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MEMORANDUM

DEPARTMENT NAME*

Date:	Date

To:	David Gassaway, City Manager (Name, Title)

From:	Name, Title

Subject:	Title of Memo



RECOMMENDED ACTION
Describe here in plain English what you are recommending the City Manager’s Office to do about the issue (e.g., review and sign documents, request return deadline, if time sensitive). Be brief but accurate.  Reference City Council/Redevelopment Agency Resolutions authorizing action(s). 

STATEMENT OF ISSUE
Describe the issue you are asking the City Manager’s Office to consider here in plain English. Be brief but accurate.  

DISCUSSION
Detail the background of the issue you are placing before the City Manager’s Office and the action you are recommending. A good test for this section is whether someone like your spouse or significant other (who does not work for the City) can read this section and understand the issue. If they cannot, rewrite this section until they can.  

This section should be organized into sub-sections in longer reports to assist the reader through the document.  Provide information on what documents signed will accomplish. If documents need to be notarized, which documents and how many? Indicate what selection process was used (e.g., RFQ/RFP) in choosing a contractor, consultant, or supplier.  If applicable, explain why a single-source supplier was chosen.  




FISCAL IMPACT
Discuss the fiscal impacts of your recommendation(s).  If you are recommending the funds be taken from a reserve account, what will the reserve account balance be after this appropriation?  Identify by name and number the fund (e.g., General Fund, Redevelopment Agency, land sales, etc.) that is the source of the money and the specific source to which it is being transferred.  If the source of funds is revenues and/or grants, indicate the amount to be received and what, if any, long-term City fiscal impacts there are if the City accepts the grant funds.  In summary, detail the full ongoing cost of grants.  

ALTERNATIVE ACTION
If the City Manager’s Office may take alternative courses of action, but you are not recommending them, list them here.

DOCUMENTS ATTACHED
List any documents you are sending to the City Manager’s Office with this report.  These documents should be clipped to this report when it is submitted for review.  If there is more than one document, number and list as follows:

Attachment 1:	
Attachment 2:	

STAFF CONTACT
Author’s name, title
(707) XXX-XXXX
name@fairfield.ca.gov

Coordinated with: (i.e., City Attorney, Finance, etc.)

*Note Department names are:  CITY MANAGER’S OFFICE, COMMUNITY DEVELOPMENT DEPARTMENT, HOUSING SERVICES DEPARTMENT, PARKS & RECREATION DEPARTMENT, FINANCE DEPARTMENT, FIRE DEPARTMENT, HUMAN RESOURCES DEPARTMENT, POLICE DEPARTMENT, INFORMATION TECHNOLOGY DEPARTMENT, and PUBLIC WORKS DEPARTMENT
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