Agenda of an Adjourned Regular Meeting of the National City
City Council/Community Development Commission —
Housing Authority of the City of National City

City Council Policy Workshop

Council Chambers
1243 National City Boulevard
National City, California
Tuesday, June 11, 2013 - 6:00 p.m.

Open To The Pubiic

Please complete a request to speak form prior to the commencement of the meeting and
submit it to the City Clerk.

It is the intention of your City Council of the City of National City to be receptive to your concerns
in this community. Your participation in local government will assure a responsible and efficient
City of National City. We invite you to bring to the attention of the City Manager/Executive
Director any matter that you desire the City Council of the City of National City to consider. We
thank you for your presence and wish you to know that we appreciate your invoivement.

ROLL CALL

Pledge of Allegiance to the Flag by Mayor Ron Morrison

Public Oral Communications (Three-Minute Time Limit)

NOTE: Pursuant to state law, items requiring Councll of the City of National City action must be brought back on a subsequent
Council of the City of National City Agenda unless they are of a demonstrated emergency or urgent nature.

Upon request, this agenda can be made available in appropriate alternative formats to persons with a
disability in compliance with the Americans with Disabilities Act. Please contact the City Clerk’s Office at
(619) 336-4228 to request a disability-related modification or accommodation. Notification 24-hours prior
to the meeting will enable the City to make reasonable arrangements to ensure accessibility to this
meeting.

Spanish audio interpretation is provided during Councit Meetings. Audio headphones are available in the lobby at the
beginning of the meetings.

Audio interpretacidn en espaiiol se proporciona durante sesiones del Consejo Municipal. Los audiéfonos estén disponibles en
el pasillo al principio de la junta.

Council Requests That All Cell Phones
And Pagers Be Turned Off During City Council Meetings



City Council Policy Workshop Agenda
6/11/13 - Page 2

CITY COUNCIL POLICY MANUAL (CHAPTER 100 POLICIES)

1. City Council Review and Approval of Proposed Updates to the City Council
Policy Manual (Chapter 100 Policies) (City Manager and City Attorney)

ADJOURNMENT

Next Regular National City City Council/lCommunity Development Commission -

Housing Authority of the City of National City - Tuesday — June 18, 2013 - 6:00 p.m. —
Council Chambers, Civic Center

Regular Meeting — Successor Agency to the Community Development Commission as

the National City Redevelopment Agency — Tuesday, June 18, 2013 — 6:00 p.m.,
Council Chambers, Civic Center.



CITY OF NATIONAL CITY, CALIFORNIA
COUNCIL AGENDA STATEMENT

MEETING DATE:  june 11, 2013 AGENDA ITEM NO. _\

ITEM TITLE:

City Council Review and Approval of Proposed Updates to the City Council Policy Manual (Chapter
100 Policies)

PREPARED BY: Leslie Deese & Claudia Silva DEPARTMENT: City Manager and City Attorney
FHONE: 619-336-4240 / 619-336-4220 APPROVED BY-
EXPLANATION:

See attached.

FINANCIAL STATEMENT: APPROVED: Finance
ACCOUNT NO. APPROVED:

ENVIRONMENTAL REVIEW:

NIA

ORDINANCE: INTRODUCTION: ]:I FINAL ADOPTION:[:]

STAFF RECOMMENDATION:

Review proposed policy revisions. After Council review and preliminary approval, supporting Resolution(s) will be
brought forward to Council at a subsequent Council meeting for final adoption.

BOARD / COMMISSION RECOMMENDATION:
N/A

ATTACHMENTS:
1. Staff Report on Policy Establishing Regular Meetings between Mayor/Vice Mayor
2. Summary of proposed changes
3. Final version of the proposed changes (watermarked “DRAFT")
4. “Strike out” version of each policy
5. Originalfcurrent version of each policy (watermarked “ORIGINAL")




Backeround:
The City Council Policy Manual is comprised of 52 policy sections covering ten areas:

Chapter 100 — Administration and Policy Management
Chapter 200 - Financial Services

Chapter 300 - Legal and Legislative Services

Chapter 400 — Municipal Planning and Development
Chapter 500 — Public Works

Chapter 600 — Personnel Services

Chapter 700 — Traffic and Public Safety

Chapter 800 — Public Service Facilities

Chapter 900 — Real Estate and Public Property
Chapter 1000 — Risk Management

The Policy Manual is a comprehensive document that has 52 policies that vary in complexity and length.
Some policies are one page and as simple as calling a special meeting. Others, such as the City Council’s
policy on Investments, are quite lengthy and technical. In the past, the City Council has addressed
various policies on an as-needed basis.

Discussion:

Per Policy 101, the City Council Policy Manual should be reviewed on an annual basis, and updated as
necessary. In an effort to bring the policies up to date, the entire manual is being reviewd, one chapter
at a time, with proposed changes presented for Council review and approval.

On April 2, 2013 at its regular meeting, the City Council considered the item and requested a workshop
be scheduled to review the proposed Chapter 100 policy revisions. On April 16, the City Council
scheduled the workshop for June 11. The information before you includes revisions for Chapter 100
policies regarding “Administration and Policy Management”. In addition, a staff report responding to
Council’s request for a policy establishing meetings between the Mayor and Vice Mayor is attached for
Council's review and direction. Subsequent chapters, and any new policies, will be brought forward to
future Council meetings.

To assist with the review of proposed changes, attached are the following documents;

A brief summary of changes proposed for each poiicy

The final version of the proposed changes {(watermarked “DRAFT”)
The “strike out” version of each policy

The original/current version of each policy {(watermarked “ORIGINAL"}

* 0O o

]

Also attached, per Council’s request, is a set of “Council Policy Review Forms” that may be used to help
facilitate Council’s thoughts/questions on each policy that Council may be articulating at the workshop.
After Council’s review and preliminary approval, supporting Resolution(s) will be brought forward to
Council at a subsequent meeting for final adoption. Once all the chapters have been adopted, the Policy
Manual will be posted to the City’s website.



Staff Report
Subject: Policy Establishing Regular Meetings between Mayor and Vice-mayor
Background

The City Council previously inquired as to whether a policy could be adopted that established
regular meetings between the Mayor and Vice-mayor to discuss City matters. The short answer
to that question is: Yes, such a policy could be adopted, and the meetings could occur as long as
the meetings are held in compiiance with the Brown Act.

Discussion

The Brown Act applies to legislative bodies. Generally, meetings of the legjslative body are open
to the public, require an agenda posted 72 hours prior to the meeting, and prohibit closed door
meetings except in very limited situations. The definition of a legislative body includes “standing
committees of & legislative body, irrespeciive of their composition, which have a continuing
subject matter furisdiction, or a meeting schedule fixed by charter, ordinance, resolution, or
formal action of a legislative body are legislative bodies for purposes of this chapter.”
Government Code section 54952(b). This provision is an exception to the general rule that
“advisory committees, composed solely of the members of the legislative body that are less than
a quorum of the legislative body are not legislative bodies.” Id.

In this instance, the Council has inquired about adapting a policy that would establish regular
meetings between the Mayor and Vice-mayor to discuss matters related to the City. The City
Council could adopt such a policy. If so adopted, the policy would establish a *legislative body”
under the Brown Act, subject to the open meeting laws including noticing and agenda
requirements. Such a policy, adopted by formal action, would create a committee of the Mayor
and Vice-mayor. This would be a standing committee subject to the Brown Act. Thus, the Mayor
and Vice-mayor could regularly meet and discuss city matters that were placed onto an agenda,
posted 72 hours prior, and open to the public.

Conclusion

The City Council can direct staff to return with a proposed policy establishing the standing
committee of the Mayor and Vice-mayor to regularly meet.If so directed, staff would return with
a draft policy at a future date for consideration.

ha



Summary of Recommended Changes

to City Councii Policy Manuai

Chapter 100

Policy #101: City Council Policy Manual
¢ Changed Title from “Annual Policy Review” to “City Council Policy Manuai”
e Added ‘Background’ section
* FElaborated on various areas of policy

Policy #102: City Council Meeting Times
* Added location/time for regular mectings
¢ Added details regarding holidays
¢ Added statement regarding Brown Act compliance
¢ Incorporated language from Policy #103 “Special Council Meetings”

Policy #103: Special Council Meetings
e Deleted Policy and merged with Policy #102

Policy #104: Conduct of City Council Meetings
e Added reference to ‘Brown Act’
o Switched from ‘Robert’s Rules of Order’ to ‘Rosenberg’s Rules of Order’ based on City
Clerk’s recommendation
¢ Updated ‘Related Policy References’

Policy #105: Off Agenda Items
e Added information regarding Brown Act compliance
e Defined criteria for adding off-agenda and urgency items
e Added language regarding future agenda items, non-agenda public comments, and ‘request-to-
speak’ forms

Policy #106: Preparation of City Councii Meeting Minutes
» Change Title from “Preparation of Council Minutes™ to “Preparation of City Council Meeting
Minutes™
Delete “tape recordings” and add “video recordings”
Include subsidiary functions besides just City Council
Add timeline for posting minutes and videos
Add length of time videos and minutes will be maintained on website

Policy #107: Appointments io Boards and Commissions
e Added list of Boards, Commissions and Committees to which this policy applies, to Section
called “Purpose”
o Added section regarding unscheduled vacancies
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Added section regarding preparing the appointments list
Addressed applicant presentations

Amended lists of Mayor and City Council appointing authority
Added related references

Policy #108: City Manager as Chief Administrative Officer

Added Background section
Reference Municipal Code Section 2.01.030 re: CM authority
Clarify language regarding Council direction to employees

Policy #109: Travel and Training Reimbursement

Added language about ‘Purchasing Review Committee’ and approvals

Added language about following existing Purchasing procedures

Added Policy References

Deleted forms, and referenced availability from Finance

Elaborated on procedures for trouble with city-owned vehicles

Require receipts for all items to be reimbursed

Deleted majority of language regarding Credit Cards and referred to Admin Policy 3.14 instead
Deleted language allowing reimbursement at IRS rates without meal receipts

Policy now requires receipts for reimbursement

Policy #110: Display of Flags

Identify ‘permanent’ vs. ‘ceremonial’ flags
Delete reference to Military Affairs Advisory Committee
Add California and United States Flag Code to “Related Policy References”

Policy #111: Utilization of City Vehicles in Non-Safety Related Capacitics

Changed ‘Non-Work Related’ to ‘Non-Safety Related’ (in title and text) since staff is
occasionally working (on duty/paid status) when performing these duties

City Manager to approve use requests, and provide updates to Council

Deleted administrative details in the Council Policy. A new Administrative Policy will be
drafted instead.

Policy #112: Document Reproduction

Delete Policy: Replace with new policy regarding Public Records Act/Protocol

Policy #113: Unauthorized Disclosure of Information Revealed in Closed Sessions

Revised section on ‘Related Policy References’
Added #4 under Policy re: Government Code 54963
Revised legal brief dated 2/29/96 from former City Attorney, due to changes in GC 54963
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Policy #114: Grant Activitics

Reference Grant Coordinator

Change name of form: from “Request to Apply tor Federal, State, and Local Government
Grants or Private Funds” to “Grant Application” form.

City Manager can delegate Council updates, and Letters of Authorization” to a designee
Grants that require matching funds from the City in an amount which exceeds the City
Manager’s signature authority will require Council approval prior to acceptance of the grant.
Updated ‘Related Policy References’ section

Policy #115: Donation of Surplus City Property and Police Department Unclaimed Property

L

Deleted 5/6/03 report from former Purchasing Agent, and incorporated applicable information
into the actual policy

Expanded policy to include donations to Sister-Cities and other municipal agencies

Removed ‘Request for Donation’ form, and referenced availability instead

Expanded policy to address issues of liability reduction and gift of public funds

Included ‘Procedures’

Expanded ‘Related Policy References’ to include Municipal Code sections

Policy #116: Procedure for Disclosure of Ex Parte Centacts

Expanded definition of ‘information’ received, to include: oral, written or otherwise

Policy #117: Distribution and Reporting of Tickets and Passes Distributer to, at or the behest of

a City Official
e Changed Title
e Added ‘Background’ section
e Added reference to Successor Agency to the Community Development Commission
¢ Re-numbered sections
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: City Council Policy Manual POLICY #101
ADOPTED: July 14, 1987 77 AMENDED:

Background:

The City Council of the City of National Clty is charged ‘with the responsibility of
establishing municipal policies to guide the various functions of the City and, where
necessary, to establish procedures by which functions are perform Regulatory policies
established by the City Council are usually adopted’ by ordmance and included in the
Municipal Code, which establish the local laws Other policies, however are also
established, which by their nature, do not require adoption by ordinance, These policy

statements adopted by resolution of the City Counml need t@ be consolidated in a reference
document for easy access. iy,

5 2 A

Purpose

It is the purpose of this policy to estabhsh prdeedures for the preparatlon distribution and
maintenance of Council pohcles and the “Clty Council Policy Manual.”

1. To establish a “Clty Counml Policy Manua,l” which shall contain all City policy
statements adapted by: resolutlon oflie City Council.

2. Generally, policy statements in this “City Council Policy Manual” will include only
_such municipal matters for whwh the responsibility of decision is placed in the City
Council by virtue of the Munimpal Code, or specific ordinances and resolutions.

3. All policy statements of the City Council shall be prepared in writing and approved
by resolution. Onoe approved, policy statements will be reproduced, distributed
and included in the “City Council Policy Manual” accompanied by the resolution
number and date of adoption.

4. Each policy adlopted as part of the City Council Policy shall be adhered to by City
departments as expressions of the City Council’s policy. Only the City Council can
waive the applicability of an adopted policy.

5. Each policy statement shall include: (a) a brief background description of the
policy; (b) the purpose of the policy; (c} the policy statements; (d) other criteria or
procedural sections as required; and (e) cross reference notations as to appropriate
provisions in the Municipal Code, Administrative Regulations, etc.

6. The City Manager shail be responsible for the preparation, continuing maintenance,

and distribution of the “City Council Policy Manual” and additions or deletions
thereto.
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TITLE: City Council Policy Manual POLICY #101

ADOPTED: July 14, 1987 AMENDED:

7. Each October, the City Council and City Manager shall review the “City Council
Policy Manual” for any needed additions, deletions or changes deemed appropriate
at the time. Nothing in this policy shall prevent any individual member of the
Council, the City Manager, or the City Attorney from bringing to the Councils’
attention any suggestions for manual revisions at other times during the year.

Related Policy References s
None £

Prior Policy Amendments
None
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
| TITLE:_City Council Policy Manual ____?QLlCX,ﬁlﬂl,,,.-f""[ Deleted: ANNUAL POLICY U
) REVIEW -
i ADOPTED: JULY 14, 1987 AMENDED; : Mﬁlm /REVISED J
Background:
The City Council of the City of National City is charged with the responsibility of
establishing municipal policies to guide the various functions of the City and, where
necessary, to_establish procedures by which functions are performed. Regulatory
pelicies establiched by the City Council are usually adepted by ordinance and
included in the Municipal Code, which establish the local Isws. Other policies,
however are also established. which by their nature. do not require adoption by
ordinance. These policy statements adopted by resolution of the City Council need to
be consolidated in a reference document for easy access.
. Purpose
It is the purpose of this policy to establish procedures for the preparation, distribution and
maintenance of Council policies and the “City Council Policy Manual.”
i e [ Deletect: To cstablish midelinuforj
""""""""""""""""""""""""""""""""""""""""""""""""""""" o annusl review of the Council Policy
Manual,
[ Policy

1. To establish a “City Council Policy Manual” which shall contain all City policy
statements adopted by resclution of the City Council.

2. Generally, policy statements in this “City Council Policy Manual” will include only
such municipal matters for which the responsibility of decision is placed in the City
Council by virtue of the Municipal Code, or specific ordinances and reselutions.

3. All policy statements of the City Council shall be prepared in writing and approved
by resolution. Once approved. policy statements will be reproduced, distributed

and incloded in the “City Council Policy Manual” accompanied by the resolution
pumber and date of adoption.

4. Each policy adopted as part of the City Council Policy shall be adhered to by City
departments as expressions of the City Council’s policy. Only the City Council can
waive the applicability of an adopted policy.

5. Each policy statement shall include: (a) a brief backeround description of the
policy: (b) the purpose of the policy; (¢} the policy statements; (d) other criteria or
procedural sections as required; and () cross reference notations as to appropriate
provisions in the Municipal Code, Administrative Repulations, etc.

6. The City Manager shall be responsible for the preparation, continuing maintenance
and distribution of the “City Couneil Policy Manual” and additions or deletions
thereto.

7. Each October, the City Council and City Manager shall review the “City Council
Policy Manual” for any needed additions, deletions or changes deemed appropriate




at the time. Nothing in this policy shall prevent any individual member of the
Council, the City Manager, or the City Atiorney from bringing to the Councils’

attention any suggestions for manual revisions at other times during the vear.

Related Policy References S .. Deleted: In October of cach year, the

None R City Council and City Manager shall
review the Council Policy Manual for any
needed additions, deletions or changes
deemed appropriate at the time, Nothing

. B in this policy shall prevent any individual
Prior Policy Amendments member of the Council, the City
None Manager, or the City Attomey from

bringing to the Councils’ attention any
suggestions for manual revisions at other
titnes during the year.q

i
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: ANNUAL POLICY REVIEW POLICY #101
ADOPTED: JULY 14, 1987 AMENDED/REVISED:

Purpose
To establish guidelines for annual review of the Council Policy Manual,

e
JEI

Policy Y

In October of each year, the City Council and .City Manager shall review the ‘Council
Policy Manual for any needed additions, deletions or chanﬁ;é&-d__cemed appiopridte at the
time. Nothing in this policy shall prevent any individual member.of the Couneil, the City
Manager, or the City Attorney from bringing to the Councils’ dt{enﬁona@y suggestions for
manual revisions at other times during the vear. % L

Related Policy References
None
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: City Council Meeting Times POLICY #102

ADOPTED: April 7, 1981 AMENDED:

Purpose
e

T~ ¢ Fonantle reoul
10 DUL FLUNRTR VT Ly v

the City Council.

Policy

A. Regular meetings. The City Council shall hold regular meetmgs on the first and

of City Hall, 1243 Nation: t City B@ﬁlé%garﬂ in the City of Natloqnl f“'fv The

regular meeting shall begin at 6:00 p.m.,"or ‘as. ‘otherwise scheduled duc to the
demand of business or for Closed Session. % :

1. Location of meetings. The Clty Council may huld‘a regular meeting, special
meeting, or adjourned regular or spemai meeting at another location within the
City, or locations outside the. Junsdtetwn of the City, prowded appropriate
notice is given pursuant to and the location o‘f the meeting is consistent with the
Ralph M. Birown A;:t (“Brown Act”’) '

ff~

& Hohdays ot glectlons. In the event thai the regular meeting of the City Council

falls on a legal. éﬁhﬁay, @ffan glection day on which a National City candidate

.of ’Nahmml City inessure appears on the ballot, no meeting will be held on such

" day. Any- Iegular megﬂmg may be dispensed with by a majority vote of the City
5. Counc1l i T,ar

B. All @agular spcc1a1 and adjourped meetings of the City Council shall be called,
noticed ‘and oonducﬁzd in compliance with the Brown Act.

\-&:j

B3 § =_,..
*_.-'5.(;', P s

Related Policy Keierences
National City Municipal Code, Section 2.04.010

Prior Policy Amendments
July 17, 2001
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: CITY COUNCIL MEETING TIMES , POLICY #102
ADOPTED: APRIL 7, 1981 AMENDED: | .. ~{ peleted: mevisen: mom )
Purpose
To set forth the regular meeting schedule and how meetings may be scheduled for and by
the City Coungcil. , 1 Deleted: The National City City 1
"""""""""""""""""""""""""""""""""""""""""""""""""""""""" B Council and certain Boards, Cominissions
b and Comunittees arc required to comply
Policy 4

with the Ralph M. Brown Act (Brown
Act). The Brown Act requires public

X entities to deliberate and take action, in
A. Regular meetings. The City Council shall hold regular meetings on the first and« | opensession. The City Council has
1ol adopted this policy to ensure compliance
with the Brown Act and to promotz full
citizen participation in the discussions

third Tuesday of each month. The meetings shall be held in the Council Chambers 1". !
of City Hall. 1243 National City Boulevard in the City of National City. The

regular meeting shall begin at 6:00 p.m., or as otherwise scheduled due to the % 3 m:mﬂﬂﬁfm i
demand of business or for Closed Session. [ teted: To ot a'mm " 1
.+ | meeting schedule for City Council
1. The City Council may hold a repular meeting, special meetings.
meeting, or adjourned regular or special meeting at another location within the [F_orm‘ﬂ!d Bullets and Numbering |
City. or locations outside the jurisdiction of the City, provided appropriate [Deleted of the ]
notice is given pursuant to and the location of the meeting is consistent with the {Daieted: of the City of National City |

Raiph M. Brown Act (“Brown Act™).

