DAS Division Leaders
receive DAS County
Board Standing
Committee Report

Deadlines Schedule

DAS Director
approves files in
Legistar and emails
DAS Sr. Exec
Assistant

DAS Sr. Exec
Assistant notifies
Division Admins, via
email, that DAS
Director approved

reports in Legistar

12.02 DAS Legislative Report Submittal Process

Division Leaders
upload reports into
SharePoint site by

the designated

deadline

DAS Sr. Exec
Assistant sends DAS
Director email to
approve reports in

Legistar

Legistar
Administrators print
all reports and
record the file
number on the front
page of each report

Division Leaders
email DAS Director,
DAS Sr. Exec
Assistant, and
designated Legistar
Administrator that
their reports are in
SharePoint

DAS Sr. Exec
Assistant reviews
Legistar reports to
ensure compliance

Legistar
Administrators hand
deliver each signed
report with four
copies to the County
Clerk’s office

DAS Director

reviews report

submittals in
SharePoint

DAS Director
denies
reports and
recommends
next cycle

Legistar
Administrators
email DAS Sr. Exec
Assistant the file
numbers for entered
reports

County Clerk’s office

DAS Director
approves reports

Legistar
Administrators enter
individual, signed
reports into Legistar

time stamps each report

DAS Director or DAS

Sr. Exec Assistant
emails CEX Chief of
Staff to review
reports in

SharePoint

CEX Chief of
Staff denies
reports and
recommends
next cycle

Division Leaders
print approved
reports and
attachments, sign,
and provide to the
Legistar
Administrators

Reports without
signatures are
considered
incomplete and
delayed until

next cycle

CEX approves
reports via email to
DAS Director and
DAS Sr. Exec

Assistant

DAS Sr. Exec
Assistant emails
Division Leaders

and Legistar
Administrators of
report approvals
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