c a l  
Ye a r  2 0 2 2 - 2 0 2 3 ;  A u t h o r i z e  t h e  D i r e c t o r  
o f  C S A  t o  s i g n  t h e  a g r e e m e n t  i n  t h e  
a m o u n t  o f  $ 2 2 0 , 0 0 0 ;  a n d ,  t o  a d d  t h r e e  
s o c i a l  w o r k e r s  I I I  a n d  t w o  a d m i n  c l e r k  
I I  p o s i t i o n s  t o  C S A . ”   

• T h i s  i s  t o o  m u c h  i n f o r m a t i o n ;  t h e  
d o l l a r  a m o u n t  i s  n o t  s i g n i f i c a n t  
e n o u g h  t o  b e  m e n t i o n e d ;  n o t  i n  
C a p i t a l  c a s e ,  a n d  i t  h a s  a c r o n y m s .  

“ A p p r o v a l  o f  a n  A g r e e m e n t  w i t h  t h e  
S y l v a n  U n i o n  S c h o o l  D i s t r i c t  t o  
P r o v i d e  C h i l d c a r e  S e r v i c e s  f o r  t h e  
W e l f a r e - t o - W o r k  P r o g r a m  f o r  F i s c a l  
Ye a r  2 0 2 3  a n d  t o  I n c r e a s e  S t a f f i n g ”

• T h e  o t h e r  d e t a i l s  w i l l  l i k e l y  b e  p a r t  
o f  t h e  S t a f f  R e c o m m e n d a t i o n s .
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• The words are very important as they describe the policy decision of the 
Board

What you are asking the Board to do

• Almost always begins with one of the following: Accept, Adopt, Amend, 
Approve, Authorize, Conduct, Consider, Declare, Direct, Establish, 
Introduce, Set

• Numbered and in a complete sentence even if you have only one 
recommendation

• Only capitalize names and titles

Best practices
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• Do I need a budget journal? 
• Does the Auditor-Controller need to be directed to adjust the  

budget?
Are there budgetary 

implications? 

• Have I talked to CEO-HR?
• Do I need to recommend a change to the position allocation?

Are there staffing 
requests?

• A formal resolution? Recommendation requesting the Board 
to adopt the resolution and formal “Resolutions Form” used 

• Set a public hearing? 

Is there anything the Clerk 
of the Board will need to do 

to implement the actions 
contained in the item?



Click to edit Master title styleAuthority to Sign 

Chairman of the Board, the CEO, 
the Purchasing Agent, or the 
Department Head (or his/her 

designee)?

Is there a requirement that a certain 
designated person sign it?

If the contract is with another entity, 
who is signing for that agency?  

(“Equal dignity” rule)

Is it a lease/lease amendment? 
Purchasing Agent signs.

County Counsel or your 
Management Consultant can help 

determine. 

If signatures are required, 
recommendation to authorize to 
sign, and in most cases all other 

signatures must be obtained. 
Exceptions are agreements with 

the State of California, U.S. 
government or multi-jurisdictional 

agreements.
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A descriptive, concise, and 
clear discussion of the 

requested item should be 
developed with the public in 

mind.

Use clear, conversational 
English; write for the 6th grade 

reading level. 

Do not assume the reader has 
knowledge of the content of the 

item. 

Background/History/Overview 
– items often provide historical 

documentation for 
County/Department use.

Is this a new program, 
contract, etc. or a renewal of a 

long-standing program?  
Explain.

Is this a mandated program? If 
yes, summarize the 

mandate/law.
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• W h y  i s  i t  i m p o r t a n t ?   W h a t  i s  t h e  
b e n e f i t  t o  t h e  c o m m u n i t y ?

• D o e s  t h e  p r o g r a m  i n c l u d e  p a r t n e r s ?  
S h a r e  i f  t h a t  i s  i m p o r t a n t .

• W h a t  w i l l  h a p p e n  i f  w e  d o n ’ t  d o  i t ?

• I f  t h e r e  w a s  a n  a l t e r n a t i v e  t o  t h e  
r e c o m m e n d a t i o n  c o n s i d e r e d  d e t e r m i n e  
w h e t h e r  i t  i s  i m p o r t a n t  t o  i n c l u d e  a n  
e x p l a n a t i o n .  

• W h o  a r e  t h e  s t a k e h o l d e r s  a f f e c t e d ?   

• W h a t ’ s  t h e  b u s i n e s s  c a s e ?  

• I s  r e t r o a c t i v e  a p p r o v a l  b e i n g  
r e q u e s t e d ?  E x p l a i n .  
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1
Department Description – Boiler Plate 

Program Description and 
Background/History if applicable; is 
something changing from how it’s 

historically done  

2
Describe what’s being brought to the 

Board

Grant, Contract, Budget Adjustment, 
Report, etc. 

