
CITY CLERK

Mission Statement: The City Clerk’s Department, in
partnership with the community, City Council, and City
departments, is expanding the democratic process to increase
accessibility to public records, and strengthen the community’s
faith in local government by preserving history while preparing
for the future. Our vision is to create an environment that
enables and inspires others to exceed their own expectations
and to act with integrity, fairness and courage.
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C ITY OF B UDGET
REDONDO BEACH FY 2010-11

CITY CLERK
Adopted Budget - FY 2010-11

City Clerk Administration

City Clerk (1)
Chief Deputy City Clerk (1)

Records Management Coordinator (1)
Office Specialist III (1)

Switchboard Operator (1)
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C ITY OF B UDGET
REDONDO BEACH FY 2010-11

SUMMARY OF PERSONNEL
Adopted Budget  - FY 2010-11

CITY CLERK

1.00 City Clerk
1.00 Chief Deputy City Clerk
1.00 Records Management Coordinator
1.00 Office Specialist III
1.00 Switchboard Operator
5.00

TOTAL PERSONNEL:  5.00
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0 0 0 0 0

CITY CLERK

FY 08-09 FY 09-10 FY 09-10 FY 10-11 Increase/

Actual Adopted Midyear Adopted Decrease
FY 08-09 Actua FY 09-10 Adop FY 09-10 Midy FY 10-11 Adopted

Personnel 520,009       481,468       485,142       557,986       72,844     15% 
Maintenance & Operations 317,059       96,502         293,662       407,933       114,271  39% 
Internal Service Fund Allocations 87,590         101,700       116,437       116,437       -          0% 
Capital Outlay -               -               -               -               -          0% 
TOTAL 924,658       679,670     895,241     1,082,356  187,115  21% 

Operating Expenses
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eCapital Outlay

Internal Service Fund Allocations

Maintenance & Operations

0 FY 08-09 FY 09-10 FY 09-10 FY 10-11 Increase/

Actual Adopted Midyear Adopted Decrease

ZGeneral Fund 923,658       679,670       895,241       1,082,356    187,115   21% 
Intergovernmental Grants 1,000           -               -               -               -          0% 
TOTAL 924,658       679,670     895,241     1,082,356  187,115  21% 

Funding Sources

FY 08-09 Actual FY 09-10 Adopted FY 09-10 Midyear FY 10-11 Adopted 

P
er
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eCapital Outlay

Internal Service Fund Allocations

Maintenance & Operations

Personnel
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0 0 0 0 0

CITY CLERK
ADMINISTRATION

A FY 08-09 FY 09-10 FY 09-10 FY 10-11 Increase/

Actual Adopted Midyear Adopted Decrease

Personnel 510,879     481,468     482,302       475,546       (6,756)        (1%)
Maintenance & Operations 68,134       93,472       85,472         78,033         (7,439)       (9%)
Internal Service Fund Allocations 87,590       101,700     112,698       112,698       -            0% 
Capital Outlay -             -             -               -               -            0% 
TOTAL 666,603     676,640   680,472     666,277     (14,195)     (2%)

0 FY 08-09 FY 09-10 FY 09-10 FY 10-11 Increase/

Actual Adopted Midyear Adopted Decrease

General Fund 665,603     676,640     680,472       666,277       (14,195)     (2%)
Intergovernmental Grants 1,000         -             -               -               -            0% 
TOTAL 666,603     676,640   680,472     666,277     (14,195)     (2%)

Operating Expenses

Funding Sources

Purpose: To administer City Council, City’s Agencies and commissions agendas and minutes. Attend City Council,
commission and task force meetings. Administer the commission appointment process. Maintain the legislative history
of the City, including the Charter and Municipal Code. Administer City staff’s conflict of interest filings and oaths, and
provide support to departments. Provide general information and services to the public, assist citizens in reviewing
public records, and assist with vendor bids. Maintain the City’s Records Retention Schedule and manage and operate
an off-site records center where inactive City records are stored. Oversee and arrange for the destruction of
confidential records. 
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0 0 0 0

CITY CLERK
ELECTIONS

A FY 08-09 FY 09-10 FY 09-10 FY 10-11 Increase/

Actual Adopted Midyear Adopted Decrease

Personnel 9,130         -             2,840           82,440         79,600       2803% 
Maintenance & Operations 248,925     3,030         208,190       329,900       121,710     58%                          
Internal Service Fund Allocations -             -             3,739           3,739           -            0%                                       
Capital Outlay -             -             -               -               -            0% 
TOTAL 258,055     3,030       214,769     416,079     201,310     94% 