Deleted: ,
] Deleted: ,
2. In the event that the regular meeting of the City Council
falls on a legal holiday, or an election day on which a National City candidate
or National City measure appears on the ballot, no meeting will be held on such
day. Any regular meeting may be dispensed with by a majority vote of the Ci
Council.
B. Al reoular, special and adionmed mectings of the City Counail shall be called Deleted: Boards, Commissions and
toteed apd conducted m complisnce with the Brown Act ﬂmcm,“ﬁmc:?::dbi;:znh::}:‘mnﬁ
i wntmumg suhject matier jurisdiction
: Delclnd be h:ld in the Civic Center
{Council Chambers on second floor) ot
Related Policy References . the first and third Tuesday of each month
National City Municipal Code, Section 2.64.010 4t 6:00 pm. |
| Deleted: | _

0 icy Am In the cvent that the reglﬂarmgetmgof
Erior Poli endments the City Council falls on a holiday, or an
July 17,2001 election day on which a Natienal City

candidate or National City measure

appears on the ballot, no mecting will be
beld that week, Any regular mesting may
be dispensed with by the vote of the City
Council (Msjority vote? Two-thirds?).
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: CITY COUNCIL MEETING TIMES

POLICY #102

ADOPTED: APRIL 7, 1981

AMENDED/REVISED: July 17, 2001

Purpose
To establish a standard meeting schedule for City

Policy

Council meetings.

o
s o
£

Regular meetings of the City Council of the City of National City shall be held in the Civic
Center on the first and third Tuesday of each month at 6:00 ]3\;‘13; Sif

{‘i—'&,‘ u.,._ s

In the event that the regular meeting of the City Council falls en a hohday, or an election
day on which a National City candidate or National Clty measurq! appears on the ballot, no
meeting will be held that week. Any regular meetlng may be dlspensed with by the vote of

the City Council.
L

rp «.}

Related Policy References
National City Municipal Code, Section 2. 04 0’1@

“.‘r

28 0‘:_ S, i U AR "-‘,
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Special Council Meetings POLICY #103
ADOPTED: January 6, 1987 AMENDED:

Purpose
To establish a pehc‘r 'Fnr na"iﬂg QI‘I(‘ S‘-‘“.]I‘g the time for Qﬂnnuﬂ Kﬁ%ﬁgs of the Clty

Lalii%d AWS Ulltlul PR S

Council so that all Council members are, to the extent pos;tble given ‘th%\ maximum
opportunity to attend and to vote on key issues that are the sub_féctﬁf speaal meg fings.

'"" L8 :}-j
Policy y: A S 5
City Council members shall be personally contacted- and glven A ch01ce df thl;ee potential
Special Meeting times so that 2 mutually satlsfactdw tlrne ea.n be arraﬂged by the Council
Secretary

Related Policy References
None
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Special Council Meetings POLICY #103
ADOPTED: January 6, 1987  AMENDED/REVISED:

Purpose

To establish a policy for calling and setting the time for Special Meetings of the City
Council so that all Council members are, to the extent possible, given the maximum
opportunity to attend and to vote on key issues that are the subject of Spg@al meetings.

Policy oy, T

City Council members shall be personally contacted and glven <hoice of th?ree potentlal
Special Meeting times so that 2 mutually satisfactory tlme can‘i:re arran«g@d by the Council
Secretary ": #

Related Policy References 2
None
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Conduct of City Council Meetings POLICY #104
ADOPTED: December 13, 1983 AMENDED:

Purpose .
To establish rules of conduct for meetings of the City Counci;jf'whiph facilitate orderly
proceedings and comply with applicable state law. 4

Policy & i
All meetings of the City Council will be conducted under Rpsenberg s-Rules of Order. In
addition, such meetings will be governed by the Ralph M. Brown Act a@d other applicable
state laws. Any question about proper procedure w111 be nnmedlately refégred te the City
Attorney as parliamentarian. 4

<+

Related Policy References

National City Municipal Code, Chaptengyﬂﬁ .
Ralph M. Brown Act ORI
Rosenberg’s Rules of Order (ava1lable via the Cny’s welaslte)

ﬁﬂ

Prior Policy Amendgents ;
None e
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Conduct of City Council Meetings POLICY #104

=)

ADOPTED: December 13, 1983 AMENDED; .|| Deleted: /REVISED

Purpose
To establish rules of conduct for meetings of the City Council which facilitate orderly
proceedings and comply with applicable state law,

Policy

All meetings of the City Council, will be conducted under Rosenberg’s Rules of Order, In .. -| Beteied: iniuding pro-Council
addition, such meetings will be governed by the Ralph M. Brown Act and other applicable .. Bricfing Scssions,

state laws. Any question about proper procedure will be immediately referred to the City { Deleted: berts
Attorneygsparliamentorign. . .{Deleted: fordowrmimtion

. A L_JL..A..J

Related Policy References
National City Municipal Code, Chapter 2.04
Ralph M. Brown Aci

Rosenberg’s Rules of Order (available via the City’s website)

Prior Policy Amendments -~ _{rormateed: Font: Boid, Underline |

Nong
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Conduct of City Council Meetings POLICY #104
ADOPTED: December 13, 1983 AMENDED/REVISED:

Purpose
To establish rules of conduct for meetings of the City Council whtch facilitate orderly
proceedings and comply with applicable state law. ..}
R
Policy '
All meetings of the City Council, including pre-Councﬂ ‘Briefing Sesawns, w111 be
conducted under Roberts Rules of Order. In addition, such ﬁwetmgs will be governed by
the Ralph M. Brown Act and other applicable staté laws. X‘Qn)g que&taﬂn about proper

procedure will be immediately referred to the City Attomey for dctennmatxon

Related Policy References S o B
National City Municipal Code, Chapter 2, @4 Ty, o

-"\@a‘; "
e
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Rosenberg’s Rules of Order

REVISED 2011
Simple Rules of Parliamentary Procedure for the 21st Century

By Judge Dave Rosenberg
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\\ LEAGUE
CITIES

MISSION anp CORE BELIEFS

To expand and protect local control for cities through education and advocacy to enhance the quality of life for all Californians.

VISION

Ta be recognized and respected as the leading advocate for the common interests of California’s cities.

About the League of California Cities

Established in 1898, the League of California Cities is a member organization that represents California’s incorporated cities.
The League strives to protect the local authority and automony of city government and help California’s cities effectively
serve their residents. In addition to advocating on cities’ behalf at the state capitol, the League provides its members with
professional development programs and information resources, conducts education conferences and research, and publishes
Western City magazine.

© 2011 League of California Cities. AR rights reserved,

ABOUT THE AUTHOR

Dave Rosenberg is a Superior Court Judge in Yolo County. He has served as presiding judge of his court, and as
presiding judge of the Superior Court Appeliate Division. He also has served as chair of the Trial Court Presiding Judges
Advisory Committee (the committee composed of all 58 California presiding judges) and as an advisory member of the
California Judicial Council. Prior to his appointment to the bench, Rosenberg was member of the Yolo County Board of
Supervisers, where he served two terms as chair. Rosenberg also served on the Davis City Council, including two terins
as mayor. He has served on the senior staff of two governors, and worked for 19 years in private law practice, Rosenberg
has served as a member and chaic of cumerous state, regional and local boards. Rosenberg chaired the California State
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INTRODUCTION

The rules of procedure at meetings should be simple enough for
most people to understand. Unfortunately, that has not always been
the case. Virtually all clubs, associations, boards, councils and bodies
follow a set of rules — Roberr’s Rules of Order — which are embodied
in a small, but complex, book. Virtually no one I know has actually
read this book cover to cover. Worse yet, the book was written for
another time and for another purpose. If one is chairing or running
a patliament, then Robert’s Rules of Order is a dandy and quite useful
handbook for procedure in that complex setting, On the other hand,
if one is running a meeting of say, a five-member body with a few
members of the public in attendance, a simplified version of the rules
of parliamentary procedure is in order.

Hence, the birth of Rosenberg’s Rules of Order,

What follows is my version of the rules of parliamentary procedure,
based on my decades of experience chairing meetings in state and
local government. These rules have been simplified for the smaller
bodies we chair or in which we participate, slimmed down for the
215t Century, yet retaining the basic tenets of order to which we have
grown accustomed. Interestingly enough, Rosenberg’s Rules has found
a welcoming audience, Hundreds of cities, counties, special districts,
committees, boards, commissions, neighborhood associations and
private corporations and companies have adopted Rosenberg’s Rules
in lieu of Robert’s Rules because they have found them practical,
logical, simple, easy to learn and user friendly.

This treatise on modern parliamentary procedure is built on a
foundation supported by the following four pillars:

1. Rules should establish order. The first purpose of rules of
parliamentary procedure is to establish a framework for the
orderly conduct of meetings.

2. Rules should be clear. Simple rules lead to wider understanding
and participation. Complex rules create two classes: those
who understand and participate; and those who do not fully
understand and do not fully participate.

3. Rules should be user friendly. That is, the rules must be simple
enough that the public is invited into the body and feels that it
has participated in the process.

4. Rules should enforce the will of the majority while protecting
the rights of the minority. The ultimate purpose of rules of
procedure is to encourage discussion and to facilitate decision
making by the body. In a democracy, majority rules. The rules
must enable the majority to express itself and fashion a result,
while permitting the minority to also express itself, but not
dominate, while fully participating in the process.
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Establishing a Quorum

The starting point for a meeting is the establishment of a quorum.
A quorum is defined as the minimum number of members of the
body who must be present at a meeting for business to be legally
transacted. The default rule is that a quorum is one more than half
the body. For example, 1n a five-member body a quorum is three.
When the body has three members present, it can legally transact
business. If the body has less than a quorum of members present, it
cannot legally transact business. And even if the body has a quorum
to begin the meeting, the body can lose the quorum during the
meeting when a member departs {or even when a member leaves the
dais). When that occuts the body loses its ability to transact business
uniii and uniess a quorum is reestablished.

The default rule, identified above, however, gives way to a specific
ruie of the body that establishes a quorum. For example, the rules of
a particular five-member body may indicate that a quorum is four
members for that particular body. The body must follow the rules it
has established for its quorum. In the absence of such a specific rule,
the quorum is one more than half the members of the body.

The Role of the Chair

While all members of the body should know and understand the
rules of parliamentary procedure, it is the chair of the body who is
charged with applying the rules of conduct of the meeting. The chair
should be well versed in those rules. For all intents and purposes, the
chair makes the final ruling on the rules every time the chair states an
action. In fact, all decisions by the chair are final unless overruled by
the body itself.

Since the chair runs the conduct of the meeting, it is usual courtesy
for the chair to play a less active role in the debate and discussion
than other members of the body. This does not mean that the chair
should not participate in the debate or discussion. To the contrary, as
a member of the body, the chair has the full right to participate in the
debate, discussion and decision-making of the body. What the chair
should do, however, is strive to be the last to speak at the discussion
and dehate stage. The chair should not make or second a motion
unless the chair is convinced that no other member of the body will
do so at that point in time,

The Basic Format for an Agenda Item Discussion

Formal meetings normally have a written, often published agenda,
Informal meetings may have only an oral or understood agenda, In
either case, the meeting is governed by the agenda and the agenda
constitutes the body’s agreed-upon roadmap for the meeting. Each
agenda itern can be handled by the chair in the following basic
formart:
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First, the chair should clearly announce the agenda item number and
should clearly state what the agenda item subject is. The chair should
then announce the format (which follows) that will be followed in
considering the agenda item.

Second, following that agenda format, the chair should invite the
appropriate person or persons to report on the item, including any
recommendation that they might have. The appropriate person or
persons may be the chair, a member of the body, a staff person, or a
committee chair charged with providing input on the agenda item.

Third, the chair should ask members of the body if they have any
technical questions of clarification. At this point, members of the
body may ask clarifying questions to the person or persons who
reported on the item, and that person or persons should be given
time to respond.

Fourth, the chair should invite public comments, o if appropriate at
a formal meeting, should open the public meeting for public input.
If numerous members of the public indicate a desire to speak to

the subject, the chair may limit the time of public speakers, At the
conclusion of the public comments, the chair should announce that
public input has concluded (or the public hearing, as the case may be,
is closed).

Fifth, the chair should invite a motion. The chair should announce
the name of the member of the body who makes the motion.

Sixth, the chair should determine if any member of the body wishes
to second the motion. The chair should announce the name of the
member of the body who seconds the motion. It is normally good
practice for a motion to require a second before proceeding to
ensure that it is not just one member of the body who is interested
in a particular approach. However, a second is not an absolute
requirement, and the chair can proceed with consideration and vote
on a motion even when there is no second. This is a matter left to the
discretion of the chair.

Seventh, if the motion is made and seconded, the chair should make
sure everyone understands the motion.

This is done in one of three ways:
1. The chair can ask the maker of the motion to repeat it;
2. The chair can repeat the motion; or

3. Thechair can ask the secretary or the clerk of the body to repeat
the motion.

Eighth, the chair should now invite discussion of the motion by the
body. If there is no desired discussion, or after the discussion has
ended, the chair should announce that the body will vote on the
motion. If there has been no discussion or very brief discussion, then
the vote on the motion should proceed imimediately and there is no
need to repeat the motion, If there has been substantial discussion,
then it is normally best to make sure everyone understands the
motion by repeating it.
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Ninth, the chair takes a vote. Simply asking for the “ayes” and then
asking for the “nays” parmally does this. If members of the body do
not vote, then they “abstain.” Unless the rules of the bedy provide
otherwise (or unless a super majority is required as delineated later
in these rules), then a simple majority {as defined in law or the rules
of the body as delineated later in these rules) determines whether the
motion passes or is defeated.

Tenth, the chair should announce the result of the vote and what
action (if any) the body has taken. In announcing the result, the chair
should indicate thc names of the members of the body, if any, who
voted in the minority on the motion. This announcement might take
the following form: “The motion passes by a vote of 3-2, with Smith
and Jones dissenting. We have passed the motion requiring a 10-day
notice for all future meetings of this body”

Motions in General

Motions are the vehicles for decision making by a body. It is usually
best to have a motion before the body prior to commencing
discussion of an agenda item. This helps the body focus.

Motions are made in a simple two-step process. First, the chair
should recognize the member of the body. Second, the member
of the body makes a motion by preceding the member’s desired
approach with the words “I move ... ”

A typical motion might be: “I move that we give a 10-day notice in
the future for all our meetings.”

The chair usually initiates the motion in one of three ways:

1. Inviting the members of the body to make a motion, for
example, “A motion at this time would be in order”

2. Suggesting a motion to the members of the body, “A motion
would be in order that we give a 10-day notice in the future for all
our meetings.”

3. Making the motion. As noted, the chair has every right as a
member of the body to make a motion, but should normally do
so only if the chair wishes to make a motion on an item but is
convinced that no other member of the body is willing to step
forward to do so at a particular time.

The Three Basic Motions

There are three motions that are the most common and recur often
al meetings:

The basic motion. The basic motion is the one that puts forward a
decision for the body’s consideration. A basic motion might be: “I
move that we create a five-member committee to plan and put on
our annual fundraiser”
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The motion to amend. If 2 member wants to change a basic motion
that is before the body, they would move to amend it. A motion

to amend might be: “I move that we amend the motion to have a
10-member committee.” A motion to amend takes the basic motion
that is before the body and seeks to change it in some way.

The substitute motion. If a member wants to completely do away
with the basic motion that is before the body, and put a new motion
before the body, they would move a substitute motion. A substitute
motion might be: “I move a substitute motion that we cancel the
annual fundraiser this year.”

“Motions to amend” and “substitute motions” are often confused, but
they are quite different, and their effect (if passed) is quite different.
A motion to amend seeks to retain the basic motion on the floor, but
modify it in some way. A substitute motion seeks to throw out the
basic motion on the floot, and substitute a new and different motion
for it. The decision as to whether a motion is really a “motion to
amend” or a “substitute motion” is left to the chair. So if 2 member
makes what that member calls 2 “motion to amend,” but the chair
determines that it is really a “substitute motion,” then the chair’s
designation governs,

A“friendly amendment” is a practical parliamentary tool that is
simple, informal, saves time and avoids bogging a meeting down
with numerous formal motions. It works in the following way: In the
discussion on a pending motion, it may appear that a change to the
motion is desirable or may win support for the motion from some
members. When that happens, a member who has the floor may
simply say, “I want to suggest a friendly amendment to the motion.”
The member suggests the friendly amendment, and if the maker and
the person who seconded the motion pending on the floor accepts
the friendly amendment, that now becomes the pending motion on
the floor. If either the maker or the person who seconded rejects the
proposed friendly amendment, then the proposer can formally move
to amend.

Multiple Motions Before the Body

There can be up to three motions on the floor at the same time,
The chair can reject a fourth motion until the chair has dealt
with the three that are on the fioor and has resolved them. This
rule has practical value. More than three motions on the floor at
any given time is confusing and unwieldy for almost everyone,
including the chair.

When there are two or three motions on the floor (after motions and
seconds) at the same time, the vote should proceed first on the last
motion that is made. For example, assnme the first motion is a basic
“motion to have a five-member committee to plan and put on our
annual fundraiser.” During the discussion of this motion, a member
might make a second motion to “amend the main motion to have a
10-member committee, not a five-member committee to plan and
put on our annual fundraiser.” And perhaps, during that discussion, a
member makes yet a third motien as a “substitute motion that we not
have an annual fundraiser this year” The proper procedure would be
as follows;
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First, the chair would deal with the #hird (the last) motion on the
floor, the substitute motion. After discussion and debate, a vote
would be taken first on the third motion. ¥ the substitute motion
Ppassed, it would be a substitute for the basic motion and would
eliminate it. The first motion would be moot, as wonld the second
motion (which sought to amend the first motion}, and the action on
the agenda item would be completed on the passage by the body of
the third motion {the substitute motion). No vote would be taken on
the first or second motions.

Second, if the substitute motion failed, the chair would then deal
with the second {now the last) motion on the floor, the motion

to amend. The discussion and debate would focus strictly on the
amendment {should the committee be five or 10 members). If the
motion to amend passed, the chair would then move to consider the
main motion (the first tnotion) as amended. If the motion to amend
failed, the chair would then move to consider the main motion (the
first motion) in its original format, not amended.

Third, the chair would now deal with the first motion that was placed
on the floor. The original motion would either be in its original
format (five-member committee), or if amended, would be in its
amended format (10-member committee). The question on the floor
for discussion and decision would be whether a committee should
plan and put on the annual fundraiser.

To Debate or Not to Debate

The basic rule of motions is that they are subject to discussion and
debate. Accordingly, basic motions, motions to amend, and substitute
motions are all eligible, each in their turn, for full discussion before
and by the body. The debate can continue as long as members of the
body wish to discuss an item, subject to the decision of the chair that
it is time to move on and take action.

There are exceptions to the general rule of free and open debate
on motions. The exceptions all apply when there is a desire of the
body to move on. The following motions are not debatable (that
is, when the following motions are made and seconded, the chair
must immediately call for a vote of the body without debate on the
motion):

Motion to adjourn. This motion, if passed, requires the body to
immediately adjourn to its next regularly scheduled meeting. It
requires a simple majority vote.

Motion to recess. This motion, if passed, requires the body tc
immediately take a recess. Normally, the chair determines the length
of the recess which may be a few minutes or an hour. It requires a
simple majority vote.

