
How should a CAM look? 
Good question! To reduce the variance in both appearance and style, use the following example: 

Header  
Make sure to include the action taken (Ex: 
Ordinance Establishing, Motion 
Authorizing). Different types of CAMs will 
have different title formats, so refer to the 
“Commission Conference Guide” or 
"Regular Commission Meeting Guide" for 
help.  

Body  
Tell a succinct story covering the major 
issues, stakeholders, and how the 
recommendation was developed. Avoid 
unnecessary information. Think about it 
this way, if a neighbor was reading the 
CAM, would the information help explain 
what the issue is, why it is important, and 
why action is required? If the information 
would not contribute in that manner, 
consider removing it or incorporating it as 
an attachment. These are memos, not 
books. Simply stated, tell the brief story.  

Resource Impact  
If the item has a fiscal impact, meaning 
we are either appropriating money or 
spending money, contact the Senior 
Financial Administrator so that a funding 
box can be created for your CAM. If the 
item does not have a fiscal impact, write, 
“There is no fiscal impact associated with 
this action.”  

Strategic Connection  
Names of plans are italicized and the 
goals, objectives, and initiatives are not 
bolded. Do not add additional text, e.g., 
“This item is in furtherance…” Include the 
focus area, goal, and objective. Review 
the example for the proper formatting. 

Attachment  
If more than one attachment, use 
“Attachments”  

Footer  
Notice how the CAM # number is not bold and is located beneath the date. 

Remember: 
- Justify the text, or left-align the text, but do not do both. Preferably, justify.

- Use Arial font, size 12 font.

- Spell out numbers one through nine, but use numerical if the number is greater than 10.


