PROCESS FOR ISSUANCE OF PROCLAMATIONS & CERTIFICATES

Process

Criteria

Proclamation —
Presented at Council meeting

e Requested by Council, City staff or community member

(at least 30 days in advance)

Approved by Mayor/City Manager

Signed by full Council

Agendized for Council Meeting (max. 2 presentations per
meeting)

City Clerk’s Office prepares and coordinates presentation
and issuance of proclamation

e Recognition of individuals, organizations or
events with Redwood City-specific significance

e Celebration of cultural heritage reflected in
Redwood City, as determined by the Equity and
Social Justice Sub-Committee

e Public awareness campaigns with Redwood
City-specific significance

e BCC Members with 10+ years of service

Proclamation —
Not presented at Council meeting

Requested by Council, City staff or community member
(at least 14 days in advance)

Requested for submission only (not to be read at a
meeting)

Approved by Mayor

Signed by full Council

City Clerk’s Office prepares and coordinates issuance of
proclamation

If an event will take place, Mayor may present

If there is no event, the Mayor may present directly to
community member / organization

e Recognition of individuals, organizations or
events with regional or global significance

e Celebration of cultural heritage reflected in
Redwood City, as determined by the Equity and
Social Justice Sub-Committee

e Public awareness campaigns with regional or
global significance

e Required for grant or certification renewal

Certificate of Appreciation or
Recognition

Requested by Council, City staff or community member
Approve and signed by Mayor

City Clerk’s Office prepares and coordinates issuance of
certificate

If an event will take place, Mayor may present

If there is no event, the Mayor may present directly to
community member / organization

e Recognition of individuals or group
achievements or contributions to the
community

e Recognition of BCC Members

Certificate of Memoriam

Requested by Council, City staff or community member
Approved by Mayor

Schedule adjournment for Council meeting

City Clerk’s Office coordinates biography, photo, and
issuance of certificate

e Remembrance of Redwood City residents or
community members that have made
significant local / regional contributions

To submit a request for a Proclamation or Certificate of Recognition, go here.



https://form.jotform.com/220335255774153