Motion to fix the time %o adjourn. This motion, if passed, requires
the body to adjourn the meeting at the specific time set in the
motion. For example, the motion might be: “I move we adjourn this
meeting at midnight.” It requires a simple majority vote.
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Motion to table. This motion, if passed, requires discussion of the
agenda item 1o be halted and the agenda item to be placed on “hold”
The motion can contein a specific time in which the item can come
back to the body. “I move we table this item until our regular meeting
in October” Or the motion can contain no specific time for the
return of the item, in which case a motion to take the item off the
table and bring it back to the body will have to be taken at a future
meeting. A motion to table an item (or o bring it back to the body)
requires a simple majority vote.

Motion to limit debate. The most common form of this motion is to
say; “I move the previous question” or “I move the question” or “T call
the question” or sometimes someone simply shouts out “question.”
As a practical matter, when a member calls out one of these phrases,
the chair can expedite matters by treating it as a “request” rather

than as a formal motion. The chair can simply inquire of the body,
“any further discussion?” Il o one wishes to have further discussion,
then the chair can go right to the pending motion that is on the floor.
However, if even one person wishes to discuss the pending motion
further, then at that point, the chair should treat the call for the
“question” as a formal motion, and proceed to it.

‘When a member of the body makes such a motion (“I move the
previous question”), the member is really saying: “I've had enough
debate, Let’s get on with the vote.” When such a motion is made, the
chair should ask for a second, stop debate, and vote on the motion to
limit debate. The motion to limit debate requires a two-thirds vote of
the body.

NOTE: A motion to limit debate could include a time limit. For
example: “I move we limit debate on this agenda item to 15 minutes.”
Even in this format, the motion to limit debate requires a two-

thirds vote of the body. A similar motion is a motion to object to
consideration of an item. This motion is not debatable, and if passed,
precludes the body from even considering an item on the agenda. It
also requires a two-thirds vote.

Majority and Super Majority Votes

In a democracy, 2 simple majority vote determines a question. A tie
vote means the motion fails. So in a seven-member body, a vote of
4-3 passes the motion. A vote of 3-3 with one abstention means the
motion fails. If one member is absent and the vote is 3-3, the motion
still fails.

All motions require a simple majority, but there are a few exceptions.
The exceptions come up when the body is taking an action which
effectively cuts off the ability of a minority of the body to take an
action or discuss an item. These extraordinary motions require a
two-thirds majority (a super majority) to pass:

Motion to limit debate. Whether 2 member says, “I move the
previous question,” or “I maove the question,” or “I call the question,”
or “I move to limit debate,” it all amounts to an attempt to cut off the
ability of the minority to discuss an item, and it requires a two-thirds
vote to pass.
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Motion to close nominations. When choosing officers of the
body (such as the chair}, nominations are in order either from a
nominating committee 6r from the floor of the body. A metion
close nominations effectively cuts off the right of the minority to
nominate officers and it requires a two-thirds vote to pass.

Motion to object to the consideration of a question. Normally, such
a motion is unnecessary since the objectionable item can he tahled ar
defeated straight up. However, when members of a body do not even
want an itern on the agenda to be considered, then such a motion is
in order. It is not debatable, and it requires a two-thitds votc to pass.

Motion to suspend the rules. This motion is debatable, but requires
a two-thirds vote to pass. If the body has its own rules of ordet,
conduct or procedure, this motion allows the body to suspend the
rules for a particular purpose. For example, the body (a private club)
might have a rule prohibiting the attendance at meetings by non-club
members. A motion to suspend the rules would be in order to allow

a non-club member to attend a meeting of the club on a particular
date or on a particular agenda item.

Counting Votes

The matter of counting votes starts simple, but can become
complicated.

Usually, it’s pretty easy to determine whether a particular motion
passed or whether it was defeated. If a simple majority vote is needed
to pass a motion, then one vate more than 50 percent of the body is
required. For example, in a five~member body, if the vote is three in
favor and two opposed, the motion passes. If it is two in favor and
three opposed, the motion is defeated.

If a two-thirds majority vote is needed to pass a motion, then how
many affirmative votes are required? The simple rule of thumb is to
count the “no” votes and double that count to determine how many
“yes” votes are needed to pass a particular motion. For example, in

a seven-member body, if two members vote “no” then the “yes” vote
of at least four members is required to achieve a two-thirds majority
vote to pass the motion.

What about tie votes? In the event of a tie, the motion always fails since
an affirmative vote is required to pass any motion. For example, in a
five-member hody, if the vote is two in favor and two oppased, with
one member absent, the motion is defeated.

Vote counting starts to become complicated when members

vote “abstain” or in the case of a written baliot, cast a blank (or
unreadable) ballot. Do these votes count, and if 5o, how does one
count them? The starting point is always to check the statutes,

In California, for example, for an action of a board of supervisors io
be valid and binding, the action must be approved by a majority of the
board. (California Government Code Section 25005.) Typically, this
means three of the five members of the board must vote 2 ffirmatively
in favor of the action. A vote of 2-1 would not be sufficient. A vote of
3-0 with two abstentions would be sufficient. In general law cities in



California, as another example, resolutions or orders for the payment of
money and all ordinances require a recorded vote of the total members
of the city council. {California Government Code Section 36936.) Cities
with charters may prescribe their own vote requirements. Local elected
officials are always well-advised to consult with their local agency
counsel on how state law may affect the vote count.

After consulting state statutes, step number two is to check the rules
of the body. If the rules of the body say that you count votes of “those
present” then you treat abstentions one way. However, if the rules of
the body say that you count the votes of those “present and voting,”
then you treat abstentions a different way. And if the rules of the
body are silent on the subject, then the general rule of thumb (and
default rule) is that you count all votes that are “present and voting.”

Accordingly, under the “present and voting” system, you would NOT
count abstention votes on the motion, Members who abstain are
counted for purposes of determining quorum (they are “present”),
but you treat the abstention votes on the motion as if they did not
exist (they are not “voting”). On the other hand, if the rules of the
bady specifically say that you count votes of those “present” then you
DO count abstention votes both in establishing the quorum and on
the motion. In this event, the abstention votes act just like “no” votes.

How does this work in practice?
Here are a few examples.

Assume that a five-member city council is voting on a motion that
requires a simple majority vote to pass, and assume further that the
body has no specific rule on counting votes. Accordingly, the default
rule kicks in and we count all votes of members that are “present and
voting.” If the vote on the motion is 3-2, the motion passes. If the
motion is 2-2 with one abstention, the motion fails,

Assume a five-member city council voting on a metion that requires
a two-thirds majority vote to pass, and further assume that the body
has no specific rule on counting votes. Again, the default rule applies.
If the vote is 3-2, the motion fails for lack of a two-thirds majority. If
the vote is 4-1, the motion passes with a clear two-thirds majority. A
vote of three “yes,” one “no” and one “abstain” also results in passage
of the motion. Once again, the abstention is counted only for the
purpose of determining quorum, but on the actual vote on the
motion, it is as if the abstention vote never existed — so an effective
3-1 vote is clearly a two-thirds majority vote.

Now, change the scenario slightly. Assume the same five-member
city council voting on a motion that requires a two-thirds majority
vote to pass, but now assume that the body DOES have a specific rule
requiring a two-thirds vote of members “present.” Under this specific
riile, we must count the members present not only for quornm but
also for the motion. In this scenario, any abstention has the same
force and effect as if it were a “no” vote, Accordingly, if the votes were
three “yes,” one “no” and one “abstain,” then the motion fails. The
abstention in this case is treated like a “no” vote and effective vote of
3-2 is not enough to pass two-thirds majority muster.
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Now, exactly how does a member cast an “abstention” vote?

Any time 2 member votes “abstain” or says, “I abstain,” that is an
abstention, However, if a member votes “pregent” that is also treated
as an abstention (the member is essentially saying, “Count me for
purposes of a quorum, but my vote on the issue is abstain.”) In fact,
any manifestation of intention not to vote either “yes” or “no” on
the pending motion may be treated by the chair as an abstention. If
written ballois are cast, a blank or unreadable ballot is counted as an
abstention as well.

Can a member vote “absent” or “count me as absent?” Interesting
question. The ruling on this is up to the chair. The better approach is
for the chair to count this as if the member had left his/her chair and
is actually “absent.” That, of course, affects the quorum. However, the
chair may also treat this as a vote to abstain, particularly if the person
does not actually leave the dais.

The Motion to Reconsider

There is a special and unique motion that requires a bit of
explanation all by itself; the motion to reconsider. A tenet of
parliamentary procedure is finality. After vigorous discussion, debate
and a vote, there must be some closure to the issue. And so, aftera
vote is taken, the matter is deemed closed, subject only to reopening
if a proper motion to consider is made and passed.

A motion to reconsider requires a majority vote to pass like other
garden-variety motions, but there arc two special rules that apply
only to the motion to reconsider.

First, is the matter of timing. A motion to reconsider must be made
at the meeting where the item: was first voted upon. A motion to
reconsider made at a later time is untimely. (The body, however, can
always vote to suspend the rules and, by a two-thirds majority, allow
a motion to reconsider to be made at another time.)

Second, a motion to reconsider may be made only by certain
members of the body. Accordingly, a motion to reconsider may be
made only by a member who voted in the majority on the original
motion. If such a member has a change of heart, he or she may
make the motion to reconsider (any other member of the body

— including a member who voted in the minority on the original
motion — may second the motion). If a member who voted in the
mingrity seeks to make the motion to reconsider, it must be ruled
out of order. The purpose of this rule is finality. If a member of
minority could make a motion to reconsider, then the item could be
brought back to the body again and again, which wouid defeat the
purpose of fnality.

If the motion to reconsider passes, then the original matter is back
before the body, and a new original motion is in order. The matter may
be discussed and debated as if it were on the floor for the first time.
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Courtesy and Decorum

The rules of order are meant to create an atmosphere where the
members of the body and the members of the public can attend to
business efficiently, fairly and with full participation. At the same
time, it is up to the chair and the members of the body to maintain
common courtesy and decorum, Unless the setting is very informal,
it is always best for only one person at a time to have the floor, and
it is always best for every speaker to be first recognized by the chair
before proceeding to speak.

The chair should always ensure that debate and discussion of an
agenda item focuses on the item and the policy in question, not the
personalities of the members of the body. Debate on policy is healthy,
debate on personalities is not. The chair has the right to cut off
discussion that is too personal, is too loud, or is too crude.

Dehate and discussion should be focused, but free and open. In the
interest of time, the chair may, however, limit the time allotted to
speakers, including members of the body.

Can a member of the body interrupt the speaker? The general rule is
“no” There are, however, exceptions. A speaker may be interrupted
for the following reasons:

Privilege. The proper interruption would be, “point of privilege.”
The chair would then ask the interrupter to “state your point.”
Appropriate points of privilege relate to anything that would
interfere with the normal comfort of the meeting. For example, the
room may be too hot or too cold, or a blowing fan might interfere
with a person’s ability to hear.

Order. The proper interruption would be, “point of order.” Again,
the chair would ask the interrupter to “state your point.” Appropriate
points of order relate to anything that would not be considered
appropriate conduct of the meeting, For example, if the chair moved
om to a vote on a motion that permits debate without allowing that
discussion or debate.

Appeal, If the chair makes a ruling that 2 member of the body
disagrees with, that member may appeal the ruling of the chair. If the
motion is seconded, and after debate, if it passes by a simple majority
vote, then the ruling of the chair is deemed reversed.

" Call for orders of the day. This is simply another way of saying,
“return to the agenda” If a member believes that the body has drifted
from the agreed-upon agenda, such a call may be made. It does not
require a vote, and when the chair discovers that the agenda has
not been followed, the chair simply reminds the body to return to
the agenda item propetly before them. If the chair fails to do so, the
chair’s determination may be appealed.

Withdraw a motion. During debate and discussion of a motion,
the maker of the motion on the floor, at any time, may interrupt a
speaker to withdraw his or her motion from the floor. The motion
is immediately deemed withdrawn, although the chair may ask the
person who seconded the motion it he or she wishes to make the
motion, and any other member may make the motion if properly
recognized.

Special Notes About Public Input

The rules outlined above will help make meetings very public-
friendly. But in addition, and particularly for the chair, it is wise to
remember three special rules that apply to each agenda item:

Rule One: Tell the public what the body will be doing.
Rule Two: Keep the public informed while the body is doing it.

Rule Three: When the body has acted, tell the public what the
body did.
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CITY COUNCIL POLICY

- CITY OF NATIONAL CITY
TITLE: Off Agenda Items and Placing Non-Agenda POLICY #105
Items on the Agenda
ADOPTED: March 12, 1985 AMENDED:
Purpose {ff "

In order for both the City Council and City staff to be adeguatdy prepared to discuss City
business during Council meeting, items for discussion #hall be- piaced on the agenda in
accordance with established Council agenda deadlines and:in eomplxiwnce with the Ralph
M. Brown Act. Generally, items not on the agenda carinot be dlscw or considered

during a Council Meeting. This policy discusses thc limits upon non-agendgtrtq_m_s and how
to place those items onto the agenda. i

Policy

L

A. Non-agenda items requiring 1mmed1‘atﬁf stior :
Matters requiring Council action mﬁg‘t be plated onto a Councﬂ Agenda in a timely
manner in order for Council to consider the ﬁatwr It is the policy of the City Council
that in accordance with the Ralph M. Brotm Act, d ~agenda items requiring Council

approval will not be cons1dered by the ley Council except under the following two
clrcumstances

"an \,
™
|‘-‘

.‘f"_ml detenmnes by a two-tlurds vote, or by a unanimous vote if less
“than twe: ‘ﬁm’ﬂs of the ‘Council is present, that:
a. thereu anced fqr immediate action, and
- b. the ne m take dction on the item arose after the posting of the agenda;
_ ﬁ
i ;finds that the need to take action arose subsequent to the agenda posting,
pursuant to cﬁ’@eﬁa 2 above, it shall make those findings by separate motion, including

the factual reasens supportmg the findings. The findings shall be reflected in the
Council minutes, :,*

B. Council Comments Leading to Future Agenda Items
A Councilmember may, under City Council Comments, give an informational report
on any item not on the agenda, providing that no discussion or action takes place on

that item. That item, however, may be requested to be placed on a future agenda for
discussion or other action.

Additionally, Council members may, at a regularly scheduled meeting, request items to
be placed on future agendas for Council action, discussion, or consideration. The
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TITLE: Off Agenda Items and Placing Non-Agenda POLICY #105
Items on the Agenda

ADOPTED: March 12, 1985 AMENDED:

Councilmember referring the item will provide a brief description of the subject to be

printed for the agenda packet, sufficient to inform the City Council and public of the
nature of the item.

The scheduling, consideration, and action taken on all aggida items will be made
subject to the Ralph M. Brown Act.

C. Non-agenda Public Comment / Public Oral Commﬁﬁmaﬁons
Citizens shall have the right to address the C‘f’rty Council on any«’matter within the
elected body’s jurisdiction, subject to a 3- rﬁ;i’mute time limit. The Cltgr Council may
listen to the speaker’s comments, but* cann@t dlscuss .or take action onm, citizen
communications not on the agenda. Non- ageni’ia pulﬁ{c comment may be referred to
staff for administrative action or placement on- Q. subsequent agenda, as deemed
appropriate by staff. Gl

&
x :{_ ok

'ﬁ. N_/;

D. Requests to speak.

All request-to- speak Aoimis must be com;\)lé‘ted a:nd sﬁbmnted to the City Clerk prior to
the beginning of th?‘é item’ 1ﬁ:@nestmn %

f” k‘\,;& . 1:'
Related Policy Re erenceﬁ iy e e
National Gliy Mm;mﬁal Coi‘i@, Qhapter 7T f)z'y

RalphM Brown Act- e
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Off Agenda Items and Plscing Nen-Agends POLICY #1035

T

Itemz on the Azenda

R e e

ADOPTED: March 12, 1985 AMENDED;

Purpose

In_order for both the City Council and City staff fo be adequately prepared to discuss
City_business_during Council meeting, items for_discussion shall be placed on the
agenda_in _accordance with_established Council agenda deadlines and in complivnce
with the Ralph M. Brown Act Gernerally, items not gn the agendn cammar be discussed or
constdered during a Connell Megting, This palicy discusses dhe linits gnos non-sgends

A. Non-agendn ftems reyniving immediate action

P 24 2 e

Mutters reguiving Council acrion musi be placed ante a Copncil Aze g, ety
utariner i grger for Council fo consider the matter, It is the policy of the City Council
that in accordance with the Ralph M. Brown Act, off-agenda items requiring Council

approval will not be considered_by the City Council except ender the follovwing tro
circromstunces;

1. An emergency situation exists; ox.

2. _The Council determines by a two-thirds vote, or by a unanimous vote if less than
hwo-thirds of the Council is present, that;

a  there iz 4 eed for tmmediate action, and
b. s need to take action on_the item arose sficr the posting of the agenda;

If the Council finds that the need to take action arose subsequent to the agenda posting,
pursuant to criteria 2 above, it shall make those findings by separate motion, including
the factual reasons swwmordus ihe jindings_ The findings _shall be reflected in the
Council minutes.

B. Councll Comments Leading to Fuwe Apende [tems

4. Councilmember may, under City Council Comments, give an informational report on
any itemn not on the agenda, providing that no_discussion or action takes place on that

item. _Thet item, however, may be requested to_be braught on g future agends for
er. aciien,

Pagel of 1
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prepared to discuss City business during
Council meetings, items for discussion
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{ approximately a 10-day lead time).§

[ ileleted . I. l-mlﬂs one of the fol[mdqg- ing
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e



Additionally, Councilmembers may, at a regularly scheduled meeting, request items to
be placed on future agendas for Council action, discussion, ov cousideration.. The
Councilmember referring the item will provide a brief description of the sub,rect to be

printed for the agenda packet, sufficient to inform the City Council and public of the
nature of the item.

»:_T_b_a_§_<§hf_=..c_191i_r.!g_=.9919§id¢¥ati<_>t.l., and action taken on all agenda items will be made subject

to the Ralph M. Brown Act.

...

C. ICL-—Eg \.\.Z r Public € ommem / Public Oral Commumcatlons

Citizens shall have the right to address the City Council on any matter within the glected
body’s jurisdiction, subject to a 3-minute time limit. The City Council may listen o e

5 e s

E{LMFA’\:CI.WL- ST

the agenda., RN
actmn or placem ent on d subseguerzi ageuda, as deemed appr: ogrmte b]g stafi.

D. Reguests o speak,

All requiest-to~speak_forms must be completed and submitted to the City Clerk prior to
the beginning of the item in question.

Related Policy References
National City Municipal Code, Chapter 2.04

Ralph M. Brown Act

Prior Policy Amendments
None
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Off Agenda Items POLICY #105
ADOPTED: March 12, 1985 AMENDED/REVISED:

Purpose
In order for both the City Council and City staff to be adequately prepared to discuss City
business during Council meetings, items for discussion should bc pla@d on the agenda.

Any item brought to the City Council for action should ﬁrst be placed on‘the agenda to
allow proper research, consideration, and recommendations. ““ S,

The scheduling, consideration, and action taken on all agenda we:m w11] be made subject
to the Raiph M. Brown Act. 4 Y,

¥

Related Policy References
National City Municipal Code, Chapter 2 04

‘:s-i
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Preparation of City Council Meeting Minutes POLICY #106
| ADOPTED: June 17, 1986 AMENDED:

Purpose )
To establish the format of the offcial minutes of the City Councit (and all their subsidiary
functions) and the disposition of video recordings of those proeeedings.

Policy E 0 "
The meeting minutes will be “action only” minutes and will inclﬁ&g;the item title, staff
recommendations, Board and Commission recommendations, the Couneil action and the
vote. R

Public Hearings will include a list of people spealdhé,_m favor and in opposition to the item
under consideration.

The record of all items of business considered by the City Council (or their other
subsidiary functions) shall consist solely of a brief title identifying each item of business,
the recommendation of any Board or C‘-ommi—ssm, the recommendation of staff, the
motion made, and the vote taken. The record of that portion of the City Council meeting
devoted to reports from the Mayaor, the City Attorney, and the other staff shall consist of a
brief description of the subject matter of the report and of any description, provided that
the record or any‘paﬁ‘ihercof shall be verbatim if so requested by a member of the City

=1

Council prior to approval eg' the miy

Lalv il
e

AT G ey o
It is the goal of the City Clerk’s office to post Council meeting minutes and video
recordings on the City’s website}. within approximately two weeks of the meeting date.
Hard copies of the Couneil meeting agendas and minutes will be available in the City
Clerk’s office. Minutes and video recordings will be maintained on the City’'s website for a
minimum of three years from the date of original posting,

e

Related Policy References

None

Prior Policy Amendments
None
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Preparation of Council Minutes POLICY #106

ADOPTED: June 17, 1986 AMENDED;

Purpose

To establish the format of the official minutes of the City Council (and all thejr subsidiary
functions) and the disposition of recordings of those proceedings.

Policy

The meeting minutes will be “action only” minutes and will include the item title, staff
recommendations, Board and Commission recommendations, the Council action and the
vote,

Public Hearings will include a list of people speaking in favor and in opposition to the item
under consideration,

The record of all items of business considered by the City Council (or_their other
subsidiary functions) shall consist solely of 2 brief title identifying each item of business,
the recommendation of any Board or Commission, the recommendation of staff, the
motion made, and the vote taken. The record of that portion of the City Council meeting
devoted to reports from the Mayor, the City Attorney, and the other staff shall consist of a
brief description of the subject matter of the report and of any description, provided that

the record or any part thereof shall be verbatim if so requested by a member of the City
Council prior to approval of the minutes,

H_is _the goal of the City Clerk’s office to post Council meeting minutes and video

recordings on the City’s website. within approximately two weeks of the meeting date,
Hard copies of the Council meeting acendas and minutes will be available in the City
Clerk’s office. Minutes and video recordings will be maintained on the City’s website for a
mintmum of three vears from the date of original posting,

Related Policy References

None
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Preparation of Council Minutes POLICY #106
ADOPTED: June 17, 1986 AMENDED/REVISED:

Purpose

To establish the format of the official minutes of the City Council and the disposition of
the tape recordings of those proceedings. ey

Policy . R i

The Council meeting minutes will be “action only” minutes did will include the ifem title,
staff recommendations, Board and Commission recommendaﬁﬁ”ﬁs; the Council action and
the vote. : U A O

r-‘r ‘_’?i_ e‘,;l-
Public Hearings will include a list of people speaking in favor and jn opposition to the item
under consideration, S g

b Sl ocnied — Tl o ¥
# TR e
). . Co . T
£ :

The record of all items of business considered by the City Council shall consist solely of a
brief title identifying each item of business, the recommendation of any Board or
Commission, the recommendation of staff, the'\‘@gtion made, and the vote taken. The
record of that portion of the City Council meeting“dévoted to reports from the Mayor, the
City Attomey, and the other staff shall consist of a Brief description of the subject matter of
the report and of any désgription, provided that the record or any part thereof shall be
verbatim if so requested by‘&@emﬁéﬁof the City Council prior to approval of the minutes,

Duplicate taperecordmgs of C u‘l@ meetings will be available to the public for purchase
at a nominal fée‘“d available in the'Office of the City Clerk for review at no charge.
"‘:;".- A/M i s _(_E:,'

e :
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Appointments to Boards and Commissions POLICY #107
ADOPTED: June 17, 1986 AMENDED:

Purpose .
To establish 2 procedurc to serve as a guide in making appointments to various City
Boards and Commissions. The City currently has the followjmg boards, commissions, and
committees (generally referred to as Boards and Comnuss;ﬁxs?@wheh this Policy would
apply: Board of Library Trustees; Civil Service Coma;ission';éi@iapmunity and Police
Relations Commission; Park, Recreation and Senier Citizens isory Committee;
Planning Commission; Public Art Committee; and, Traffic Safety Comiigittee.

&
o

<

Policy

Appointment Process B b 4
A. Opportunity to apply. All interested individuals shall be given an opportunity to
submit applications for vacgncies on City Boatd and Commissions. Incumbent
Commissioners are not autoﬁfnﬁﬁ%"ﬁuy_m-appointed;bm are required to fill out an

W

abbreviated application provi“tﬁgd' ¥4l City Clerk, i‘ﬁdicating their interest in
continuing to serve. % i T
s S ""f‘;- "}"“

: ; g ! i
B. Unexpired-terms. If an incuml;ght Commissioner was appointed to fill an
unexpired term and the Commission er has served for less than one year in that
position, ﬂief(;‘ouncil ‘may re-appoint.the incumbent without considering other
aI{Elin;ll}tS- f%n bt 5 .b};".,,r.. -':_;gv

‘. e nady, | O

e 2t
o IR e

S, \;3;;_;, . ' |
- Vacancies. When Commissioner vacancies occur, the following procedure shall
,4‘5;";;. be followed™=+ ;. o

. &

iy o

S £
RiaY

1 “Scheduled : ancy. When a term is or has expired, a public notice of the
“gagancy sh i be made. Interested individuals will be invited to submit
aﬁﬁi@aﬁg{:&ﬁm the vacancy on a form provided by the City Clerk.
2. Unsclgfbﬂ'uled vacancy. An unscheduled vacancy shall be filled pursuant to
and consistent with Government Code section 54974, which provides
generally as follows: When an unscheduled vacancy occurs, whether due to
resignation, death, termination, or other causes, a special vacancy notice
shall be posted in the office of the City Clerk and the National City Library,
and in other places as directed by the City Council, not earlier than 20 days
before or not later than 20 days afier the vacancy occurs. Final appointment
shall not be made by the City Council for at least 10 working days after the
posting of the notice in the City Clerk's office. However, the City Council
may, if it finds that an emergency exists, fill the unscheduled vacancy
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TITLE: Appointments to Boards and Commissions POLICY #107

ADOPTED:

June 17, 1986 AMENDED:

immediately. A person appointed to fill the vacancy shall serve only on an
acting basis until the final appointment is made pursuant to this section.

3. Applications will be reviewed by the entire City Council and applicants will

be interviewed by the entire City Council.

D. Implementation. Implementation of Council policy{féi;:éipgointment to Boards

and Commissions requires the following:

1.

2
3
’.’.;y', 0
“-
A
Esa
<-31'__=_ i - 4
-,“t\-: _“_»:"

T

Preparation of appointments list by th'é: City “Cguncil. On or before
December 31 of each year, the City Cotingil via the Ci % Clerk shall prepare
an appointments list (known as thef/ocal Appointments<List) of all regular
and ongoing boards, commissions, and committees which“'“ax.\é‘agpointcd by
the Mayor and/or the City Council, 1 compliance with Government Code
section 54972, which generally requires a list of all appointive terms which
will expire during the next calendar year, the name of the incumbent
appointee, the date of; #ppointment, the ‘date the term expires, and the
necessary qualiﬁcatioriﬁ:{;fﬁ{"t;},;lq position; anid -a list of all boards,
commissions, and commitiees Wiose members serve at the pleasure of the
City Council, and the necessary quialifications: for each position.
O ¥ E "-:.4.‘ :

Notice: Placement of a legal/public notice in a local San Diego newspaper
advertising appomative vacanciesy

./,:,:_:E;;_pi’_ratio;ll";@f termAlctterw %e sent to all office holders as their terms

ie asking 1f they would Tike to re-apply for the position;
LA .

=l b

o K \‘_«, 9 ] i
Interviews, Interviews to be held for those who file applications for all
committees:- with gurrent vacancies. Each applicant will have the

\"ﬁff@,pportunity i?_én‘;make a brief (approximately 5 minute) presentation of their

mberests and qualifications before the City Council at a regular Council
ni%qﬁ@gﬂ.fﬁf appointments and interviews before the City Council will be
scheduled as needed to fill unexpected vacancies, with every effort to be
made Before an individual’s term expires. Interviews may take place at one
meeting, with appointments made at a subsequent meeting,

E. Vacancies for Council Appointed Positions. If the vacancy is for a Council-
appointed position, and there is more than one applicant for a given position,
the voting process will proceed as follows:

1.

Once the interviews are complete, each Councilmember votes for his‘her
choice via a written ballot. Each Councilmember shall print and sign
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TITLE: Appointments to Boards and Commissions POLICY #107

ADOPTED: June 17, 1986 AMENDED:

his/her name on the ballot. All ballots shall be considered a public record
and open to inspection by the pubtic.

2. The ballots are passed to the City Clerk who announces the number of votes
for each candidate. In the event of a tie, each Councilmember votes again
until one candidate has the majority vote, and is declared to be the new
Commissioner. P

3. Re-appointments beyond two terms. Anyone wishing to be re-appointed to
any Board or Commission, and has served two or more full terms already,
must be approved by a four-fifths vote of the Council. In these instances, if
all five members of the Council afe not present or if one member abstains or
recuses his/her vote, ihe four-fifths requirements would be changed to

require only a simple majority. T

Appointing Authority - 0

Under the Government Code, the Mayor has appointment’ power to all Boards and
Commissions, subject to ratification by the City Council, unless there is a state law which
directly, or by implication, grants the appointment power to the City Council. The
following is a list of City Boards and Commissions divided between the Mayor and City
Council as the Appointment power exists.

o
el

T Traffie f‘-s.afetjf'émn‘; on \mitt'e‘er"'“ R

Parks, Recreationiand Senior Citizens Advisory Committee

¥ Community and Polj c Relations Commission (CPRCY
"z Public Art Committee

including Committee for Housing and Community
d Development)

Port Commission

Civil Service Commission

Related Policy References
Government Code section 40605

Government Code section 54970, et. seq.
National City Municipal Code Title 16 (pending)

Prior Policy Amendments

None
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Appointments to Boards and Commissions . POLICY #107
ADOPTED: June 17, 1986 AMENDED; —-i| Deleted: /REVISED )

Purpose

To establish a procedure to serve as a guide in making appointments to various City
Boards and Commissions.

All interested individuals shall be given an opportunity to
submit applications for vacancies on City Board and Commissjons. Incumbent
Commissioners zrc not automatically re-appointed but zrc reqnired to fill ont an
abbreviated application_provided by the City Clerk, indicating their interest in
continuing to serve.

If an incumbent Commissioner was appointed to fill an
unexpired term and the Commissioner has served for less than one year in that

position, the Council may re-appoint the incumbent without considering other
applicants.

When Commissioner vacancies occur, the following procedure shall
be followed:

1. public aotice of the

vacancy shall be made. Interested individuals will be invited to submit

applications for the vacancy on a form provided by the City -
2.
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3. Applications will be reviewed by the entire City Council and applicants wille------{ Formatted: Bullets and Numbering
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Appointing Authority

Under the Government Code, the Mayor has appointment power to ail Boards and
Commissions, subject to ratification by the City Council, unless there is a state law which _ -{ Formatted: Underine

directly, or by implication, grants the appointment power to the City Council. The

following is a list of City Boards and Commissions divided between the Mayor and City

I Council as the Appointment power exists.

5 ---{ Formatted: Underiine
"Board of Library Trustees T
Traffic Safety Committee
Parks, Recreation and Senior C 111215’ Advisory, .--{ Deleted; and
. - R - - B Deleted: Board
B e e e e e e e e e e e e e e e e e e et e e e eeee 1 Delefted: Historical Committec
Sweetwater Authority . % Deleted: Senior Citizen Advisory
Community Police Relaticns Comrini CPRC -, f Commitiee]
Poblis Art Cormmittee ¢ . Street Tree and Parkway Committee
D Deleted: &
", | Deleted: ec
Council Appointments ] 1 Formatted: Indent: Left: 0.5" |
Planning Commission (including Committee for Housing and Community .. {Deleted: s
Devel ent =-... | Formatted: Underline |
Port Commission { Formatted: Indent: Left: 15", First ]
v... .....Civil Service Commission I . . \line: 0.5"
1 ¢ -1 Deleted: . Advisory and Appeals }
! Board|
‘ \‘[ Deleted: Citizen’s Committee for ]
Related Policy References Commnly Development

Government Code section 40605

L Government Code section 54970, et. seq.
National City Municipal Code Title 16 (pending)




CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Appointments to Boards and Commissions POLICY #107
ADOPTED: June 17, 1986 AMENDED/REVISED:

Purpose
To establish a procedure to serve as a guide in making appointments to various City

Boards and Commissions. o

5 0 v

g “l X
Policy “--f" 5
All interested individuals shall be given an opportunity "t9. submit apﬁhcai;lons for
vacancies on City Board and Commissions. Incumbent C‘gmmlssmners will not
automatically be re-appomted but will be required to ﬁll out’ @n /ﬁb‘%&%‘e{l application

indicating their interest in continuing to serve. %

\,,,

If an incumbent Commissioner was appointeﬂ o £ill “an uﬁﬁxplred term and the
Commissioner has served for less than_ one year in that ‘position, the Council may re-
appoint the incumbent without cons1deﬁng@er appl:g:ants
‘-q:i u
When Commissioner vacancies mccur, the followqﬁg procyedure shall be followed:
! £ L
1. A public announcement of the vacancy shai‘ll be made. Interested individuals will
be invited to sybgit appllsatlons for ‘the vacancy on a form provided by the
Secretary to the Mam Lo

2 Appllcans Wﬂi be revﬁawdwby the entire City Council and applicants will be

mtervwwed by time entlre Clg Council.
V - B S

Implem‘énta"ti‘oﬁ of Cbunml pol1cy for appointment to Boards and Commissions requires
the ftﬁiowmg a Qiasmﬁed sdvertisement to be placed in the local newspaper advertising
appoﬁ&ﬁve vacancl% a létter be sent to all office holders as their terms expire asking if
they w@tﬂd like to '&c-apply for the position; interviews to be held for those who file
appllwt%@ all -committees with current vacancies, each individual being given 3-5
minutes to maké a presentation of their mterests and qualifications. All appointments and
interviews before the City Council will be scheduled twice a year or as needed to fill
unexpected vacancies, with the interviews and appointments being made before an
individual’s term expires.

After interviews are completed, voting for Commission positions will proceed as follows:
1. Each Councilmember votes for his/her choice by written form on a baliot. Each

Councilmember shall print his/her name on the ballot, and sign his/her name on the

ballot. All ballots shall be considered a public record and open to inspection by the
public.
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2. The ballots are passed to the City Clerk who announces the number of votes for
cach candidate. In the event of a tie, each Councilmember votes again until one
candidate has the majority vote, and is declared to be the new Commissioner.

Anyone wishing to be re-appointed to any Board or Commission who has served two or
more full terms already, must be approved by a four-fifths vote of the Council. In these
instances, if all five members of the Council are not present or if one member chooses to

withhold his/her vote, the four-fifths requirements would be changed to require only a
simple majority.

Appointing Authority
Under the Government Code, the Mayor has appointment power, to all Boards and
Commissions, subject to ratification by the City Council, unless thete is a state law which

directly, or by implication, grants the appointment power to the City Council. The
following is a list of City Boards and Commissions divided between the. Mayor apd City
Council as the Appointment power exists. LN A
Mayor’s Appointments:

Board of Library Trustees

Traffic Safety Committee \ o

Parks and Recreation Advisory Board: [ = ven . 2‘

Historical Committee 5 \ Lt

Senior Citizen Advisory Commiffes, z,
Street Tree and Parkway Comimittee 7
Sweetwater Authority .~ &
City Council Appointments.
Planning Commj@p .
Port Commission "S- . .7
Advisory and-Appeals Bgard
Civil Seice Gg.mmlssmnﬁ;w
CiﬁzegComm;ifbtee for Cof,émunity Development

None %1 5 {:‘,} "‘-\;—-“;'.:\.,;_ei
L N 4
& !
“\‘x‘\" ,,Ag}
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: City Manager as Chief Administrative Officer POLICY #108
| ADOPTED: November 22, 1982 AMENDED:
Background p
'Tth Plf\] ﬂ'F Nahnnal F1hr nﬂP‘l“ateS u‘ﬂdv‘_ the Co]mculbv{anaﬁm 1‘;01111 Uf g_.v.,....i...l.eﬁt, a

&
The Council is the legislative body that represents the commumty'aﬁd is empowered to

formulate citywide policy. The City Council is comprised of the. Mayor and four
councilmembers who are elected by the commumty at-large

'i

‘-u‘ N
nr-,- e

The City Manager is appointed by the Councﬂ and serves as the chief” admlmstratlve
officer of the organization. The Clty Manager is respenmble for administration of City

affairs, day-to-day operations, 1mplemcntat10n of Councﬂ p011c1es and is the liaison
between the Council and the City staff. >’

Purpose ; E ‘
The purpose of this policy is to clanfy the C‘ﬁy Manager S respon51b111t1es and establish
guidelines in the Councﬂ 1ssumg dlrectlves to. Clty staff thembers.

Policy
In accordance with the Natmnal Clty Mumc:pal Code, Section 2.01.030, except for the
purpose of 4 ifquiry, the CltyCmJ.ncll shall-deal with the administrative departments solely
throughthe City Mam;gem and neither the City Council nor any member thereof shall give
orders fo any of employﬁ@ of the C‘L’ty Manager. This policy is based on the principle that
departmenﬁ carry on théh‘ approved activities and do not alter approved priorities or
policies on”é@a bas1s ofa rc%iiest that has not been approved by the Council as a body.

The City Managqr shall - act as chief administrative officer for the various appointed
department dn‘ector& " well as the City Clerk’s office. The City Manager’s duties and
responsibilities are cgﬂlﬁed in National City Municipal Code Chapter 2.01.

Related Policy References
National City Municipal Code, Chapter 2.01
Government Code section 34851, et. seq.

Prior Policy Amendments
None
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: City Manager as Chief Administrative Officer

POLICY #108

ADOPTED: NOVEMBER 22, 1982 AMENDED:

.|| Deteted: /REVISED

Backeround

The City of National Ci

Operates undex the ConncilManager form of government, a

with the managerial expertise of an appointed city INANAZEY.

The Council is the legislative body that represents the commumite and is
formulate citywide policy. The City Council is comprised of the Mavor and four
councilmembers who are elected by the community at-Jarye.

ed

as the chief administrative

officer of the organization. | The City Manager is responsible for administration of City

affairs, day-to-day operations, implementation of Council policies sod is the Yimison
between the Council and the City staff.

Purpose
The purpoge of this policy is 1o clarify the City Manager’s responsibilities and gstablish

leadership of elected officials in the form of & city council,

——— e

New Roman, 12 pt

| Formatted: Font: (Default) Times

New Roman, 12 pt

Formakbed: Font: {Default) Times

_—{Deteted: To

)

guidelines in the Council issuing directives to City staff members,

Policy

In neecrdance with fhe Nasional City Mussicipal Code, .2,01.030._ xcept for the
purpose of inquiry, the City Council shall deal with the administrative depariments solely
through the City Manager. od ncither the city council nor amy member thereed shall Ve

crders 10 gny of exaplovee of the city manaper. This policy is based on the principle that
departments carry on their approved activities and do not alter approved priorities or -

policies on the basis of a request that has not been approved by the Council as abody.

The City Manager shall act as chief administrative officer for the various appointed
department directors as well as the City Clerk’s office.

Related i;olicx References
National City Mumicipal Code, Chapter 2.01

Erior Policy Amendments
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: CITY MANAGER AS CHIEF ADMINISTRATIVE POLICY #108
OFFICER
ADOPTED: NOVEMBER 22,1982 AMENDED/REVISED:

Purpose

To establish guidelines in issuing directives to City staff members and clarification of City
Manager’s responsibilities. .

Policy K '

The City Manager is appointed by the City Council 01’1 the basis of @ecﬂﬁve and
administrative qualifications and abilities and is the chlef adm‘imstratwe ofﬁcer of the City.

Except for the purpose of inquiry, the City Councll shall deﬂ w1th the admmlslratlve
departments solely through the City Manager. Council emberg will not interfere with
staff members duties unless the matter has been brought beforg the City Council and
approved at a regular Council meeting. This-policy 1s based on the principle that
departments carry on their approved activities and don’t alter approved priorities or
policies on the basis of a request that hasn’t b“&gn apprdiie_d.by the Council as a body.

The City Manager shall act as chief aﬂlmmstrativb officer for the various appointed
department directors as well as the C1ty Clerk’s ofﬁce

ﬂ L VLR e L
t:‘z 1= Rl A 9, af o
< Tl

Related Policy References "ff‘f;.
National C1ty Mumclpai Code eh@tqr 2.01

.«4"
Th H
o
hi -
bp
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Reimbursement for Expenses Incurred in POLICY #109
The Performance of Official Duties
ADOPTED: September 19, 2006 AMENDED:
Purpose

Government Code Sections 53232.2, 53233.3, and 53233.4; enacted pursuant to AB
1234, require the governing body of a local agcnc:_yf-—‘td;_-:;;adc_)pt a written policy
addressing reimbursement for travel and training ‘expenses. incurred in the
performance of official duties. The City Couneil deéems it desirable to adopt a
uniform policy applicable to City employees; board and commission members,
members of the City Council and other electgd’-ié_fﬁcials,e.goveming reimbursement for
such expenses. ¢ REE

N
The purpose of this administrative policy is tﬁ‘gi-éﬁtgblish uniform policies and
procedures concerning expenses incurred by members-of the City Council, board or
commission members, City employees.and. ther elected fficials while traveling or

attending events on City business.  “§ &7 i

I. Policy =

A City Councildigmber, elected official, hoard or commission member or City
employee who is refjyired to Aravel in the pe}ﬁrmauce of their duties or to attend an
authorized meeting, confererice of Seminar.which is of direct benefit to the City shall
be reimbirsed for reasongble experisésincurred, including transportation, meals,
lodging and other incidental exp 1ses directly related to such official City business.

w

Exp;nges specifically hi,sf'ailowe@‘ffor reimbursement include purchase of personal use
items, aloghiolic beveragés and entertainment (including in-room movies).
ey 23

All requests ?ég. city-related travel must be reviewed/approved by the Purchasing
Review Committeg (PRC) prior to making any travel commitments or arrangements.
Estimated cost information must be sent to the Finance Department/Purchasing
Division. Upon approval by the PRC, travel plans may be made. PRC approval
numbers must be noted on expense reports and invoices submitted for payment or
reimbursement.

Existing City purchasing policies and procedures must be followed when obtaining
cost estimates, and making arrangements associated with travel. See Municipal Code,
Chapter 2.60 regarding Purchasing polices and procedures.
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TITLE: Reimbursement for Expenses Incurred in POLICY #109
The Performance of Official Duties

ADOPTED: September 19, 2006 AMENDED:

A. Transportation.

The following modes of transportation may be allowed for the purpose of traveling on
City business:

1.  Air Travel. Allowance for air travel will be actual roundtrip via
coach or tourist class accommodation. Receipts for air passage must be retained for
submission with the Travel Expense Report. *n._.;

2. Personal car. With specific appmVal from the department head or
the City Manager, personal cars may be used {oﬂ dut-of-town travel. ‘Reimbursement
shall be based on actual mileage used for the efficial fravel. Any mlleage used for
personal purposes or otherwise not directly relgted to official City busingss shall be
deducted from total miles traveled to arrive at the net" reimbursable mileage.
Reimbursement shall be at the prevallmg IRS standﬁi'& j" ileage rate.

Lo
When use of a personal vehicle is auﬁifbn@ed,. mdlwduals shall adequately account for
their use of the personal vehicle on a daily basis on the Travel Expense Report. Total
reimbursable transportation expense through-use of a personal car shall in no case

exceed the allowablc expense of transpo:tauon by air when one is available to stich
destination. A ;

Use of City-owned vehicle shall be

A % rat@ﬁon can be demonstrated as the most
economwai means avaﬂaﬁﬂg “For detemﬁmng advisability of usage, employees shall
be suﬁphed with éstimated cngm\f travel via a City-owned vehicle by Public Works
upon_request. Use @f a C1ty-;§wned vehicle shall not be authorized when the
estlmﬁtﬁ;d cost exceeds the xauthoﬁzed cost of air travel.

When use ofa Clty-owned vchlcle is authorized, individuals shall adequately account for
their use of the; “C1ty—owned vehicle on a daily basis in the Travel Expense Report.
Individuals shall bq c%ged at the prevailing IRS standard mileage rate for every mile of
personal use of the City-owned vehicle. The cost of personal use of a City-owned
vehicle shall be deducted from the total allowable travel expenses.

Individuals who experience car trouble with a City-owned vehicle while on out-of-
town travel, should contact the Public Works Department as soon as possible for
direction. Ifit is after work hours or on the weekend, contact the Police Department
‘Dispatch at (619) 336-4411, and they will get in touch with Public Works staff. All
receipts for such repairs must be pre-authorized by Public Works and retained and
forwarded to Public Works for approval prior to reimbursement. In the event of an
accident while using a City-owned vehicle, the traveler should refer to the ‘Accident
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TITLE: Reimbursement for Expenses Incurred in POLICY #109
The Performance of Official Duties

ADOPTED: September 19, 2006 AMENDED:

Packet’ in the glove box of each vehicle for detailed instructions on how to proceed,
then notify Police Dispatch and Public Works immediately.

B. Lodging. I
AR,

1. General provisions. Reimbursement w:ﬁbe made for the cost of
lodging required to conduct the assigned City businesstfjfffﬁé@;eceipts and meeting
and trave] schedules must be retained for submission \ﬁgh the Tiawel Expense Report.
Lodging will be allowed for the night prior to the ommencement &f the meeting if
the time set for the start of the meeting requires the individual to leavigzhome prior to
6 a.m. of the day of the meeting. Lodging will be allowed for the night feliowing the
meeting if the employee could not have afrived home prior to 12:00° midnight
following the meeting. e ¢

Lodging in connection with separaté, consecutive meet;mgs or conferences shall be

permitted if it is less costly than refurgiig.fo the city for the nights between the
meetings,

£

k

N “‘*& e
In instances where an in'div-idual has thEt‘@ﬁon to tegvel by air and the individual
opted to travel by car, retmbursement for lodging shall be allowed on the same basis
as if the individual fraveled b}{a‘lr L

2.  Rate of reimbursement

~

2 ; semesnt. -Eodging reimbursement shall be based on
the singlé foom_ rate charged at the headquarters hotel for the conference or the hotel
most Proximate to¢he site of the meeting. If the hotel has different rates for single
rodi @gpommodatioﬁ-; iﬂ;tc mdmdua] shall be entitled to reimbursement for no more
than th@*sgcond least expensive’'rate. In the event the individual occupies a more
expensivegaom accommgdation (e.g. multiple occupancy), they will be reimbursed at
the rate for ‘i e occugéﬁby. The employee shall have the hotel indicate on the bill
whether the rogsi. is q,‘g@’r single or multiple occupancy and the equivalent single
occupancy rate iffig-accommodation is other than single occupancy. If the rate for
single occupancy £annot be verified from the bill or receipt, the individual shall be
reimbursed at 80% of the rate indicated on the bill.

C. Meals. Reimbursement for meais shail be on the basis of actual cost. All
meal receipts must be retained for submission with the Travel Expense Report.
Receipts must be detailed and itemized showing exactly what was ordered. Credit
card receipts will not be accepted for purposes of reimbursement.

To claim reimbursement, travel commencement and termination times must be
accounted for. Reimbursement for breakfast is not allowed on the day of departure
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TITLE: Reimbursement for Expenses Incurred in POLICY #109
The Performance of Official Duties

ADOPTED: September 19, 2006 AMENDED:

unless the trip starts prior to 7:00 2.m. Reimbursement for dinner is not aliowed on the day
of return unless the trip ends later than 8:00 p.m.

D. Registration Fees.

Fees charged for registration at a conference or meeting which an individual is
authorized to attend are reimbursable. Receipts or other aceeptable evidence of the
amount of the fees, such as a copy of the conference program/invitation setting forth
the fee rates, shall be retained for submission with the clalm form i

E. Incidental Expenses.

1. Taxi and Bus Fares. Reunbursemen‘t will be allowed for taxi, bus
fare or other transportation costs when such transpertahon 1s necessary in the conduct
of City business. Receipts must be provided for" these expenses, regardless of cost.
Such expenses shall be itemized on the Travel Expense Baeport

a ;, 3
2. Commumcatlons Telephone and telegraph charges will be
reimbursed for official calls and wires only. Unofficial calls charged to the hotel bill
should be identified and deducted from the total hotel bill.
/-« \ :
3. i Parking, garage and toll charges. Parking, garage, and toll

expenses will be relmbu»rsed ),vhen an automofblle is used for transportation. Receipts
must be submltted for roigET SErQRt 7 7

!_‘,;_(,,:._u:_‘"_h,m_‘: N *q:‘«'\ "*«".:—"”
4. Tlps grhgm@a,es, and services fees. Customary tips of up to 20

g 4 .Mlscella.neous All items of expense not included in any of the other
categories but: which dionetheless can be clearly identified as incidental to the
undertaking of Ci‘ty ‘business shall also be allowed reimbursement. Receipts for these
items must be submitted. Examples of such expenses are public stenographer fees,

duplicating expenses and the cost of publications of value to the City being
distributed at conference.

F. P.O.S.T. Expenses.

Expenditures in training Police Department personnel under the P.O.S.T. Program
shall be authorized and reimbursed by the City in accordance with established
P.O.S.T. guidelines. In case of conflict between the P.O.S.T. guidelines and this
policy, the P.O.S.T. guidelines shall prevail but only in the case of expenditures
properly reimbursable under the P.O.S.T. Reimbursement Program.
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TITLE: Reimbursement for Expenses Incurred in POLICY #109
The Performance of Official Duties

ADOPTED: September 19, 2006 AMENDED:

G. Cash Advance.

It is encouraged that individuals use their own money or credit cards to finance the
trip and then claim reimbursement upon their return.

If in the judgment of a department manager, estimated expenses for a contemplated
out-of-city travel are too high to expect the individual to. finance the trip and be
reimbursed upon their return, the department manager may authorize advance
payment or a maximum of $200 to the employee. An advance 1 excess of $200 must
have the approval of the City Manager. ks 0 ko

o

Approval of cash advance does not constitutg%roval for expenditmét&f; the amount so
advanced. All aciual expenditures must be justified and approved based .on limits and
allowances set by this policy. e T '

II. Procedures

\ ,('.-‘-:;-
T
N

A. Reimbursement of Business";??ra\;éi Exp xpenses.

The individual shall subit a signed Yravel Expense Report to the department
director after completion of travel. Such report shall show the details of official
business expenses incurred and should be' accompanied by supporting documents
required under this policy. / The department’ director shall review the report for
compliance with this poliey and affix their-signature to signify approval. The Travel
Expense ‘Report must be-forwarded 16 the Finance Department within three 3)
working days upon_return. ".City Council members and members of boards and
cominission shall sub\(z;mi the Travel Expense Report to the City Manager for
appro%%ixﬁ .« &

Allowance for aﬁ- fravel will be actual round trip via coach or tourist class

accommodation. Fravel Expense Reports will be accompanied by air passage receipts
when filed.

C. Personal Car.

Individuals shall account for use of their vehicle on a daily basis through use of a
Travel Expense Report, which is to be submitted when filing a claim.

D. City-owned Vehicle.
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TITLE: Reimbursement for Expenses Incurred in POLICY #109
The Performance of Official Duties

ADOPTED: September 19, 2006 AMENDED:

Authorized personal use of a City vehicle will be accounted for on a Travel Expense
Report, which will be submitted when filing for reimbursement. Individuals will be

charged the prevailing IRS standard mileage rate for each mile, and shall be deducted
from the total allowable travel expenses.

Emergency repair receipts must be submitted to Public qukéf-'férfzgpproval prior to
reimbursement. ey

E. Lodging. & o,

Receipts indicating date and occupancy status, ;cébﬂipanied by meetmg and travel
schedules much be submitted with the Travglexpense Report when filing a claim.

i
T

F. Meals

All meal receipts will be submittea\_w‘ith the Travel Expense Report. Receipts must
be detailed and itemized, showing exaetly what was purchased (not just credit card
receipts). L W

B
7.

G. Registration Fees: -, %,

{‘,v‘r_- -‘_- o b,‘ _ L“-i"-' ‘2 .
Receipts, or other acegptable évidence of the amount paid, must be submitted with the
Travel Exg@gggfl&ppoﬂ':» st <;'-;=.-'§

I S

Iﬁcidéﬁi@' expenses (exgﬂept foralcohol, entertainment, and items for personal use)
shall be 1t3%123d on the '%f;f@vel Expense Report, and receipts shall be provided.

Approved requestg;for travel advances shall be submitted to the Finance Department
at least ten (10) working days before the start of travel. Funds will be released no
earlier than three (3) working days prior to the trip departure date.

The Finance Department shall deduct from the total expenses claimed, any expense
item found to be inconsistent with this policy, and shall furnish the employee with an
itemized list of items disallowed. Any amount due the employee shall be paid within

ten (10) working days from receipt by the Finance Department of the Travel Expense
Report.
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TITLE: Reimbursement for Expenses Incurred in POLICY #109
The Performance of Official Duties

ADOPTED: September 19,2006 AMENDED:

TII. Alternative Proof of Payment for Training Expenses.

A. Individuals periodically request alternative proof of payment methods for

reimbursable training expenses, (i.e., registration/tuition fees), advanced, when receipts
or cancelled checks are not available.

B. As an exception, only when receipts arelfsnpractlcal to obtain, the
following may be used in place of receipts or cancelleﬂ”c’:‘ifeeks for reimbursement
purposes. e i,

1. Course announcement speclfymg ﬂ{@ mb‘unt of fées, d
4‘?
2. A document issued by the training mstltutlon 1nd1cat1ng attmdancc or
completion of the course by the employee ¢ ™ i

IV. Use of City Credit Card for Travel Purpos'é& ‘

City staff members occasionally attﬁmﬁ Jﬂbnrelated training -and conferences, upon
approval of the City’s Purchasing Review Comrittee (PRC): Job related training is
often required by state mandates. In order to'make airline and hotel reservations, a
credit card number mu&t?’ha prowded to gqafantee the ﬁeservauons

Prior to use, any~ em:gloyee ms&ung to use a Clty-lssued credit card, must read and
adhere to the City’s @r;édit Cafd ollcy (Adm1matratlve Policy #3.14).

Per Admtmsu’wiw Pohcy 1.#344 Credi'f cards may never be used to circumvent
established competitive purc f.f"smg procedures, or dollar limits established by the

City’s Municipal Code, City Ordingnces or Purchasing Division procedures. Credit

cards shall only be useﬂ to pay. bor “PRC” authorized travel and training expenses.
Individuals may not use €it

credit cards for personal expenses even if the intent is to

reimburse the: Clty later,. 'See Administrative Policy 3.14 for complete rules and
details. e

AT
-

A

- .E_«,,

Summary

This Policy cannot cover every issue, exception or contingency that may arise in
obtaining reimbursement for travel and training expenses incurred in the performance
of official duties, and in the use of City credit cards.

Individuals are expected to exercise good judgment and show proper regard for
economy when traveling in conjunction with official City business. Any expense for
which an individual requests reimbursement should directly and manifestly relate to
the conduct of City business and, in the event of an audit, should leave no doubt that
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TITLE: Reimbursement for Expenses Incurred in POLICY #109
The Performance of Official Duties '

ADOPTED: September 19, 2006 AMENDED:

such expenditure was pre-approved by the Purchasing Review Committee, and is in
fact reasonable and necessary in the conduct of City business. Accordingly, the basic
standard that should always prevail is to use common sense and good judgment in the
use and stewardship of City resources.

This Policy shall supersede all previously-adopted policies . amd procedures pertaining
to reimbursement for travel and training expenses and to fhe Jse of City credit cards,
including Instruction Nos. 3.03, 3.04, 3.05 and 3.14 of the Clty“Admlmstratlve Manual.

This Policy satisfies the requirements of Govcrnm"ent Code Seqtions 53232.2 and
53233.3. £

Related Policy References i
Government Code Sections: 53232. 2 53233 3, 53233&% o,

Assembly Bill 1234 -
City Administrative Manua] Pollcles 3 03 3 04 3 05, 3, 14 »

Municipal Code, Chapter 2.60 \ R e
Forms: " ST <
Travel Expense Report: available from the Fmanee Depamnent or the City’s
Intranet site. :

Credit Cardholdcr Use\-A,greement ava‘llable ﬁ'om the Finance Department
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Reimbursement for Expenses Incurred in POLICY #109
The Performance of Official Duties

ADOPTED: September 19, 2006 AMENDED: .

_::,,_-Meleud= ..

Purpose

Government Code Sections 53232.2, 53233.3, and 53233.4, enacted pursuant to AB
1234, require the governing body of a local agency to adopt a written policy
addressing reimbursement for travel and training expenses incurred in the
performance of official duties. The City Council deems ii Gesirabie to adopt a
uniform policy applicable to City employees, board and commission members,
members of the City Council and other elected officials, governing reimbursement for
such expenses.

The purpose of this administrative policy is to establish uniform policies and
procedures concerning expenses incurred by members of the City Council, board or
commission members, City employees and other elected officials while traveling or

ﬂ Deleted: 9/19/06

=A=]

(Deleted: ana

attending events on City business.
L Policy

A City Councilmember, elected official, board or commission member or City
employee who is required to travel in the performance of their duties or to attend an
anthorized meeting, conference or seminar which is of direct benefit to the City shall
be reimbursed for reasonable expenses incurred, including transportation, meals,
lodging and other incidental expenses directly related to such official City business.

Expenses specifically disallowed for reimbursement inciude purchase of personal use
items, alcoholic beverages and entertainment (including in-room movies).

All requests for city-related travel must be reviewed/approved by the Purchasing
Review Committee (PRC) prior to making any travel commitments or arrangements.
Estimated cost information must be sent to the Finance Department/Parchasing
Division. Upon approval by the PRC, travel plans may be made. PRC

numbers must be noted on expense reports and ivoices submitted for payment or
reimbursement.

Existing City purchasing policies and procedures must be followed when obtaining
cost estimates, and making arrangements associated with travel. See Municipal Code,
Chapter 2.60 regarding Purchasing polices and procedures.

A, Tran: tion.
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The following modes of transportation may be allowed for the purpose of fraveling on<-..

-+ Deleted:

City business:

1.  Air Travel. Allowance for air travel will be actual roundtrip via .

coach or tourist class accommodation. Rece1pts for air passage must be retained for
submission with the Travel Expense Report.

2. Personal car. With specific approval from the department head or
the City Manager, personal cars may be used for out-of-town travel. Reimbursement
shall be based on actual mileage used for the official travel. Any mileage used for
personal purposes or otherwise not directly related to official City business shall be
deducted from total miles traveled to arrive at the net reimbursable mileage.
Reimbursement shall be at the prevailing IRS standard mileage rate.

When use of a personal vehicle is authorized, individuals shall adequately account for
their use of the personal vehicle on a daily basis on the Travel Expense Report. Total
reimbursable transportation expense through use of a personal car shall in no case

exceed the allowable expense of transportation by air when one is available to such
destination.

3. City-owned vehicle. Use of City-owned vehicle shall be
anthorized when this mode of transportation can be demonstrated as the most
economical means available. For determining advisability of usage, employees shall
be supplied with estimated cost of travel via a City-owned vehicle by Public Works
upon request. Use of a City-owned vehicle shall not be authorized when the
estimated cost exceeds the authorized cost of air travel,

When use of a City-owned vehicle is authorized, individuals shall adequately account for
their use of the City-owned vehicle on a daily basis in the Travel Expense Report.
Individuals shall be charged at the prevailing IRS standard mileage rate for every mile of
personal use of the City-owned vehicle. The cost of personal use of a City-owned
vehicle shall be deducted from the total allowable travel expenses.

