Scheduling Your Meeting
All meetings must be posted using our Agenda Manager OnBase. Please refer to the OnBase User Guide for instructions: https://sunprairie.freshservice.com/support/solutions/articles/5000044185-onbase-agenda-user-guide. 
If you will need a Zoom link to be created for your meeting, please complete the online form at: https://cityofsunprairie.com/1656/Schedule-Zoom-Meeting. 
In addition to completing the online form, please also be sure to do the following:
· Reserve the appropriate room if it is a hybrid meeting at city hall.
· The Council Chambers can be invited using the Calendar function in Microsoft. The Caucus Room can also be used as an alternative space for hybrid meetings if the Chambers are not available. All other meetings must be fully remote or fully in-person.
· Closed sessions take place in Room 215. Please be sure to reserve Room 215 for closed sessions.
· Ensure the language on the agenda accurately reflects ways the public can join the meeting. Review the agenda and update the necessary information. Please refer to the end of this manual for more information.
· Avoid overlapping meetings for SPMC staffing and broadcasting purposes. Refer to the calendar at the end of this document and/or email staff@sunprairiemediacenter.com.
· SPMC staff will do their best to accommodate meetings if they overlap with other meetings or if there will be live coverage of another community event. If this is not possible, you may be asked to reschedule your meeting. If you cannot reschedule your meeting, it will either be recorded and made available on demand, or it will not be recorded. Please communicate with the SPMC if there are any concerns. 
Meetings that are recorded are available on KSUN and can be accessed online at http://sunprairiemediacenter.com or on the Sun Prairie Media Center app. 
Contacts
SPMC is responsible for recording and broadcasting city meetings, as directed by the Council and City Administrator. Please keep in mind that the SPMC is under directive to also broadcast as many meetings as possible live.
SPMC is also responsible for scheduling the Zoom meetings and sending out Zoom invitations. All meetings must be submitted by noon on the Friday before the week of your meeting at the very latest. Please email staff@sunprairiemediacenter.com if contacts need to receive a panelist invitation for an upcoming meeting.
Clerk’s Office is responsible for agenda management. If you have questions about using OnBase or posting an agenda, please connect with the Clerk’s Office. All agendas must be submitted to the Clerk’s office by noon on the Friday before the week of your meeting at the very latest.


Boards, Commissions and Committees
The following is a list of boards, commissions and committees and their typical meeting schedule. Meetings highlighted in blue are regular meetings. All meetings are open to the public. Some meetings are only held as needed or at the discretion of the chairperson/staff. Some boards, commissions and committees might meet twice a month depending on their agenda. Special meetings may also be called by the chairperson or by a majority of the members as deemed necessary. 
	Name of Board, Commission or Committee
	Department responsible
	Meeting Schedule

	Alcohol Licensing & Review Board 
	Clerk
	Annually in June and as needed at the discretion of staff.

	Board of Review
	Clerk
	The Board meets annually as prescribed by state statutes, and is noticed, published, and conducted pursuant to state statutes.

	Zoning Board of Appeals
	Planning
	Meetings are held at the discretion of the chairperson/staff.

	BID Committee
	Economic Development
	1st Thursday of the month at 8:30am in Glass Nickel Pizza

	Committee of the Whole 
	Clerk
	1st and 3rd Tuesdays, 5:30pm in Council Chambers

	Common Council
	Clerk
	1st and 3rd Tuesdays, 7:00pm in Council Chambers

	Community Development Authority 
	Economic Development
	2nd Thursday of the month at 5:30pm in Council Chambers or as needed at the discretion of the Chair.

	Finance Committee
	Finance
	As needed and at the discretion of the Committee Chairperson, historically on the 2nd or 4th Tuesday of the month.

	Fire Advisory Committee
	Fire
	Meetings are held at the discretion of the chairperson/staff.

	Historical Library and Museum Board 
	PRF
	2nd Wednesday of the month at 6:30pm in Council Chambers

	Housing Committee
	Planning
	1st Monday of the month at 6:00pm in Council Chambers

	Joint Review Board
	Economic Development
	Minimum once a year, set by Dane County between July and October. TID creations would result in additional meetings.

