Sample

NOTICE OF PUBLIC MEETING
The                     Housing Authority will hold a PUBLIC MEETING on         (Date)       , at             (Time)      ,   at          (Location)                 ,  to receive comments on the  Annual and 5 Year Plan for the                                    Housing Authority.  All documents are on display at the office of the Housing Authority,             (Address)                      , Monday through Friday, between the hours of            and            . 

•
This notice must be published in the local newspaper 45 days before the PUBLIC MEETING. 

•
Remember–it will probably cost to put the notice in the newspaper, so keep it short and sweet.

•
It has to be published only one time.  

•
The Public Meeting can be held in conjunction with a regular Board of Commissioners Meeting.  The notice for the Board Meeting must be posted as usual (72 hours prior to the meeting) along with the AGENDA.  The first item on the AGENDA will be PUBLIC COMMENT REGARDING THE Annual and 5 Year Plan.  The Chairman will conduct the Board Meeting as usual with all the other normal AGENDA items.  You may also consider the comments from the PUBLIC MEETING part of the agenda when you go back into the regular board meeting and then adopt everything, killing the proverbial “two birds with one stone.”