Individuals who_experience car trouble with a City-owned vehicle while on out-of-
town travel, should comntact the Public Works Department as soon as possible for
direction. If it is afier work hours or on the weekend. contact the Police Department
Dispatch at (619) 336-4411, and they will get in touch with Public Works staff, All
receipts for such repairs must be ed by Public Wc -
forwarded to Public Works for approval prior to reimbursement, In the event of an
cident while using a City-owned vehiclc the traveler should refer to the *Accident

B. Leodging.

1. General provisions. Reimbursement will be made for the cost of
lodging required 1o conduct the assigned City business. Dated receipts and meeting
and travel schedules must be retained for submission with the Travel Expense Report.
Lodging will be allowed for the night prior to the commencement of the meeting if
the time set for the start of the meeting requires the individual to leave home prior to
6 a.m. of the day of the meeting. Lodging will be allowed for the night following the
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meeting if the employee could not have arrived home prior to 12:00 midnight
following the meeting.

Lodging in connection with separate, consecutive meetings or conferences shall be

permitted if it is less costly than returning to the city for the nights between the
meetings.

In instances where an individual has the option to travel by air and the individual
opted to travel by car, reimbursement for lodging shall be allowed on the same basis
as if the individual traveled by air.

2. Rate of reimbursement. Lodging reimbursement shall be based on
the single room rate charged at the headquarters hotel for the conference or the hotel
most proximate to the site of the meeting. If the hotel has different rates for single
room accommodation, the individual shall be entitled to reimbursement for no more
than the second least expensive rate. In the event the individual occupies a more
expensive room accommodation (e.g. multiple occupancy), they will be reimbursed at
the rate for single occupancy. The employee shall have the hotel indicate on the bill

whether the room is for single or multiple occupancy and the equivalent single

occupancy rate if the accommodation is other than single occupancy. If the rate for

single occupancy cannot be verified from the bill or receipt, the individual shall be
reimbursed at 80% of the rate indicated on the bill.

C.  Meals. Reimbursement for meals shall be on the basis of actual cost. All
meal receipts must be retained for submission with the Travel Expense Report.

Receipts must be detailed and itemized showing exactly what was ordered. Credit
card receipts will not be accepted for purposes of reimbursement.

&g claim reimbursement, travel commencement and termination times must be

accounted for. Reimbursement for breakfast is not allowed on the day of departure
unless the trip starts prior to 7:00 a.m. Reimbursement for dinner is not allowed on
the day of return unless the trip ends later than 8:00 p.m.

D. Registration Fees.

Fees charged for registration at a conference or meeting which an individual is
authorized to attend are reimbursable. Receipts or other acceptable evidence of the
amount of the fees, such as a copy of the conference program/invitation setting forth
the fee rates, shall be retained for submission with the claim form.

E. Incidental Expenses.

i Taxi and Bus Fares. Reimbursement will be allowed for taxi, bus--.

fare or other transportation costs when such transportation is necessary in the conduct
of City business. Receipts must be provided for these expenses, regard
Such expenses shall be itemized on the Travel Expense Report,

2. Communications. Telephone and telegraph charges will be
reimbursed for official calls and wires only. Unofficial calls charged to the hotel bill
should be identified and deducted from the total hotel bill.
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3 Parking, garage, and toll charges. Parking, garage, and toll
expenses will be reimbursed when an automobile is used for transportation._Receipts
must be submitted for reimbursement.

4, Tips, gratuities, and services fees. Customary tips of up to 20
percent will be permitted on reimbursable items. Tips shall be itemized on the claim
form.

5. Miscellaneous. All items of expense not included in any of the other
categories but which nonetheless can be clearly identified as incidental to the

undertaking of Cjty business shall also be allowed reimbursement. Receipts for these .-

ifems must be submitted. Examples of such expenses are ‘public stenographer fees,

duplicating expenses and the cost of publications of value to, the City being

distributed at conference,

F. P.O.S.T. Expenses.

Expenditures in training Police Department personnel under the P.O.5.T. Program
shall be authorized and reimbursed by the City in accordance with established
P.O.S.T. guidelines. In case of conflict between the P.O.S.T. guidelines and this
policy, the P.O.S.T. guidelines shall prevail but only in the case of expenditures
properly reimbursable under the P.O.S.T. Reimbursement Program.

G. Cash Advance.

1t is encouraged that individuals use their own money or credit cards to finance the
trip and then claim reimbursement upon their return.

If in the judgment of a department manager, estimated expenses for a contemplated

out-of-city travel are, too high to expect the individual to finance the trip and be .
reimbursed upon their return, the department manager may authorize advance

payment or a maximum of $200 to the employee. An advance in excess of $200 must
have the approval of the City Manager.

Approval of cash advance does not constitute approval for expenditure of the amount so
advanced. All actnal expenditures must be justified and approved based on limits and

allowances set by this policy.

0. Procedures .

A. Reimbursement of Business Travel Expenses.

The individual shall submit a signed Travel Expense Report to the department
director after completion of travel. Such report shall show the details of official
business expenses incurred and should be accompanied by supporting documents
required under this policy. The department director shali review the report for
compliance with this policy and affix their signature to signify approval. The Travel

Expense Report must be forwarded to the Finance Department within three 3) . -
working days upon return.  City Council members and members of boards and
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commission shall submit the Travel Expense Report to the City Manager for
approval.

B. Air
Allowance for air travel will be actual round trip via coach or tourist class
accommodation. Travel Expense Reports will be accompanied by air passage receipts
when filed.

C. Personal Car.

Individuals shall account for use of their vehicle on a daily basis through use of a
Travel Expense Report, which is to be submitted when filing a claim.

D. City-owned Vehicle.
Authorized personal use of a City vehicle will be accounted for on a Travel Expense
Report, which will be submitted when filing for reimbursement. Individuals will be

charged the prevailing IRS standard mileage rate for each mile, and shall be deducted
from the total allowable travel expenses.

Emergency repair receipts must be submitied to Public Works for approval prior to
reimbursement.

E. Lodging.

Receipts indicating date and occupancy status, accompanied by meeting and travel
schedules much be submitted with the Travel Expense Report when filing a claim.

F. Meals
All meal receipts will be submitted with the Travel Expense Report. Receipts must, _--{ Deleted:
be detailed and jtemized. showing exactly what was purchased (not just credit card ~{ Delebed: should

receipts). ,

G. Registration Fees.

Receipts, or other acceptable evidence of the amount paid, must be submitted with the
Travel Expense Report.

H. Incidental Expenses.

Incidental expenses (except for alcohol. entertainment. and items for persomal use)
shail be itemized on the Travel Expense Report, and receipts shall be provided,

1. Cash Advance.

Approved requests for travel advanccs shall be submitted to the Finance Department
at least ten (10) working days before the start of travel. Funds will be released no
earlier then three (3) working days prior to the trip departure date.
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LCity staff members occasionally attend job-related training and conferences upon s

approval of the City’s Purchasing Review Committee (PRC). Job related

often, required by state mandates. In order to make airline and hotel reservations, a__ i

credit card number must be prov1ded to guarantee the reservations.

adhere to the City’s Credit Card Policy (Administrative Policy #3.14),

Per Administrative Policy #3.14: Credit cards may never be used to circumvent
established competitive purchasing procedures,_er dollar Hmits esizmsued ay h 1
City’s Municipat Code, City Crdinances or Purchasing Division procedurss.  Credit _
cards shall only be used fc pay. for “PRC” authorized travel and training_ expenses. .’

Individuals may not use City credit cards for personal expenses even if the intent is to
reimburse the City later. _See Administrative Policy 3.14 for carmiete jules and

details, ...

Supimary

This Policy cannot cover every issue, exception or contingency that may arise in
obtaining reimbursement for travel and training expenses incurred in the performance
of official duties, and in the use of City credit cards.

Individuals are expected to exercise good judgment and show proper regard for

economy when traveling in conjunction with official City business. Any expense for

which an individual requests reimbursement should directly and manifestly relate to

the conduct of City business and, in the event of an audit, should leave no doubt that

such expenditure was pre-approved by the Purchasing Review Committes, and is in

fact reasonable and necessary in the conduct of City business. Accordingly, the basic
Page6of 7,
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standard that should always prevail is to use common sense and good judgment in the
use and stewardship of City resources.

This Policy shall supersede all previously-adopted policies and procedures pertaining
to reimbursement for travel and training expenses and to the nse of City credit cards,
including Instruction Nos. 3.03, 3.04, 3.05 and 3.14 of the City Administrative Manual.
This Policy satisfies the requirements of Government Code Sections 532322 and
53233.3.

Related Policy References
Government Code Sections; 53232.2, §3233.3, 53233.4
Assembly Bilt 1234

City Administrative Manual Policies 3.03, 3.04, 3.05.3.14
Municipal Code, Chapter 2.60

Forms:
Travel Expense Report: available from the Finance Department or the City’s &eooees { Formatted: Indent: First line: 042" ;

Iniranet site.
Credit Cardholder Use Agreement: available from the Finance Department

Prior Policy Amendments
September 19. 2006
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Reimbursement for Expenses Incurred in POLICY #109
The Performance of Official Duties
ADOPTED: September 19, 2006 AMENDED/REVISED: 9/19/06
Purpose

Government Code Sections 53232.2, 53233.3, and 53233.4, enazﬁ%ed pursuant to AB
1234, require the governing body of a local agency to adopi a written policy
addressing reimbursement for travel and training expenses ifégirred in''the
performance of official duties. The City Council deeiis; it desirablé-to. adopt a
uniform policy applicable to City employees, board angd “edinmission members,
members of the City Council and other elected offidials, govérning reigibursement for
such expenses. Ed
o

The purpose of this administrative policy is 1o -establish unfform policies and
procedures concerning expenses incurréd by rrembers of the City Council, board or
commission members, and City e:gplé?‘e@while traveling or attending events on City

business. &Y, L
i 4 Kﬂa@? ) &
1 N & = e e =
I. Policy i A O

A City Councilmembeg;. &eleé“{gqf_ official, board or commission member or City
employee who is requlreﬂ"é@u‘a\:rqﬁn the: performance of their duties or to attend an-
authorized meeting, conferciige. or seminar which is of direct benefit to the City shall
be reimbursed for 'rpasonablé"@ggnses incurred, including transportation, meals,
lodging and other incidental expeftses directly related to such official City business.

A

Expefises syt ifically disallowed for reimbursement include purchase of personal use
iterps, alcoholi¢ beverdges and entertainment. Expenses incurred by members of the
emﬁipyee’s famﬁy arenot reimbursable, except in the case of executives, board and
commgigsion members, City Councilmembers, or elected officials, the incremental cost
of a degble ogélipancy room accommodation at meetings with formal spouse
programs 1S Téimbursable.

A. Transportation.

The following modes of transportation may be allowed for the purpose of traveling on
City business:

1. Air Travel. The City shall obtain an exclusive travel management
company for the Ctiy’s air travel requirements to better monitor air travel costs, to
simplify procurement of air passage and to avail of discounts when available. The
Purchasing Department shall periodically obtain proposals for an exclusive travel
management services, evaluate the proposals and make a recommendation for
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Council approval. Upon selection of an exclusive travel management company,
individuals shall purchase plane tickets from such specified travel agency.

Allowance for air travel will be actual roundtrip via coach or tourist class
accommodation. Receipts for air passage must be retained for submission with the
Travel Expense Report.

2. Personal car. With specific approval from the department head or
the City Manager, personal cars may be used for out-of-town travel. Reimbursement
shall be based on actual mileage used for the official travel. Any mileage used for
personal purposes or otherwise not directly related to official City business shall be
deducted from total miles traveled to arrive at the net reimbursable mileage.
Reimbursement shall be at the prevailing IRS standard mileage r@@b

When use of a personal vehicle is authorized, individuals shall adequefﬁgiy accoungt:for
their use of the personal vehicle on a daily basis on flte, Expense Raé.@rt él’otal
reimbursable transportation expense through use of a pef‘sonﬁ gar shall frno case
exceed the allowable expense of transportation by**an when: onc&st@ﬁaﬂ?a e to such
destination. 4 i

3. City-owned vehicle. .« Use - of Clt}( ownad vehicle shall be
authorized when this mode of trang;aértatmﬁ cani be dmonstrated as the most
economical means available. For dete mg adwsablhty of usage, employees shall
be supplied with estimated cost of travel via a City-owned vehicle by Public Works

upon request. Use of a City-ownéd vehiqle shall not be authorized when the
estimated cost exceeds the authonzed cé@t of Maﬁ“el

When use of a City-owned vehlgle is authonzgd 1nd1v1duals shall adequately account for
their use of the C1ty-0\\m§d vehidle.on . a¢daily basis in the Travel Expense Report.

Individuals shall be charged‘%@ the preva‘flmg IRS standard mileage rate for every mile of
personal use of the \Caty-owneQ vehicle. The cost of personal use of a City-owned
vehicle shald be;deducted from thétotal allowable travel expenses.

ual’s.agig auih@\l\:;zed to pay for emergency repairs of a City-owned vehicle while
on "ut-of -town @ravel.” Adl'receipts for such repairs must be retained and forwarded to
Pul%g,c Works fon‘approval prior to reimbursement.

\ ‘.}f

1. General provisions. Reimbursement will be made for the cost of
lodging required to conduct the assigned City business. Dated receipts and meeting
and travel schedules must be retained for submission with the Travel Expense Report.
Lodging will be allowed for the night prior to the commencement of the meeting if
the time set for the start of the meeting requires the individual to leave home prior to
6 a.m. of the day of the meeting. Lodging will be allowed for the night following the
meeting if the employee could not have arrived home prior to 12:00 midnight
following the meeting.
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Lodging in connection with separate, consecutive meetings or conferences shall be
permitted if it is less costly than returning to the city for the nights between the
meetings.

In instances where an individual has the option to travel by air and the individual
opted to travel by car, reimbursement for lodging shall be allowed on the same basis
as if the individual traveled by air.

2. Rate of reimbursement. Lodging reimbursement shall be based on
the single room rate charged at the headquarters hotel for the conference or the hotel
most proximate to the site of the meeting. If the hotel has different rates for single
room accommodation, the individual shall be entitled to reimbursement for no more
than the second least expensive rate. In the event the individual. occupies a more
expensive room accommodation (e.g. multiple occupancy), they ﬁl be reimbursed at
the rate for single occupancy. The employee shall have the hotel Wiglicate on the bill
whether the room is for single or a multiple occupancy and the eqﬁiyalent sitigle
occupancy rate if the accommodation is other than singl&oecupancy. 1 the rdfé for
single occupancy cannot be verified from the bill or recéipt,'—"i;‘hel individual shall be
reimbursed at 80% of the rate indicated on the bill,,7 ‘; s N

o ‘rg;«‘-v_\_ _’;’s;,f_‘" w
City Councilmembers, board and commission mcmhe“rsé,‘;‘g:lectei‘i= officials and executives

may be reimbursed at the double occupancy. faé when aceompanied by their spouses to
conferences with a formal spouse progras. S, ey,
FUIE G N

C. Meals. Reimbusement for meals shall be:on. the basis of actual cost. All

meal receipts must be retained for suBin‘ifsfsioﬁ@\w;m thefTravel Expense Report.
£ A

In the event an individual se@g,ing reimbligsement is unable to submit meal receipts,
reimbursement shall b¢ at the prevailing IR® standard daily meal allowance rate. If
meals are included in th registraijn fog pr*when three meals are not required during
partial days of trayel, the prévailing TRS standard daily meal allowance rate shall be

broken dowgaécor‘di@g to thef@howmg percentages:

G ;
For m\**f@ﬂ&pa‘tmq régarding the current prevailing IRS standard daily meal allowance
rate, the Finaniée Director should be consulted.

In claiming reimbursement, time of commencement and termination of travel need to
be accounted for. Reimbursement for breakfast is not allowed on the day of departure

unless the trip starts prior to 7:00 a.m. Reimbursement for dinner is not allowed on
the day of return unless the trip ends later than 8:00 p.m.

D. Registration Fees.

Fes charged for registration at a conference or meeting which an individual is
authorized to attend are reimbursable. Receipts or other acceptable evidence of the
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amount of the fees, such as a copy of the conference program/invitation setting forth
the fee rates, shall be retained for submission with the claim form.

E. Incidental Expenses.

1. Taxi and Bus Fares. Reimbursement will be allowed for taxi, bus
fare or other transportation costs when such transportation is necessary in the conduct
of City business. No receipts need be provided for such expenses, except for

individual charges exceeding $10.00. Such expenses shall be itemized on the Travel
Expense Report.

4

2. Communications. Telephone and telegraph 2icharges will be
reimbursed for official calls and wires only. Unofficial calls chargcd“tgé thc hotel bill
should be identified and deducted from the total hotel blll‘ B

1"-'

b e

,_‘{‘ y

3. Parking, garage, and toll chdrges. Parkm'g« g&rage and toll

expenses will be reimbursed when an automobile is‘;*@cd for trafisportation.
\ ‘ e
4. Tips, gratuities, and Mwﬂs feas. Customary tips of up to 20

percent will be permitted on relmbursabie 1'cemgT T“ps “siiail ‘be itemized on the claim
form. b 3

:g', e,

5. Miscellaneous? “All 1fems o\f\expensemot included in any of the other
categories but which nonethelcss can be clearly identified as incidental to the
undertaking of city business shall also be‘a@nwed reimbursement. Examples of such
expenses are public <steno 1 pher fees, °duphcat1ng expenses and the cost of
publications of value ot thg clty dls,tmsbuted at conference.

e Sl

F.

Expendlturcs in ammg,Behcc Departmcnt personnel under the P.O.S.T. Program
shall ‘be awth(mzed Jand reimbursed by the City in accordance with established
P.OS.T. guldﬁlmes @ €ase of conflict between the P.O.S.T. guidelines and this
pol;cy, the P.O8.T. guidelines shall prevail but only in the case of expenditures
propeﬂy reunburseable under the P.O.8.T. Reimbursement Program.

G @as'h Advancc

It is encouraged that individuals use their own money or credit cards to finance the
trip and then claim reimbursement upon their return.

If in the judgment of a department manager, estimated expenses for a contemplated
out-of-city travel is too high to expect the individual to finance the trip and be
reimbursed upon their return, the department manager may authorize advance

payment or a maximum of $200 to the employee. An advance in excess of $200 must
have the approval of the City Manager.
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Approval of cash advance does not constitute approval for expenditure of the amount so
advanced. All actunal expenditures must be justified and approved based on limits and
allowances set by this policy.

II. PROCEDURES

A. Reimbursement of Business Travet Expenses.

The individual shall submit a signed “Travel Expense Report” to the department
director after completion of travel. Such report shall show the details of official
business expenses incurred and should be accompanied by supporting documents
required under this policy. The department director shall review the report for
compliance with this policy and affix their signature to signify ayp%pvﬂ The “Travel
Expense Report” must be forwarded to the Finance Departmerit: within three (3)
working days upon return. City Councilmembers and members“gf. boards: and

commission shall submit the Travel Expense Report” t@ the Clty ‘Managﬂr for
approval. *

B. Air.

Allowance for air travel will be actwal m!mmp wa ooa;ﬁh or tourist class

accommodation. Travel Expense Repozf’s will he acoompamed by air passage receipts
when filed. < i, ~

T i o “"-;:,_‘_;,-
C. Personal Car. e , W 7

i‘ 4.'-"., e '._.A,‘J

Individuals shall account for nse of theﬁ* vehlcl% on a daily basis through use of a
Travel Expense Report, whlchis to be submﬁted when filing a claim.

2

D. City-g Vc}n i
é;‘f- ﬁﬁmﬁf ‘Ei%’ N
Authorized* ‘personal use of a Cltyfvemclc will be accounted for on a Travel Expense
Report,_whlch willbé submitted when filing for reimbursement. Individuals will be
E@mvaﬂ‘k%g IRS standard mileage rate for each mile, and shall be deducted
‘aﬁﬁwaﬁi@t{avel expenses.
% ¥

Receipts indicating date and occupancy status, accompanied by meeting and travel
schedules much be submitted with the Travel Expense Report when filing a claim.

F. Meals

All meal receipts will be submitted with the Travel Expense Report. If unable to

submit receipts, the prevailing IRS standard daily meal allowance rate shall be
reimbursed.
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G. Registration Fees.

Receipts, or other acceptable evidence of the amount paid, must be submitted with the
Travel Expense Report.

H. Incidental Expenses.

Incidental expenses shall be itemized on the Travel Expense Report, and receipts shall
be provided when appropriate and possible.

