Here is a checklist xe "Checklist"for Ordinances.

____
The original and four copies of the ordinance approved as to form by the City Attorney, and  five complete sets of any background information, must be accompanied by a cover letterxe "Cover Letter" requesting passage, stating reasons, time factors, the name and telephone number of a contact person.

____
The original paper copy must be on paper with red vertical linesxe "Red Vertical Line" and numbered lines. Page 1 must have “File No.” in upper left and  “Ordinance No.” in upper right.  Subsequent pages have red vertical lines and line numbers, but no reference to File number or Ordinance number at top.  Note: If you use the BOS boilerplate, it will print the header and line numbers in the margin automatically but you must use the red line paper with no numbers (Order paper from Reproduction Bureau).

____
Short title: Single spaced, beginning on line 1, in brackets [  ], type a short subject phrase or a Plain English description if the legal title is not clear and specific to alert a person of average intelligence and education. Be brief, concise and written in plain, easily understood English, single spaced, consisting of no more than 250 characters/spaces.   Insert two returns (equal to four line spacing).

____
Long title:  Double space the legal title of the ordinance in bold print (Arial, 12, Bold).


Title in bold, using upper and lower sentence case, always start with the word “Ordinance” followed by a word ending in "ING" (a gerundxe "Gerund"), and ends with a period (.)

____
Insert two returns between Title and Text.  Text, double spaced, in normal print, (Arial, 12).

____
Nothing is stapled to the ordinance.

____
If reference is made to related material, use the language "on file with the Clerk of the Board of Supervisors in File No.      (leave at least 15 blank spaces), which is hereby declared to be a part of this ordinance as if set forth fully herein”. (Note: Related materials must be submitted at the time the ordinance is delivered.)  

____
If longer than two pages, it must be accompanied by a brief Legislative Digestxe "Digest" prepared by City Attorney.

____
If appropriation ordinancexe "Appropriation Ordinance", the Mayor must approve before submittal.

____        If appropriation ordinancexe "Appropriation Ordinance", the Controller must approve before submittal.

____
If an emergency ordinancexe "Emergency Ordinance", the title ends with "; an emergency measure." and the text states the nature of the emergency.

____
If amending a municipal code, name the specific code and section numbers in title.

____
Contains no Whereas clauses, but may have a findings section.

____
Must be approved as to formxe "Approved as to Form" by City Attorney.

____
Title explains purpose of change to existing law.  If adding new Chapter to any municipal codes, the new section numbers must also be cited in the title.

____
Ordinance must be confined to one subject which is clearly expressed in the title.

____
Ordinance starts "Be it ordained by the People of the City and County of San Francisco:”

                If the ordinance amends any Municipal Code, immediately following the title is 

                NOTE:    Additions are italic, Times New Roman, single underlined;

 
deletions are strikethrough italic, Times New Roman 

                     Board amendment additions are double underlined.  

                            Board amendment deletions are strikethrough normal. 

 ____    The sponsor xe "Sponsor"of the Ordinance is listed in the footer, lower left corner of first page. 

             (Note: To insert sponsor name, click   “View; select  “Header and Footer”; click the box to switch to 

             the footer and enter name of Supervisor or Department.)
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