West Hills Neighborhood Council

Request for Action and/or Support

Information Submission Form

Instructions: 

This form is designed to capture as much relevant information in advance of any meetings or hearings.  The goal is to provide the history, background information, names and roles of individuals that you have been in contact with or are somehow related to this request and their contact information, and any and all details that are relevant to the discussion.  

The Neighborhood Council is merely a community advisory council.  There are no guarantees that the recommendation or opinion of the Council Board will reflect the final decision of the parties that have the final decision making rights.  We will however do our best to make decisions and recommendations that reflect what we consider to be in the best interests of the community of West Hills.  

It is the normal procedure to formalize a motion, vote on it, and communicate that decision to the impacted or decision-making organizations or individuals.  To that end, it is important that you provide us with as much detailed information as possible and that is the purpose of this form.  

The information received in this document will be distributed to the board members by email for review prior to the meeting.  It should answer many of the questions that might otherwise be asked during a meeting and will assist in the recording of any motions or decisions made by the board. 

Please use this document to capture and return as much detailed information as possible.  Upon completion, please email to mail@westhillsnc.org at least 2 weeks in advance of the meeting you have requested to make a presentation at. 

WHO: 

Name or Group of the requestor: 

· Organization name:

· Key contact name: 

· Address: 

· Phone number

· Email address: 

WHAT: 

What is the nature of the request? 

· Description: 

· What is the purpose

· What is the current status of the issue: (provide as much detail as appropriate):

· What is required to complete:

· Who have you previously had discussions with?  Please identify the offices or individuals and summarize the discussion with as much detail as is relevant.

WHERE: 

Describe or provide information on the proposed location of the event, property, issue or concern in question: 

· Street address: 

· Primary intersection;

· Location description: 

· Additional details: 

Do you require special permits, materials, etc.? If so, please describe in detail.

Where do you need to go to get any necessary permits, materials, etc.? 

WHEN: 

What is the WHNC Agenda meeting date you wish to present the item to the board? 

When will the event / activity occur? 

When are the key milestones in preparing for the final event, hearing, and activity? 

When do need to receive the formal decision of the WHNC Board? 

HOW: 

How do you believe the Neighborhood Council can best serve your needs? What do you hope to achieve from the support of WHNC?

WHY: 

Why is this relevant to the stakeholders of West Hills?  

WHAT: 

What is ultimately the support or action you would like from the West Hills Neighborhood Council? 

Please describe in detail in the form of the Motion you would like the NC to consider:

Who is required to receive the recommendation letter from the Neighborhood Council?  

Please provide any and all names, the groups, enterprise, or city departments for which they work, mailing addresses, email address and phone numbers for each individual on the list.  If necessary, please also provide a brief description of who they are and why they need to be included.

Thank you for your preparation and information.