I. Cash Advance.

Approved requests for travel advances shall be submitted to the ﬁnancc Department
at least ten (10) working days before the start of travel. Funds 3 w:ﬁ‘il be releaségl no

earlier than three (3) working days prior to the trip departure date. % t |
The Fianance Department shall deduct from the total expcx;ses clalmed mwpmse
item found to be inconsistent with this policy, and shall furmish thee- ayee with an

itemized list of items disallowed. Any amont duc the emoployée shall e paid within

ten (10) working days from receipt by the Flnance Department of the Travel Expense
i e F S
A* gy Fm s

RN L

Attachement: Travel Expense Repo’rt*géappendlx “A”)

3t p ST
Bk i '.‘ .

III. Altemative Proof of Pavment for Trammg Expegse

“

A. Individuals penodwally request alternatwe proof of payment methods for

reimburseable trammg,«evxpenses (i.e., reglstnauon/tmtlon fees), advanced, when receipts
or cancelled checks are ntiﬁm(allablc _—

B. Asan excep’tlon onlywhen receipts are impractical to obtain, a combination
of: #3 “- P .i,

g Course announcement specifying the amount of fees, and
4 P g

.'"

4 2 %A document issued by the training institution indicating attendance
or cog&pletlon of tige course by the employee

"‘I;‘(z--,‘ M
e }’-

“Tn*ay be used in place of receipt/cancelled check for reimbursemetn
purposes.

IV. Use of City Credit Card.

This Section establishes the City’s basic policies and procedures for using credit cards

in making service purchases on behalf of the City and payng for travel expenses when
on City business.

Every year, City staff attend job-related training and conferences, which are usually
required by state mandates. In order to make airline and hotel reservations, a credit
card number must be provided to guarantee the reservations.
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A. Statement of Policy.

1. Finance will issue City credit cards to designated individuals as
approved by the City Manager, or his’her designee. The set credit card limit is
$5,000. The City Manager may also set “per transaction” limits at his/her discretion.

2. Credit cards may never be used to circumvent established
competitive purchasing procedures.

3. Credit cards shall only be used in paying for authorized travel and
training expenses.

Credit cards shall be checked out from an assigned department repmntaﬁve before
travel/training, and the card will be returned after each use. The crﬁii card 1s ;lot
approved for permanent placement with an individual.

\ C -:{,

ing perﬁ@nal expenses on City
el 01 tm% thy s L1v11 Service

will result in disciplinary actlon up to andfinclu

- ‘. U,
»’—f,—?i"’"‘“ L "a‘ *::‘f' 1 "‘{‘{‘%‘){f
PN ko W
£ .

1. Cardholder. Pu@hase services on behalf of the City in
accordance with these gmdélmes Coll'e@t and surrender to the City Manager or
his/her designee all traagsg,ptloﬁ? peeipts.

2. City'Managder o;,,D,qgi%nee Authorize issuance of credit cards
and set credit limits; dcvclog and implement departmental procedures to ensure that
payments aremppro sately revigwed and approved, processed in a timely manner and
that all supporting d cumentatmn is retained, reconciled to monthly statements and
attached to 'u,u' !&Lﬁ@hﬂm‘ and oversee implementation of these guidelines.
Implémeﬁfsﬁa to insure that credit cards will be kept in a secure area when

not‘m use by (mgdh ‘%‘Sﬁ‘NOtlfy Finance Department of all changes in cardholders.

k‘\i;“ 3. \' Fmance Department. Establish relationship with issuing bank,
issue c@@ cardé as requested by City Manager or his/her designee in accordance
with these ptiidelines; process credit card payment vouchers in accordance with the
City’s accounts payable policies and procedures; ensure that the monthly statement is
paid in full on a timely bases; help resolve billing disputes; replace lost or stolen
cards; and maintain an accurate list of all current cardholders.

%.

B.. Responsibilities.

4, Human Resources Department. Retrieve credit cards from
employees separating from the City.

C. Procedures
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1. Requesting Credit Cards. After first obtaining the approval of the
City Manager or his/her designee, department heads should submit credit card
requests to Finance via memorandum or email to approve credit card limits.

2. Criteria.  Credit cards will only be issued to designated
individuals. Department heads should consider the following factors in obtaining
credit cards approved from the City Manager or his/her designee:

. Ability to hold the individual accountable for purchases
made on the credit card.

. Department heads should consider added discretion in
authorizing designated individual’s use of credit card and the increased potential for
abuse in approving credit cardholders. %

.

3. Cardholder Agreement. Before receiving a credit card, an
individual will sign a “Credit Cardholder Use Agreement® (Appendix *B”) $etting
forth the individual’s obligation under this program. S e

4, Timely Payment. Withiin™, their fésﬁectivé}‘- ‘departments,
department heads are responsible for ensuring that each credit\card statement (along
with appropriate supporting documentation. fegatieiled to the staté;iﬁ‘ént) is submitted to
Finance for payment in a timely manner:’ An}‘l@tc processing by a cardholder will be
brought up to the department head’s attention, arid after review of circumstances, the
Director of Finance will recommend to ?hg departinent head appropriate follow-up
action, including cancellation of card , privileges. /' In such circumstances, the
department head should alsb considef. impositiori of disciplinary action on the
cardholder. - W ""*xi_"\' L

5. Disputed Charges. Cardholders are responsible for ensuring that
vendor and issuing bank _ﬂé\fﬁéﬁf@ﬁ,ﬁ?_@;f mmediately of any disputed charges.
Departments shomld. pay the: statemeit in full, including disputed amounts, to avoid
finance charge§ andite fees; when resolved, this will result in a credit to the account
on the next«'ﬁmgg}g Jatement. ;i;-;

78, "§tandard Process for Payment. The City’s standard accounts
paygble systemn will bé«(@g@d in processing monthly credit card statements for payment.
Supporting docuﬁ;a;qntat_;iﬁn for credit card payments should be the same as for any
othei%f.-aggounts payable item. This means that original invoices (or receipts) along
with gr@“iﬁ, card receipts must be retained, reconciled to the credit card statement and
attached to-thepayment voucher.

7. Credit Card Processing Fees. There will be a nominal

processing fee by the issuing bank. This charge is the department’s cost
responsibility.

8. Lost of Stolen Cards. Cardholders are responsible for ensuring
that the issuing bank and the Department of Finance are notified immediately if the

card is lost or stolen. Failure to do so.may result in making the cardholder
responsible for any fraudulent use of the card.
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9. Disciplinary Action. Within their respective departments,
department heads are responsible for all disciplinary action surrounding misuse of
credit cards, including requesting cancellation of card privileges.

10. Return of the Card Upon Request or Termination,
Cardholders will immediately surrender their credit card upon request of their
department head. The Human Resources Department is responsible for retrieving the
credit card when an employee separates from the Clty Use of the credit card for any
purpose after its surrender or employee termination is prohibited.

SUMMARY

This Policy cannot cover every issue, exception or contmgency that may arise in
obtaining reimbursement for travel and training expenses incurred in the perfonn@nce
of official duties, and in the use of City credit cards.

Individuals are expected to exercise good judgment ana"' shew proper "I:eg'ard for
economy when traveling in conjunction with official City busme A;y gxpense for
which an individual requests reimbursement should: directly #pd manifestly relate to
the conduct of City business and, in the event of an audit, should leave no doubt that
such expenditure is in fact reasonable and. necessary in the conduet of City business.
Accordingly, the basic standard that should always prevail 1$ to use common sense and
good judgment in the use and stewardship @f C1ty resources.

This Policy shall supersede all prekusly-ad(mted poheles and procedures pertaining
to reimbursement for travel and training expenses and to the use of City credit cards,
including Instruction Nos. 3.03, 3.04, 3.05'and 3.14 of the City Administrative Manual.

This Policy satisfies the requircments of Govemment Code Sections 53232.2 and
53233.3. e :
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Display of Flags POLICY #110

ADOPTED: July 14, 1987 ] AMENDED:

Purpose -

To establish a policy regulating when the flag of the United States: the flag of the State of
California and the flag of the City of National City should be flown at half-staff. This
policy shall also establish guidelines governing the ﬂymg ef%@ followmg flags on City

property:

Permanent Flags N
United States of America éii}‘i: -
State of California O
City of National City

Ceremonial Flags
Army.

Navy

Marine Corps
Air Force o i
United States Coast Guard % o
POW o s L
Army Retired -
NavyRetired  “¢i
AlI"FﬂMG‘rmmd .

World War I‘fef'ammem‘ag:atlvc

»}”_quean War Vete:rans ey

flags.
1)
2)
3)
4)

5)

The flags w111 be displayed from sunrise to sunset unless properly lit.

The flags will be hoisted briskly and lowered ceremoniously.

The flags will not be displayed on days when the weather is inclement, except
when an all-weather flag is displayed.

When flying the flags at half-staff, the flags will be hoisted to the peak for an
instant and then lowered to the half-staff position.

The City Manager is authorized to display at aii City buildings the United States
flag at half-staff in accordance with the rules set forth below and at such times as
may be prescribed by the President of the United States, the Governor of the State
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TITLE: Display of Flags POLICY #110

ADOPTED: July 14, 1987 AMENDED:

of California, or the Mayor of the City of National City with the concurrence of the City
Council.

a) Thirty days from the death of a President or former President

b) Ten days from the day of death of a Vice-President, Chief Justice of the
United States or a Speaker of the House of Represéh"taﬁyes

¢) The day of death and on the following day fgi‘ a United States Senator or
Representative, the Governor of the State of Cahforma, and any elected
official of the City of National City.

d) On the closest working day to the datp of mternment fqr an employee of the

City of National City. ‘ \
6) The flags will be flown at half-staff o the »Eallowmg days h
a) Memorial Day until noon ik

b) Patriot Day, September 11

When flying the flags at half—staff the flags wﬂl Qe heisted to the peak for an
instant and then lowered to th¥’ haH‘ s‘taﬁ‘ posmon y

7) At Kimball Bowl; the United States, State of Cahforma, and the City of National
City flags will’ be flown. 24 hours, 7 days a week except in the case of inclement
weather. These flags shaii be lit durmg\mghttlme hours.

,‘ 5
el 'if -.' it

8) All City locatlons ,:_{ ‘have: £ Tags: wﬂl ﬂy the United States and the State of
California flags on the imhdays s Tisted below. In addition, the Kimball Bowl will
ﬂy ceremonial ﬂags on c@la;n hohdays as listed below:
"f___a) Inauguratlon Day— aédemgnated
b). President Day—- 3d Monday in February
) Arlned Forces Day- 3™ Saturday in May
d) Membiial Bay- the last Monday in May
€) Flag"Day— June 14
f) Independence Day- July 4
g) Labor Day- 1* Monday in September
h) California Admission Day- September 9
i) Patriot Day- September 11
J} Veteran’s Day
k) Pearl Harbor Day- December 7
1) Other days that may be proclaimed by the President of the United States, or
the Governor of the State of California

9) The following departments are responsible for raising and lowering the flags at the
listed locations:

Page 2 of 3




TITLE: Display of Flags POLICY #110

ADOPTED: July 14, 1987 AMENDED:

a) Las Palmas Park/Pool- Recreation Department

b} Library-Public Works Department

¢} Civic Center-Public Works Department

d) Police Department-Public Works Department

e} Fire Department (Stations #15 and #10)- Fire Department
f) Kimball Bowl-Public Works Department AR

g) Las Palmas Snack Bar- Sports Teams using ﬁeldsi

h) Kimball Recreation Center (south side)- parkﬁ Digision

10) The Public Works Department shall assume r&sponmbllltﬁ‘ffor the display of
ceremonial flags at Kimball Bowl.

Related Policy References
Flag Code: California State Governor - .

Flag Code: Office of the President of the Uted States

Prior Policy Amendments
December 2, 2008
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Display of Flags ' POLICY #110

ADOPTED: July 14, 1987 AMENDED: .

Porpose
To establish_a pelicy regulating when the flag of the United States, the flag of the State of
California and the flag of the City of National City should be flown at half-staff, This
policy shall also establish puidelines governing the flying of the following flags on Clg
property:

Permanent Flags
United States of America

State of California
City of National City

Ceremonial Flags

Army

Navy

Marine Corps

Air Force

United States Coast Guard
POW

Army Retired

Navy Retired

Air Force Retired

World War I Commemorative
Korean War Veterans
Vietnam Veterans

Policy
The City of National City observes the following protocol with respect to the display of the
flags.

1) The flags will be displayed from sunrise to sunset unless properly lighted

2) The flags will be hoisted briskly and lowered ceremoniously.

3) The flags will not be displayed on days when the weather is inclement, except
when an all-weather flag is displayed.

4) When flying the flags at half-staff, the flags will be hoisted to the peak for en
instant and then lowered to the half-staff position.

5) The City Manager js authorized to display at all City buildings the United States

flag at half-staff in accordance with the rules set forth below and at such times as “

may be prescribed by the President of the United States, the Govemor of the Siate

of California, or the Mayor of the City of National City with the concumrence of the .

City Council.
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a) Thirty days from the death of a President or former President

b) Ten days from the day of death of a Vice-President, Chief Justice of the
United States or a Speaker of the House of Representatives.

¢} The day of death and on the following day for a United States Senator or
Representative, the Governor of the State of California, and any elected
official of the City of National City.

d) On the closest working day to the date of internment for an employee of the
City of National City.

6) The flags will be flown at half-staff on the following days:
a) Memorial Day until noon
b) Patriot Day, September 11

When flying the flags at half-staff, the flags will be hoisted to the peak for an
instant and then lowered to the haif-staff position.

7) At Kimball Bowl, the United States, State of California, and the City of National
City ﬂags will be flown 24 hours 7 days a wcek, except in the case of inclement

,--'{ Deleted: ghted

8) All City locations_that_have flags, will fly the United States and the State of

Callfomxa ﬂags on the hohdays hsted below In addltlon ‘the Kimball Bowl will

-1 Deleted:

LN

-1 Deleted: other

Lt

a) Inaupuration Day- as designated,

b) President Day- 3™ Monday in February

c¢) Armed Forces Day- 3™ Saturday in May

d) Memorial Day- the last Monday in May

e) Flag Day- June 14 . m mE =
f) Independence Day- July4, D
g) Labor Day- 1" Monday in September

h) California Admission Day- September 9

i) Patriot Day- September11,
j) Veteran’s Day,

k) Pearl Harbor Day- December 7

I) Other days that may be procla:med By the President of the United States,or -

the Governor of the State of California

9) The following departments are responsible for raising and lowering the flags at the
listed locations:
a) Las Palmas Park/Pool- Recreation Department
b} Library-Public Works Department
c) Civic Center-Public Works Department
d) Police Department-Public Works Department
€) Fire Department (Stations #15 and #10)- Fire Department
f) Kimball Bowl-Public Works Department
g) Las Palmas Snack Bar- Sports Teams using fields
h) Kimball Recreation Center (south side)- Parks Division

10)The Public Works Department shall assume_responsibility for the display of .-

ceremonial flags at Kimball Bowl,
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Related Policy References
Flag Code: California State Governor

Flag Code: Office of the President of the United States, __{Deleted: nonc

Prior Policy Amendments
December 2, 2008
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Display of Flags POLICY #110

ADOPTED: July 14, 1987 AMENDED/REVISED: December 2, 2008

Purpose
To establish guidelines governing the flying of the following 15 flags:

United States of America
State of California

City of National City
Army

Navy

Marine Corps

Air Force

United States Coast Guard
POW

Army Retired

Navy Retired
Air Force Retired L N
World War II Commemorative .. oo ""i;
Korean War Veterans 4
Vietnam Veterans

Policy CoEm N
The City of Natiénal Cigy observ&@%iollowing protocol with respect to the display of the
flags. il 4 ¥

® I e

1) #he flaggwill be displayed from sunrise to sunset unless properly lighted

2)- The flagsgl] be ilsted briskly and lowered ceremoniously.

3Y¢The flags wfll not be displayed on days when the weather is inclement, except

‘%en an all-Weather flag is displayed. '

4) TheGity Minager is authorized to display at all City buildings the United States
flag af Ralf-staff in accordance with the rules set forth below and at such times as
the President of the United States, the Governor of the State of California, or the
Mayor of the City of National City may, with the concurrence of the City Council,
prescribe such action.

a) Thirty days fro the death of a President or former President

b) Ten days from the day of death of a Vice-President, Chief Justice of the
United States or a Speaker of the House of Representatives.

¢} 'The day of death and on the following day for a United Siates Senator or
Representative, the Govemor of the State of California, and any elected
official of the City of National City.
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d) On the closest working day to the date of internment for an employee of the
City of National City.

5) The flags will be flown at half-staff on the following days:
a) Memorial Day until noon
b) Patriot Day, September 11
¢) When flying the flags at half-staff, the flags will be hoisted to the peak for
an instant and then lowered to the half-staff position.

6) At Kimball Bowl, the United States, State of California, and the City of National
City flags will be flown 24 hours, 7 days a week, except in the case of inclement
weather. These flags shall be lighted during nighttime hours. #

7) All locations will fly the United States and the State of Crma ﬂags& on the
holidays listed below. In addition, the Kimball Bowl w111 fly oth'@ ﬂags orycprtam

holidays as listed below: Wi
a) Inauguration Day— January 20® ‘““ S N
b) President Day- 3" Monday in February Y M
¢) Armed Forces Day- 3™ Saturday in May. (Ceremomal ﬂags w111 be flown at
Kimball Bowl) K
d) Memorial Day- the last Monday 1n May (Ceremomgi flags will be flown at
Kimball Bowl) i

YA

€) Flag Day- June 14 (Cerern

1) Independence Day- July 4
Bowl)

g) Labor Day- 1* Monday mSe@tember ¢’

h) California Admission Day- Séﬁtember 9

i) Patriot Day- Septcmber 11 (C«eremomal flags will be flown at Kimball
Bowl) i

j) Veteran’s Day (C ea:emomai ﬂags will be flown at Kimball Bowl)

k) gBearl Ha;bor Dayé @ecsmber 7 (Ceremonial flags will be flown at Kimball
Bewl) ;

1 1) Otlier daryé that may%e proclaimed by the President of the United States

al ﬂags will be ﬂown at Kimball Bowl)
':_,emomal ﬂags will be flown at Kimball

<’

g-f_‘

8); Thc fofBng departmcnts are responsible for raising and lowering the flags at the
imi*lsted locati@g &
a) Las Pglmas Park-Parks and Recreation Department
Librgty-Public Works Department
c '(Eﬁ%c Center-Public Works Department
d) Police Department-Public Works Department
e) Fire Department (Stations #15 and #10)- Fire Department
f) Kimball Bowl-Public Works Department

9) Upon establishment, the National City Military Affairs Advisory Committee shall
assume responsibility for the display of ceremonial flags at Kimball Bowl

Related Policy References
none
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Utilization of City Vehicles in Non-Safety POLICY #111 |
Related Capacities
ADOPTED: February 9, 1988 AMENDED:
£ "‘2‘-‘ <
Purpose oy
To establish guidelines for the utilization of city vehicles in sein-safety related capacities
including parades, funerals and other events. P

POliC! _ o

City vehicles may be made available for parades, funerals and other spééiﬁ--ﬁvcnts which
promote thie City of Nationai City or honor its employees or residents, Requests for such
use must be approved by the City Manager with the-exception of those activities directly
related to department operations, routine maintenance, ‘or road testing. The City Manager
shall notify the City Council when requiests are approved.” "

h SHLH
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Utilization of City Vehicles in AL ) (il POLICY #111
Related Capacities
ADOPTED: Fchruary 9, 1988 AMENDE! !

Purpose
To establish guidelines for the utilization of city vehicles in non-
mncluding parades, funerals and other events,

i related capacities

Policy
City vehicles may be made available for parades. funcrals and other special events which
promote the City of National City or honor its employees or . Requests for such
use must be I the City Manager, with the exception of those activities directly
related to department operations, routine maintenance, or road testing. |l ¢ ity Mama

1 {E1L 10 Ll |

Related Policy References
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: UTILIZATION OF CITY VEHICLES POLICY #111
IN NON-WORK RELATED CAPACITIES
ADOPTED: FEBRUARY 9, 1988 AMENDED/REVISED: 1/7/92
Purnose 2

%

To establish guidelines for the utilization of city vehicles in non-’@urk related capaclt:les
including parades, funerals and other events.

