Data Collection Protocol for Legislative Priorities:
Step One: Find general web address for board of trustees/school board. 
Step Two: Link general web address in Excel column titled BoardWeb.
Step Three: Search website via internal search function for legislative priorities.
· If found, link web address in column titled LegPriorLink.
· If PDF, save to SharePoint folder titled “LegPrior PDFs”. Title as “District Name Legislative Priorities Year”
· For year, if the document specifies put the year specified otherwise but 24-25.
· If not already PDF, save the webpage as a PDF by using Print to PDF function. Title as “District Name Legislative Priorities Year”
· For year, if the document specifies put the year specified otherwise but 24-25.
· If not found, move to step four.
Step Four: Examine meeting agendas for last meeting of 2024 and first 2-3 meetings of 2025.
· If found, link web address in column titled LegPriorLink.
· If PDF, save to SharePoint folder titled “LegPrior PDFs”.  Title as “District Name Legislative Priorities Year”
· For year, if the document specifies put the year specified otherwise but 24-25.
· If not already PDF, save the webpage as a PDF by using Print to PDF function. Title as “District Name Legislative Priorities Year”
· For year, if the document specifies put the year specified otherwise but 24-25.
· If not found, move to step five.

Step Five: Google search “_______ ISD Legislative Priorities”
· If found, link web address in column titled LegPriorLink.
· If PDF, save to SharePoint folder titled “LegPrior PDFs”.  Title as “District Name Legislative Priorities Year”
· For year, if the document specifies put the year specified otherwise but 24-25.
· If not already PDF, save the webpage as a PDF by using Print to PDF function. Title as “District Name Legislative Priorities Year”
· For year, if the document specifies put the year specified otherwise but 24-25.
· If not found, type NA in relevant cell in LegPriorLink column

