City Council Study Session

City Clerk Department

July 15, 2003




Goals

B Maintain an accurate and accessible
legislative history of the City

M Efficiently administer the commission
appointment process

M Develop records management policies and
procedures and preserve vital records



B Implement a citywide electronic document
management system (EDMS)

B Conduct fair and impartial elections

B Ensure compliance with state
campaign and conflict of interest
disclosure and reporting laws



City Clerk Program Areas

B |egislative Support and Legislative History
B Commission Appointments

B Domestic Partnerships

B Records Management

¥ Elections

B Campaign and Conflict of Interest



Legislative Support

And

Legislative History

(City Council, Housing Authority, Redevelopment Agency, Joint Powers Authority)

B Prepare agendas, agenda packets,
minutes, resolutions, ordinances, letters
and other official documents of the
legislative bodies

® Maintain the legislative history of the
legislative bodies

W Codify and publish the municipal code



Commission Appointments

B Process commission appointments and
other related activities

B Ensure compliance with conflict of interest
laws

¥ Publish commission agendas, minutes and
other related information to the web

¥ Provide technical support and materials
and conduct workshops



Domestic Partnerships

B Administer the City’'s Domestic Partnership
Program

DOMESTIC PARTNERS
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Or June 20, 2003
the City Clerk of the City of Berkeley certified that
Jofin Doe and Jane Smith,

became Domestic Partners by filing an affidavit of
Domestic Partnership in the Office of the City Clert,
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NO. 1591




Records Management

M Develop public records policies and
orocedures

M Preserve vital city records
B Manage an off-site citywide records center




B Respond to requests for information and
records

¥ Implement a citywide electronic
document, records management,
Imaging and workflow system (EDMS)




Elect

B Conduct Elections
® General
® Run-off
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VOTER’S PAMPHLET

Compiled by Sherry M. Kelly, Berkeley City Clerk

SPECIAL MUNICIPAL RUNOFF ELECTION

VOTE BY MAIL

TUESDAY, DECEMBER 3, 2002

LANGUAGE ASSISTANCE INFORMATION

IMPORTANT NOTICE TO VOTERS
This Special City of Berkeley Runoff Election is being conductad as an
ALL-MAIL BALLOT ELECTION. Thera will be no polling places.
Enclosad is your official ballot. Please follow detailed instructions inside
this pamphlet for voting and retuming your ballot,
The Berkeley City Clerk must receive your ballot by 8:00 p.m. on Tuesday,
December 3, 2002 for it to be counted. Postmarks are NOT acceptable.
Late ballots will NOT be counted.

CITY CLERK OFFICE HOURS
The City Clertk’s Office is open to receive ballots from 8:00 a.m. until 5:
Monday through Friday. The Office will be closed on November 285, Than| ing
Day, but will be open on Friday, November 29 from 9:00 am. until 1:00 pom. and on
Saturdays, November 23™ and 30" from 9:00 a.m. until 1:00 pun. to accept ballots.




Campaign and
Conflict of Interest Filings

B Ensure compliance with state campaign and
conflict of interest disclosure laws

M Provide technical assistance and conduct
workshops



City Clerk Department
FY 2004 Organization Structure
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Special Projects

= Implementing a citywide electronic
documents management, imaging and
workflow system (EDMS)

= Studying the feasibility of a Sunshine
Ordinance

m Researching options for charter
amendments to the election process

= Preparing for March, November and
December 2004 elections



Significant
Accomplishments

M Organizational structure and staffing
€ Restructuring
@ Hiring
@ Training
@ Retaining
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Legislative Support
and Legislative History
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Click on the linked agenda item titles : ;t r e al I l I I l g

below for background materials/reports.
Adopted Resolutions and Ordinances
(second reading) are linked in the

| |
eSummary's Action section of each item
as soon as they are finalized. e e I n g S
Note: 1
¢ Resolutions and Ordinances are subject I
to amendment, rescission or repeal, or
readoption in whole or in part. Additional
research may be necessary to verify the
completeness of the legislative history. i
To research the Berkeley Municipal i
Code, visit:
http: e i berkeley. ca.usfbme/
Ceremonial: Saluting Youth Commissioners o These documents are presented in A
Adobe Acrobat PDF*, and will open in a [ [CITY2F
news browser window, Same files may !
exceed TME in size. File size
infarmation is provided in parentheses.
All iterns are available for review at the
City Clerk Department, (510} 981-6900.
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Records Management

M Revised a citywide records retention schedule

M Published a Citizen’s Guide to information and
Public Records

M Selected a citywide electronic document, records
management, imaging and workflow system (EDMS)
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Elections

B Completed the 2001- 2002 redistricting
process

B Conducted November 2002 municipal
election

B Conducted December 2002 District 8
run-off election

B Published an extensive election
Information website




Imaging and publishing
campaign statements on the web
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Operational Challenges and
Budget Considerations

B Keeping up with the day-to-day
W Staff reductions
B Decentralized Information

@ Duplication of research

€ Time spent retrieving documents

® Decisions based on insufficient information
€ Inconsistent responses to the public



Changing How We Do Business

B Technology Infrastructure and systems
€ Manage electronic documents

@ Classify documents as records and manage
their life cycle

€ Image paper documents for retrieval and
preservation

@ Apply automated workflow to business
Processes
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