0 FY 08-09 FY 09-10 FY 09-10 FY 10-11 Increase/

Actual Adopted Midyear Adopted Decrease

General Fund 258,055     3,030         214,769       416,079       201,310     94% 
TOTAL 258,055     3,030       214,769     416,079     201,310     94% 

Operating Expenses

Funding Sources

Purpose: To administer the City’s elections including: the nomination process for candidates; processing of
initiative/referendum petitions; and Council-sponsored ballot measures; election day voting; and conduct special and
run off elections. Maintain regulations and forms under the State’s Political Reform Act; campaign statement filings,
and elected official and appointed commissioner conflict of interest statement filings.
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CITY CLERK
Core Service Activities 
Adopted     FY 2009-10   (24%)                 Total Staff Hours:    2,410 
Adopted     FY 2010-11   (52%)                 Total Staff Hours:    5,463 
 
 Link and post to the City website, 5 days prior to meetings, over 220 agendas. 
 Prepare and post over 220 Council/commission minutes within 2 weeks or by the 

subsequent meeting date. 
 Print and deliver approximately 1,100 agenda packets at least 5 days prior to 

meetings. 
 Track, file, and report over 150 Annual Conflict of Interest Form 700 and 50 Semi-

Annual Campaign Statement 460 in compliance with the Fair Political Practices 
Commission deadline. 

 Maintain a legislative history of over 500,000 documents through document imaging. 
 Process 75 boxes of documents and 60 DVDs for short term and permanent storage 

off site. 
 Prepare and process approximately 110 resolutions and 12 ordinances. 
 Provide contract management and insurance tracking for over 300 contracts. Notify

departments of insurance certificate expiration dates in a timely manner. 
 Review and prepare 60 action memos for City Attorney’s response. 
 Process destruction of over 4 tons of documents per year. 
 Respond to over 300 public requests and Council referrals. 
 Accept, review and process over 40 City commission/board applications. 
 Publish 144 legal ads and review proofs from publisher. 
 Prepare and print 80 Mayor’s proclamations/commendations and 30 adjournments. 
 Advertise, receive, and publicly open 70 bids for departments. 
 Review over 7,000 warrants with invoices before payment, per Charter requirement. 
 Require full time staff to attend professional association seminars and conferences

for continuing education to maintain and/or attain certification/re-certification of 
Certified Municipal Clerk designation, and/or Master Municipal Clerk designation. 

 Assist the County in obtaining polling locations, voter registration and election
information for Federal, State and County Elections. 

 Facilitate the City’s General Municipal elections. 
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CITY CLERK

Key Projects and Assignments  
Adopted     FY 2009-10   (36%)               Total Staff Hours:      3,540 
Adopted     FY 2010-11     (4%)               Total Staff Hours:         400 
 
 Continue to work with the City Manager’s Office to streamline the agenda packet 

process by June 2011. 
 Present annual classes on agenda and administrative report preparation for 

employees involved in agenda and report preparation by June 2011. 
 Participate in community events, such as Public Safety Fair, Earth Day, and City 

Clerk's Week, promoting public outreach regarding passports, voter information, 
document destruction, etc. by March 2011. 

 Facilitate a Minutes Secretary/Liaison of a commission/board attending a “Nuts and 
Bolts” conference on the basics for meeting administration, agendas and minute 
preparation by October 2010. 

 
 
Customer Service and Referrals 
Adopted     FY 2009-10   (40%)                 Total Staff Hours:   3,950 
Adopted     FY 2010-11   (44%)                 Total Staff Hours:   4,537 
 
 Respond to approximately 200 calls for assistance regarding County and State 

elections. 
 Respond to approximately 3,000 internal/external customer requests for 

records/queries within two days. 
 Provide guidance to departments on the preparation of administrative reports, 

resolutions, ordinances, contract procedures, public hearing requirements, 
cancellation and posting requirements for meetings. 

 Assist departmental personnel with publication and public hearing needs and 
requests. 

 Respond to approximately 2,000 phone calls, emails, and in-person requests for 
passport information and processing. 

 Notarize 50 official City business documents assisting other departments. 
 Review, accept and process 110 claims, subpoenas, summons and complaints. 
 Respond to over 2,000 calls, providing direction and assistance to the general public. 

Hours
100

100

100

100

CITY CLERK | 138



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice




