City Manager Document Approval Guidelines
Prepare documents for the City Manager's (CM) signature as noted below.

NOTE: The director must initial all documents requiring the CM's signature. If there isn’t an “initial” box/line, the
director's initials are near the CM signature line.

3 >

Agreement/Contract/MOU,
Amendment, Invoice,

Any Document that went to Item that is not Directly

Council Requisition, Recurring

Purchase of Goods, or other
Financial ltem

Finance Related

RESOLUTION Gity Manager — MEMO
with the signing authority Contract/Purchase
statement highlighted Request Form
— AGENDA REPORT
( )
DOCUMENT f ) (" pocument )
BAIGE SN for signature
= for signature | forsignature/approval*
with Director's initials near : : o
S with Director's initials near
CM signing CM signing EXAMPLES
\_ ) L ) || Leave Without Pay
Out of State Travel*
( ) ( ) Personnel Action Forms
BACKUP DOCUMENTS BACKUP DOCUMENTS Staff Appointments
— (Exigis, Business License, (Exigis,. Bus.iness Lic;.er].se’ Vehicle Surplus Auction
bonds, if applicable) bonds, invoice, requisition, *if needs explanation
if applicable) \_ W,
L J \_ Y
g ) e D
Email sent when item is executed**
or ready for pickup. CMO retains 1 Email sent when item is Email sent when item is
executed copy to scan with ——  executed** or ready for ready for pickup.
L resolution in Laserfiche. pickup.
EXCEPTION - Recorded Documents
which department must return once \_ Y,
recorded
\_ J

*Any invoice without PO/contract # for non-recurring goods over $25K, complete the City Manager Contract/Purchase
Request Form and submit a requisition for approval through Tyler. There is no need for CM signature. Enter directly in Tyler.

CM ssignature required for all agreements/contracts/MOUs and recurring purchase of goods.

**Executed emails are automated sent from Laserfiche system (link to scan provided). Item for Pickup emails are sent from
CMO (no scans provided)

Yellow-highlighted items (above) are to be included in Tyler in one attachment as backup.
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DocuSign or Digital Signatures

For items being submitted through DocuSign (*or Adobe Sign) to the City Manager:
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