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City Clerk

To provide an efficient, supportive, and professionally managed City Clerk’s Office operation for other
municipal departments, government agencies, and the general public while focusing on service levels
of the highest quality, and public employees of the highest caliber.

The City Clerk serves as the Clerk of the City Council and is responsible for the preparation of agendas, the
recording and maintenance of all Council actions, and the preparation and filing of public notices.

o The City Clerk’s Office is a service agency and the office through which the Council, City
departments, as well as the public look for general information regarding the City.

o As the official records keeper for the City, the Clerk is responsible for the coordination
and administration of all City records, documents, and public files.

e The City Clerk advertises and receives bids, conducts all bid openings, maintains the
City’s municipal code and charter, receives all claims filed against the City, researches
issues related to Council and Committee actions, maintains contract and agreement
files, processes passport applications, registers lobbyists, manages online campaign
filings and campaign finance submissions, administers City board and commission files,
administers oaths of office, and serves as the official custodian of the City Seal.

o The City Clerk is the Elections Officer for the City and the Filing Officer/Official for Fair
Political Practices Commission requirements.

e The City Clerk also manages the administrative, personnel and fiscal operations of the
Offices of the Mayor and City Council, including the City Auditor.

INNOVATION AND TECHNOLOGY
Innovation

e Provide training opportunities to City staff on procedures and resources associated with
the Clerk’s Office to maintain institutional knowledge that will be lost as employees leave
city service and remaining employees take on new responsibilities.

o Continue reviewing operations in the City Clerk’s Office and Offices of the Mayor and
City Council for implementation of “best practices” for a more productive work flow and
accurate deliverables.

Technology

e Continue utilization of the content management system as a tool in the implementation
of a citywide records management program to move the City toward consistent
administration and appropriate handling of the agency’s records and provide increased
access to agency records to both internal and external customers.

e Continue with the implementation and refinement of the automated agenda workflow
system to streamline City Council and Standing Committee agenda packets.

e Continue to assess and use technology tools as a means to achieve sustainable
services.
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APPROVED BUDGET/STAFFING CHANGES

There are no budgetary or staffing changes for FY2014/15.

Department Budget Summary

Change
City Clerk FY2012/13 FY2013/14 FY2013/14 FY2014/15 More/(Less)
Budget Summary Actuals Approved Amended Approved Approved/Amended
Employee Services 1,292,692 1,407,344 1,407,344 1,476,485 69,141
Other Services and Supplies 548,692 281,373 281,373 277,404 (3,969)
City Property 6,889 6,000 6,000 6,000 -
Transfers 305 - - - -
Labor and Supply Offset 1,377 3,500 3,500 1,500 (2,000)
Total 1,849,955 1,698,217 1,698,217 1,761,389 63,172
Change
FY2012/13 FY2013/14 FY2013/14 FY2014/15 More/(Less)
Funding Summary by Fund/Special District Actuals Approved Amended Approved Approved/Amended
General Fund 1,432,697 1,212,060 1,212,060 1,205,051 (7,009)
Interdepartmental Service Fund 417,258 486,157 486,157 556,338 70,181
Total 1,849,955 1,698,217 1,698,217 1,761,389 63,172
Division Budget Summary
Change
City Clerk FY2012/13 FY2013/14 FY2013/14 FY2014/15 More/(Less)
Division Budgets Actuals Approved Amended Approved Approved/Amended
City Clerk Division 1,219,667 1,361,360 1,361,360 1,406,518 45,158
Elections Division 325,150 - - - -
Mayor-Council Operations Division 305,138 336,857 336,857 354,870 18,013
Total 1,849,955 1,698,217 1,698,217 1,761,389 63,172
Staffing Levels
Change
City Clerk FY2012/13 FY2013/14 FY2013/14 FY2014/15 More/(Less)
Division Budg_;ets Actuals Approved Amended Approved Approved/Amended
City Clerk Division 10.00 12.00 12.00 12.00 -
Mayor-Council Operations Division 3.00 3.00 3.00 3.00 -
Total 13.00 15.00 15.00 15.00 0.00
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