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City Council Study Session 

City Clerk Department



Goals

nMaintain an accurate and accessible 
legislative history of the City

nEfficiently administer the commission 
appointment process

nDevelop records management policies and 
procedures and preserve vital records



n Implement a citywide electronic document 
management system (EDMS)

nConduct fair and impartial elections 
nEnsure compliance with state 

campaign and conflict of interest 
disclosure and reporting laws



City Clerk Program Areas

n Legislative Support and Legislative History 
n Commission Appointments
n Domestic Partnerships
n Records Management
n Elections
n Campaign and Conflict of Interest



Legislative Support
And 

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

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

nMaintain the legislative history of the 
legislative bodies 

nCodify and publish the municipal code



Commission Appointments

nProcess commission appointments and 
other related activities

nEnsure compliance with conflict of interest 
laws

nPublish commission agendas, minutes and 
other related information to the web

nProvide technical support and materials 
and conduct workshops



Domestic Partnerships

nAdminister the City’s Domestic Partnership 
Program



Records Management

nDevelop public records policies and 
procedures

nPreserve vital city records
nManage an off-site citywide records center



nRespond to requests for information and 
records

n Implement a citywide electronic 
document, records management, 
imaging and workflow system (EDMS)



Elections

n Conduct Elections
u General
u Run-off
u Special



Campaign and 
Conflict of Interest Filings

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

n Provide technical assistance and conduct 
workshops



City Clerk Department
FY 2004 Organization Structure
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Special Projects

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

n Studying the feasibility of a Sunshine 
Ordinance

n Researching options for charter 
amendments to the election process

n Preparing for March, November and 
December 2004 elections



Significant 
Accomplishments

nOrganizational structure and staffing
uRestructuring
uHiring
uTraining
uRetaining



“ePacket”

Legislative Support and 
Legislative History



Captioning 
and 

Video 
Streaming 

Meetings

Legislative Support 
and Legislative History



Records Management 

n Revised a citywide records retention schedule

nPublished a Citizen’s Guide to information and 
Public Records

nSelected a citywide electronic document, records 
management, imaging and workflow system (EDMS)



Elections

nCompleted the 2001- 2002 redistricting 
process

nConducted November 2002 municipal 
election

nConducted December 2002 District 8 
run-off election

nPublished an extensive election 
information website



Imaging and publishing
campaign statements on the web



nKeeping up with the day-to-day
nStaff reductions
nDecentralized Information
uDuplication of research
uTime spent retrieving documents 
uDecisions based on insufficient information
u Inconsistent responses to the public

Operational Challenges and 
Budget Considerations



nTechnology infrastructure and systems
uManage electronic documents
uClassify documents as records and manage 

their life cycle
uImage paper documents for retrieval and 

preservation
uApply automated workflow to business 

processes

Changing How We Do Business
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