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T O W N  O F  S O U T H A M P T O N

Licensing Review Board - Minutetraq

How to Create a New Legisla  ve File

• Click Next
• Choose Licensing Review 

Board Template
• Click OK
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Licensing Review Board - Minutetraq
How to create a new legisla  ve fi le

• Type the item’s name in Short Name name once you tab over to 
the next fi led the Short Name will autp populate the       Formal 
Title fi eld

• Choose Licensing Review Board
• Choose the appropriate Ini  ator (usually the board secretary)
• Choose Target Mee  ng
• Choose item’s Category
• Choose the item’s descripƟ on in the Formal Body fi eld
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Licensing Review Board - Minutetraq
How to create a new legisla  ve fi le

• Click Edit View
• Change the Placement to the 

appropriate Category

• Click Save
• Click Submit
• A new Email Message will appear where you 

can send the item for review
• Click Save & Close
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Licensing Review Board - Minutetraq
How to create a new legisla  ve fi le

• CreaƟ ng a legislaƟ ve item for the items below is diff erent than other items
 New Home Improvement License ApplicaƟ ons
 Home Improvement License Renewal ApplicaƟ ons
 New Plumbing RegistraƟ on ApplicaƟ ons 
 Plumbing RegistraƟ on Renewal ApplicaƟ ons
• Follow the same steps listed on the previous page
• Place the cursor in the Formal Body fi eld
• Click the dropdown arrow next to the word Text, choose Word
• A MicrosoŌ  Word document window will open
• Type the list of items/licenses that will be approved or discusse, format text as you 

would a normal Word document
• When done click the X in the top right hand corner of the Word dcoument, there is 

NO NEED TO SAVE the document, it will automaƟ cally save
• ConƟ nue the same steps in th eprevious pages to save and submit the item
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