What is the benefit/impact to the 
Community/County   

3
Summarize the action being requested so 

that a 6th grader can understand 

Explain if being taken retroactively 
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RFP 
Results in 
Discussion
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A picture is worth 
a thousand words
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• What County, State, Federal, or other jurisdiction 
requirements make it necessary for the BOS to take action?

Why does this need to go to the Board?

• Reference specific County Code or policy, State and/or 
Federal legislation, or regulation that details the need for 
Board approval

Best practices



Click to edit Master title style

Policy Issue Example Contract > $200,000
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• Already in the budget?
‒ If not, have you prepared and included a 

Budget Journal?
• General Fund contribution or County Match?
• Different than prior years?
• Sufficient funding?
• Financial risk?

Do your homework first

rev. 2023-03-03
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•Total cost of recommended actions
•Funding source(s)
‒ Add a table for clarity, if needed
•Impact to the General Fund, if applicable
•Already included in current fiscal year budget?
•Any needed budget adjustments?
‒ Budget Journal, if applicable
•Total Fund Balance available, if applicable

Best practices

rev. 2023-03-03
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• Attach as an Excel document
• Add all required signatures to MinuteTraq workflow, including the 

Auditor-Controller’s office
• CEO Management is final approver

What’s needed?

rev. 2023-03-03
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Fiscal 
Impact 
Examples, 
cont.
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Board Priority 

• There are six Board Priority areas 
• Tie approval of the recommendation to 

the related Board priority(ies) and state 
why.

• Short, concise paragraph; one or two 
sentences only!

• Starts with, “The recommended action is 
consistent with the Boards’ priority of…”

• Priority is italicized 
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Terminology
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• Describe any of the following:
‒ Addition or deletion of position(s)
‒ Defunding or restoring position(s)
‒ Transferring position(s)

• If no staffing impact anticipated, describe how staff are:
‒ Addressing the recommended actions
‒ Monitoring the contract
‒ Overseeing the project, etc.

• Do not say, “There is no staffing impact”
• Include county classification title(s) and position number(s)

Explains any impacts to position allocations

Rev. 2023-02-09 (DRAFT)     SCHSA
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Staffing 
Impact 
Examples, 
cont. 
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• Should be the person(s) who can 
address questions from the public, 
Modesto Bee, or any other source.

• Include Name, Title, and Phone 
Number; Department optional 

• Demonstrates commitment to 
transparency and making it easier 
for the public to access information
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Attachments

Clean

• Not pixilated 
or blurry

• Page 
numbers are 
in order

Adobe

• Use Print to 
PDF in 
Adobe rather 
than using a 
printer 
scanner

Signatures

• Make sure 
you have all 
signatures, 
dates, etc. 
except those 
you are 
seeking 
approval for

3 Originals

• If Chairman 
of the Board 
signature is 
required, 
submit 3 
originals to 
the Clerk of 
the Board
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Creating a Board Agenda 
Item in MinuteTraq
Nuts  and  Bo l t s  
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MinuteTraq 
(aka Accela)

• Quick Reference Guide for 
the Preparer job aid
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• Can create a new item or 
duplicate a previous item 

• Enter your work directly into 
MinuteTraq as formatting issues 
occur when cutting and pasting 
from Word
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• Include Department Head, Department Agenda 
Coordinator, CEO Management Consultant, 
CEO Assistant Executive Officer, CEO Chief 
Operations Office, Chief Executive Officer, and 
Board of Supervisors.

• May also include Auditor –Controller, County 
Counsel, CEO Human Resources. Review 
workflow and only include these reviewers 
when necessary. 

• Department is responsible for ushering the 
item through the workflow and monitoring 
status
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The Board of Supervisors Meeting
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Final step is meeting date 
selection and placement on the 
agenda
• This is done by the Clerk of the Board
• Typically added to items 3, 5, 6 or 7
• If added to Consent Calendar: 
‒ May be pulled from Consent, so be 

prepared
‒ If not pulled, BAI will be voted on 

without any discussion
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If presenting to the Board:
• Font size at least 24 pt.
• Be concise
• Keep it simple
• Use bullet points
• Slides must be reviewed and approved by Senior Manager, Managing 

Director and CEO Management Consultant
• Approved slides due to CEO’s office by 12pm on the Friday that the 

agenda is posted for Presentations and Discussion items 
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• Agenda Item Tips
• Department Agenda Item 

Check List
• Preparing Agenda Items 

Handbook
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