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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. 
 
• 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. 
• 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.   
• The City Clerk also 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, registers domestic partners, 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. 

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

 
 

P R O P O S E D  B U D G E T / S T A F F I N G  C H A N G E S  
 
At this time, there are no specific reductions identified for the City Clerk’s Office.  Options for reductions will be 
discussed during budget hearings. 
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City Clerk
Budget Summary FY2009/10

989,435 

Funded Positions (FTE) 11.00 10.00 10.00 10.00 

Property 19,829 16,000 16,000 16,000 

Budgeted Expenditures
Employee Services 954,419 965,736 965,736 

Total: 1,243,927 1,404,634 1,404,634 1,427,133 

Labor/Supply Offset 9,677 3,000 3,000 3,000 

General Fund 958,779 1,083,373 1,083,373 1,101,591 

Service And Supplies 260,002 419,898 419,898 418,698 

325,542 
1,243,927 1,404,634 1,404,634 1,427,133 

Department Budget Summary

Approved Amended
FY2010/11 FY2011/12

Change
More/(Less)

Proposed/AmendedProposed

Funding Summary by Fund/Special District

Actual

Interdepartmental Service Fund 285,148 321,261 321,261 
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22,499 
-

22,499 

Change
More/(Less)

Proposed/Amended

10.00 -
Total: 10.00 -

Proposed/Amended

Change
FY2010/11 More/(Less)

11.00 10.00 10.00 

Approved Amended Proposed

City Clerk 11.00 10.00 10.00 

City Clerk

Division FTEs FY2009/10 FY2010/11 FY2011/12
Actual

Elections 75,742 171,845 171,845 171,845 
Total: 1,243,927 1,404,634 1,404,634 1,427,133 

FY2011/12
Actual Approved Amended Proposed

City Clerk 1,168,185 1,232,789 1,232,789 1,255,288 

City Clerk

Division Budgets FY2009/10

Division Budget Summary

Staffing Levels