	Library Board
	Library
	2nd Thursday of the month at 5:00 p.m. at the Sun Prairie Public Library.

	Media Center Commission
	SPMC
	3rd Thursday of the month at 7:30am in Council Chambers.

	Parks, Recreation and Forestry Commission 
	PRF
	2nd Wednesday of the month at 4:30pm in Council Chambers.

	Personnel Committee
	HR
	Meetings are held at the discretion of the chairperson/staff.

	Plan Commission 
	Planning
	2nd Tuesday of the month at 7:00pm in Council Chambers. 

	Police & Fire Commission
	Police
	1st Wednesday of the month at 6:00pm in Caucus Room.

	Public Safety Committee 
	Fire
	Meetings are held at the discretion of the chairperson/staff.

	Public Works Committee
	Public Works
	2nd Tuesday of the month at 4:00pm in Council Chambers. 

	Sex Offender Appeal Board 
	Clerk
	Meetings are held at the discretion of the chairperson/staff.

	Sun Prairie Utilities Commission 
	SPU
	3rd Monday of the month at 4:30pm at SPU.

	Sustainability Committee
	Administration
	3rd Thursday of the month at 6:00pm in Council Chambers.

	Tourism Commission
	Economic Development
	2nd Thursday of the month at 9am in Council Chambers.

	Transit Commission
	Planning
	3rd Wednesday of the month at 5:00pm in Council Chambers.

	Youth & Families Commission
	PRF
	1st Thursday of the month at 6:00pm in Council Chambers, with the exception of July and October, when they meet on the second Thursday.

	Sun Prairie School Board
	n/a
	2nd and 4th Mondays, 6:00pm at the Hilltop Campus (220 Kroncke Drive)



More information about boards, commissions and committees can be found online at http://cityofsunprairie.com/418/Boards-Commissions-Committees or at https://library.municode.com/wi/sun_prairie/codes/code_of_ordinances. 
Subcommittees and Task Forces 
This is a list of current subcommittees and task forces. These meetings are not recorded or broadcasted by the SPMC. 
· Bike Subcommittee of Transit Commission
· Library Facility Committee
· Library Finance Committee
· Library Policy Committee
· Library DEI Advisory Committee
· Library Strategic Planning Committee
· Anti-Bullying Task Force – Y&F Commission
· Youth Engagement Subcommittee - Y&F Commission
· Gun Safety Education Project Planning – Y&F Commission
· Downtown Steering Committee
· BID Recruitment and Retention Committee
· BID Beautification Committee
· BID Advertising, Promotion & Events Committee
· BID Recruitment, Retention, & Policy Committee
· Revolving Loan Fund Committee - ENDED
· Sustainability Task Force - ENDED
· Vandenburg Park Project Citizen Participation Committee – ENDED
· Aldermanic Districts Task Force – ENDED
Agendas now auto-populate with the below language. If your meeting is in person only with no virtual option, you can delete the language. Please use the below language for your agendas if they are hybrid or remote. Please update the HIGHLIGHTED portion to accurately reflect your board/commission/committee meeting.
Please use the below instructions to participate and watch the meeting remotely. The vast majority of meetings air and stream live through the Sun Prairie Media Center. In the case of simultaneously scheduled meetings, some meetings may only be available to stream on demand later at sunprairiemediacenter.com or on the Sun Prairie Media Center app.

1. WRITTEN COMMENTS: You can send comments on agenda items to councilandmayor@cityofsunprairie.com
 
2. WATCH THE MEETING: You can watch the meeting in several ways:
· Television: Watch on Roku, Amazon Fire TV, Apple TV, channel 983 on Charter, or channels 13 or 1013 on TDS.
· Online: Stream at sunprairiemediacenter.com or on the Sun Prairie Media Center app.
· Webinar: https://us02web.zoom.us/j/81905241009?pwd=SWNRRDBBYldXQ2h0NEcrSVAvVDJOUT09
3. PUBLIC COMMENTS: You can register your public comment through our electronic submission system. To submit a public comment, please click on the following link: https://cityofsunprairie.com/Comments/COW. The survey will close for public comment at 5:00 p.m. on the day of the meeting.  All comments will be included for consideration during the meeting.
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