Policy ¢

City vehicles may be made available for parades and other sptgcml ev’mjas whlch promote
the City of National City or honor its employees or citizens. Reqmests forsuch use must be
presented to the City Council for approval with the exception of those activities directly
related to department operations, routine mmﬂtenme or J;oad tesh@g

Anyone requesting the use of a city” v

including the specific event application to th‘ma priate department at least 20 working
days prior to the application deadline. Thls appl:geatloneand all pertinent information shall

then be forwarded to the Clty Manager s mﬁce ‘fﬁr review and submission to the City
Council for conmderatlon &

All city incurred, dlrect com assobla!;ed with the use of the vehicle shall be identified or
estimated including, but not hm%ted to, entry fees, decorations, towing charges, and driver
salary costs. The oost‘mformatloh ‘will be submitted to the City Council for consideration
along with relevant data about the pﬁﬁposed use.

T e
S f

The S;ﬁgraveﬁ@m ].:::.ntggme shall be towed (trailored) to all events outside of the city limits,
unless spemal cn'@stances are found to exist.

d driver, i determined by the department which operates the vehicle, shall be
responsi ﬁar the vehlcle and shall remain with the vehicle at all times when participating
in an event oron public display. The operation of the parade vehicle, at all times, shall be
the sole responsibility of the driver. The driver shall not receive direction from anyone

regarding the operation of the vehicle, with the exception of an authorized public safety
officer.

Only city officials and employees of the City of National City and the current Miss
National City are permitted to ride on the vehicle. The City Council will have final
authority to designate all riders for the vehicle. Anyone riding on a city vehicle in a parade
shall board at a pre-determined staging area and obey the instructions of the driver.
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: UTILIZATION OF CITY VEHICLES

POLICY #111

IN NON-WORK RELATED CAPACITIES

ADOPTED: FEBRUARY 9, 1988

AMENDED/REVISED: 1/7/92

Related Policy References

National City Fire Department Operations Manual
National City Municipal Code, Chapter 2.12
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Document Reproduction POLICY #112
ADOPTED: October 17, 1989 AMENDED:
Purpose - ; 3
To ensure that the reproduction of public records is carried/gut in a unan manner
throughout all City Departments. b O »
. iy . ., - i .:

The City Manager shall establish an administrative pa':cedureﬁo enswthat @propnate
public documents are available to the public. The Manggey shall &lgh establish a
uniform fee schedule through an Administrative®oticy, ‘ME from !ﬁlu to time will be
adjusted for inflation and other impacting facm T

& | e ‘\ "':“-...

Related Policy References M o |
City Administrative Policy #3.02 “Décument Reprodumn Procedures and Fee
Schedule”.

Prior Policy Amendmengﬂ

None

.g "
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Document Reproduction POLICY #112
|
LADOPTED: October 17, 1989 AMENDED/REV]SED:
Purpose
To insure that the reproduction of public records is carried out. in a uniform manner
throughout all City Departments. Ve

The City Manager shall establish an administrative procedure to insure ’Ehat ap;,gropnate
public documents are available to the public. The City Manager ghall also establish a
uniform fee schedule, which from time to time 1s adjusted for mﬂmo‘n and other

impacting factors. iy ] i“
Related Policy References S [
City Administrative Policy #301 “Docume(nt Reproductlﬁn Pmaedures and Fee

Schedule”, o w_‘s,.". .

P
Ky
R,
G-
]
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Unauthorized Disclosure of Information POLICY #113
Revealed in Clgéqgl__.Sessions

| ADOPTED: March 12, 1996 AMENDED:

Purpose s
To establish a policy to prevent the unauthorized dlsclosuIQQf mformatmn revealed in

closed sessions of the City Council, and to provide rem;edlese,ia thc event of any such
unauthorized disclosure.,

Pelicy ]

No person present in a closed session shall dlsclose outside of the closed géssion, any
mformation reveaied in such ciosed session, without the ptior authorizatiop:of a majority
of the City Council. Any violation of this policy may be enforced by one of more of the
following actions, as directed by a magonty of the City C‘i)uncll

“s

1. Referral to the Office of the Dlstigicf Atf%mey for prosecutmn for violation of
Government Code Section 1098.

2. Referral to the Ofﬁcc ﬂf the D1st:r1ct Attomcy f@ryprosecuuon for violation of
Government Code Sé,gbtlon 1222 :

VAL

%"

3. Referral to the Ofﬁe& 0f thsa ADiStl'lCt Aux)mey for prosecution for violation of
Government‘CQde Secuon% S

2!
,( &

4. Referral of a counoﬂ member‘ w,ho has willfully disclosed confidential information in
violatiof, G@vernment Code sectlon 54963 to the grand jury.

5. Obtammg an mjunctlgn to prevent further unauthorized disclosure of information
revealed in a closed sessiofi.

-
,.E F
-ﬁa— \% Jg

6. In the event an unauthorized disclosure is committed by a member of the City
Council, that member may be censured by a majority vote of the City Council. Prior to
imposing censure, the member subject to censure must first be provided 10 calendar
days’ notice of the City Council’s intention to impose the censure, and be given an
opportunity to respond to the proposed censure.

7. In the event an unauthorized disclosure is committed by a member of the City staff,
that staff member may be subject to disciplinary action.
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TITLE: Unauthorized Disclosure of Information POLICY #113
Revealed in Closed Sessions

ADOPTED: March 12, 1996 AMENDED:

This policy shall not prohibit the making of a public report of actions taken in a closed
session as required by Government Code Section 54957.1.

Related Policy References

City Council Policy #104 A e

Government Codes 1098, 1222, 3060, 54957.1, 54963 - e

City Attorney Memorandum Original Feb. 29, 1996 Revised Jan. 7 2013 (attached)

Prior Policy Amendments
None
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TITLE: Unauthorized Disclosure of Information POLICY #113

Revealed in Closed Sessions

ADOPTED: March 12, 1996 AMENDED:
== MEMORANDUM =—
George H. Eiser, III Reviged January 7, 2013
City Attorney Claﬁdla G: Silva
City of National City ity Attorney
February 29, 1996 CltY _' f. Natlonal City

Prohibited by the Brown Act - Imp\rm to Disclose
A person cannot disclose mfo w;‘a d1scussed o closed session without

Remedles gnder Government Codé“sectlon 54963
(¢) Violation of this section'may be addressed by the use of such remedies as are
currently available by law 1nclud1ng, but n ited to:

4:

(2) ﬁi&mphnary actloh )agamst an’employee who has willfully disclosed confidential
mformatim in Vlolaho%;af this section.

3) Rcferral\e{ggnemﬁer of a legislative body who has willfully disclosed

confidential infoggation in violation of this section to the grand jury.”

City May Not Enaci Criminal Ordinance
California Attorney General has held that a city may not adopt an ordinance making it
a misdemeanor for any person present during a closed session of the city council
meeting to publicly disclose the substance of any discussion properly held during the
session unless authorized by the city council. (76 Ops. Cal. Atty. Gen 289 (1993).)
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TITLE: Unauthorized Disclosure of Information POLICY #113
Revealed in Closed Sessions

ADOPTED: March 12, 1996 AMENDED:

Additional Possible State L.aw Violations
® Any current public officer or employee who willfully and knowingly discloses for
pccunlary gain, to any other person, confidential information acquired by him or her
in the course of his or her official duties, or uses any such information for the purpose
of pecuniary gain, is guilty of a misdemeanor. (Govemmgat Code §1098.)

¢ Every willful omission to perform any duty m]OlneJ‘by law U upon any pubhc officer,
or person holding any public trust or employment, where no special 1 prowsmn is made
for the punishment of such delmquenay, is punishable as ‘*@ ‘misdemeanor.
(Government Code §1222; Adler v. City’Council of ﬁic_ City of Culver ‘Clt (1960)
184 Cal. App. 2d 763, 7 Cal. Rptr. 805.) «-f

* An accusation in writing against.any officer of a Hlstnct, county, or city, including
any member of the governing board of personnel commission of a school district or
any humane officer, for willful or cia;rﬁpt.ﬂ;i'sconduct in dffice, may be presented by
the grand jury of the county for or in which the officer accused is elected or
appointed. An accusation may not be presented without the concurrence of at least 12
grand jurors. (Goﬁérmn%@ode §3060}

* An injunction may be @b’tam@d t@pr@ymt future public disclosure of information
discusséd-in clased sess f.  (Government Code §54960; Sacramento Newspaper
Guild v. Sacraniento Co t?.sf Board of Supervisors (1968) 263 Cal. App. 2d 41, 69
mkpu 480) . A 4

T
“«.m__ ;.

Censure

. Although tl'{‘ere is no. Spcmﬁc statutory or case authority for censure of a city
councﬂmemb% one. rgported decision (Braun v City of Taft (1984) 154 Cal. App. 3d
332, 201 Cal. Rptr. 654 involved the censure of a councilmember by a city council for
release of city documents claimed to be confidential. The court set aside the censure
action, finding that the documents released were in fact not confidential. If censure
for public release of information discussed in closed session is to be imposed, the city
council should have previously adopted clear, unambiguous rules of conduct which
specifically authorize censure for such conduct. The individual subject to censure
must also have notice and the opportunity to be heard before the censure is imposed.
Under the First Amendment, censure is not appropriate for expansion of unpopular
views, unless their expression substantially disrupts the council meeting. (Richard v.
City of Pasadena (1995) U.S. Dist. Ct. C.D. Cal.)
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Uranthorized Disclosure of Information POLICY #113
Revealed in Closed Sessioqs
ADOPTED: March 12, 1996 AMENDED:
I
Purpose

To establish a policy to prevent the unauthorized disclosure of information revealed in
closed sessions of the City Council, and to provide remedies in the event of any such
unauthorized disclosure.

Policy

No person present in a closed session shall disclose, outside of the closed session, any
information revealed in such closed session, without the prior authorization of a majority
of the City Council. Any violation of this policy may be enforced by one of more of the
following actions, as directed by a majority of the City Council:

1. Referral to the Office of the District Attorney for prosecution for violation of
Government Code Section 1098.

2. Referral to the Office of the District Attorney for prosecution for violation of
Government Code Section 1222.

3. Referral to the Office of the District Attorney for prosecution for violation of
Government Code Section 3060.

| .. Obtaining an injunction to prevent further unauthorized disclosure of information
revealed in a closed session.

| ©__In the event an unauthorized disclosure is committed by a member of the City .

Council, that member may be censured by a majority vote of the City Council. Prior to
imposing censure, the member subject to censure must first be provided 10 calendar
days’ notice of the City Council’s intention to impose the censure, and be given an
opportunity to respond to the proposed censure.

. In the event an unauthorized disclosure is committed by a member of the City staff, .

that staff member may be subject to disciplinary action. e
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TITLE: Unauthorized Disclosure of Information POLICY #113
Revealed in Closed Sessions

ADOPTED: March 12, 1996 AMENDED:

This policy shall not prohibit the making of a public report of actions taken in a closed
session as required by Government Code Section 54957.1.

Related Policy References
City Council Policy #104
Government Codes 1098, 1222, 3060, 54957.1, 5444

Prior Policy Amendments
Ngne
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George H. Eiser, III
City Attorney

City of National City
February 29, 1996

PUBLIC DISCLOSURE OF INFORMATION DISCUSSED IN
CLOSED SESSION: POSSIBLE REMEDIES

| Brown Act

° information discussed in closed session without
authorization of the City Council

City May Not Enact Criminal Ordinance
¢ California Attorney General has held that a city may not adopt an ordinance making it
a misdemeanor for any person present during a closed session of the city council
meeting to publicly disclose the substance of any discussion properly held during the
session unless authorized by the city council. (76 Ops. Cal. Atty. Gen 289 (1993).)

| Possible State Law Violations
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<#>Califormia Attorney General has held
it is improper for information received
during a closed session o be publicly
disclosed without authorization of the city
council. (76 Ops. Cal. Atty. Gen. 289,
290 (1993)



Any current public officer or employee who willfully and knowingly discloses for
pecuniary gain, to any other person, confidential information acquired by him or her
in the course of his or her official duties, or uses any such information for the purpose
of pecuniary gain, is guilty of a misdemeanor. (Government Code §1098.)

Every willful omission to perform any duty enjoined by law upon any public officer,
or person holding any public trust or employment, where no special provision is made
for the punishment of such delinquency, is punishable as a misdemeanor.
{Government Code §1222; Adler v. City Council of the City of Culver City (1960)
184 Cal. App. 2d 763, 7 Cal. Rptr. 805.)

* An accusation in writing against any officer of a district, county, or city, including

any member of the governing board of personnel commission of a school district or
any humane officer, for willful or corrupt misconduct in office, may be presented by
the grand jury of the county for or in which the officer accused is elected or
appointed. An accusation may not be presented without the concurrence of at least 12
grand jurors. {Government Code §3060.)

Injunction

An injunction may be obtained to prevent future public disclosure of information
discussed in closed session. (Government Code §54960; Sacramento Newspaper

Guild v. Sacramento County Board of Supervisors (1968) 263 Cal. App. 2d 41, 69
Cal. Rptr. 480.)

Censure

Although there is no specific statutory or case authority for censure of a city
councilmember, one reported decision (Braun v City of Taft (1984) 154 Cal. App. 3d
332, 201 Cal. Rptr. 654 involved the censure of a councilmember by a city council for
release of city documents claimed to be confidential. The court set aside the censure
action, finding that the documents released were in fact not confidential. If censure
for public release of information discussed in closed session is to be imposed, the city
council should have previously adopted clear, unambiguous rules of conduct which
specifically authorize censure for such conduct. The individual subject to censure
must also have notice and the opportunity to be heard before the censure is imposed.
Under the First Amendment, censure is not appropriate for expansion of unpopular
views, unless their expression substantially disrupts the council meeting. (Richard v.
City of Pasadena (1995) U.S. Dist. Ct. C.D. Cal)
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE Unauthorized Disclosure of Information POLICY #113
Revealed in Closed Sessions
ADOPTED: March 12, 1996 AMENDED/REVISED:
Purpose

To establish a policy to prevent the unauthorized disclosure of lnﬁ)rmanon revealed in
closed sessions of the City Council, and to provide remedies if thﬂ event of any such
unauthorized disclosure. e

Policy "%"«:‘% "5.'-}.'
No person present in a closed session shall disclose, out51dé' of ﬂa@@ﬁﬁd sessmn, any
information revealed in such closed session, withouit the prior myﬁmnzaﬁon of a majority

of the City Council. Any violation of this policy may be, enforced by one of more of the
following actions, as directed by a majority aﬁﬁlﬁ&ty Couii il:
g _

L

Qi

1. Referral to the Office of the D1slr10ﬁ“k@gney for grosccuﬁon for violation of
Government Code Section 1098,

g 3 ‘-,! ¥
ﬂ ! ,:
ps Bl £

2. Referral to the Office of the’ Dlstrlct Aty)meyfqr prosecution for violation of
Government Code Secpon 1&22 R

- Dhﬁmt Aﬁ&mey for prosecution for violation of

T e

ey
3. Referral to the Office of
Government Caée@Sectlon

AT =
““ ’l %, h_/

4. Obtmmng an, m_]unﬁftlon to prévent further unauthorized disclosure of information

C b,

the event & unautjaorlzed disclosure is committed by a member of the City
;._Cﬂ’ that %‘bm‘ may be censured by a majority vote of the City Council. Prior

ure, the member subject to censure must first be provided 10
otice of the City Council’s intention to impose the censure, and be
given an opportumty to respond to the proposed censure.

6. In the event an unauthorized disclosure is committed by a member of the City staff,
that staff member may be subject to disciplinary action.

This policy shall not prohibit the making of a public report of actions taken in a closed
session as required by Government Code Section 54957.1.

Related Policy References
Policy #104
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George H. Eiser, III
City Attorney

City of National City
February 29, 1996

PUBLIC DISCLOSURE OF INFORMATION DISCUSSED IN
CLOSED SESSION: POSSIBLE REMEDIES

&:/_f
No Remedy in the Brown Act \;:w 6‘;
N - d

Disclosure of information discussed in closed session without authotization of the

City Council is not prohibited by Brown Act itself (Gevcﬁ:ﬁr@m Code §§ 54950-
54962). F, Rt e

»

PR Wi
K i

California Attorney General has held j is impx “er-f;;:iiifbrmation received during a
closed session to be publicly disclosed Without authorization of the city council. (76
Ops. Cal. Atty. Gen. 289, 290:(1993)) %

City May Not Efiaet Criminal Ordinance

)

California Attorney‘f'G‘é'fn@x@ has held that4 city may not adopt an ordinance making it
a misdemeanor for any peison present during a closed session of the city council
meeting to priblicly -discloseﬁe. substance of any discussion properly held during the
session unless.quthdrized by th%gé%:y council. (76 Ops. Cal. Atty. Gen 289 (1993).)

irse ofiis or her official duties, or uses any such information for the purpose
of pecum‘ﬁry%, is guilty of a misdemeanor. (Government Code §1098.)

Every willful omission to perform any duty enjoined by law upon any public officer,
or person holding any public trust or employment, where no special provision is made
for the punishment of such delinquency, is punishable as a misdemeanor.
(Government Code §1222; Adler v. City Council of the City of Culver City (1960)
184 Cal. App. 2d 763, 7 Cal. Rptr. 805.)
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An accusation in writing against any officer of a district, county, or city, including
any member of the governing board of personnel commission of a school district or
any humane officer, for willful or corrupt misconduct in office, may be presented by
the grand jury of the county for or in which the officer accused is elected or
appointed. An accusation may not be presented without the concurrence of at least 12
grand jurors. (Government Code §3060.)

Injunction

An injunction may be obtained to prevent future public disclosure of information
discussed 1n closed session. (Government Code §54960; Sagiamento Newspaper

Guild v. Sacramento County Board of Supervisors (1968) 263: :Cal App 2(1 41, 69
Cal. Rptr. 480.)

Censure
Although there is no specific statutory or case guthonty for censure of a city
councilmember, one reported decision (E of Taft (1984) 154 Cal. App. 3d
332, 201 Cal. Rptr. 654 involved the wnsur&oFa -ecungilmember by a city council for
release of city documents claimed to be conﬁdentlal The court set aside the censure
action, finding that the documents released were in fact not confidential. If censure
for public release of informatitn discussed in. closed session is to be imposed, the city
council should have prewously adoptad clear, unamblguous rules of conduct which
specifically authorize censare for such” e‘onduct The individual subject to censure
must also have notice and th@ opportumty% be heard before the censure is imposed.
Under the First Amend;ﬂent eghsure ig4hot appropriate for expansion of unpopular
views, unless their expression suB‘staﬂﬁ“ally disrupts the council meeting. (Richard v.

City of Pas@ ({995) U.S: Bist Ct. C.D. Cal))
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Grant Review Policy POLICY #114
ADOPTED: February 13, 2001 AMENDED:
5,
Purpose e

. A
Funds from federal, state, local and private sources are important resources that need to

L

III.

V.

be included in the City’s financial plan. The following_(__p“iﬂicff;;‘;ir-;qvides a framework for
City-wide coordination of grant activities among departments, arid an opportunity to
determine the immediate and long term financial-Genisgquences of aecepting funding.

This policy shall cover all departments of City gaffernment. N,
Ak “u k-
Policy “‘{vn N
The City Manager’s Office will act as a clearinghgs for all grant applications. Any

City department intending to apply for funding from federal, state, local or private
source shall obtain approval from the City Manager’s Office in advance of the filing of
any grant application. This shall be dofié by submitting the *Grant Application” form,
which is available in the office of the City’s designated Grapt Coordinator.

e T T e
i - Ll BRI

will review“ﬁh:'_é “Grant Application” form to ensure that
proposals are coogzﬁ]{;ated \ the City’s existing programs, ensure that administrative,
reporting and évﬁ'h’tgﬁon retiigiirements are“l:a_gdgfquately addressed by the requesting
department, and evaluate the wnmediate and long term financial consequences of the
proposal. - The City Manager’s ‘@ffigd’ may request additional information or
presentations from requestirig departments.

— o
The City Manager’s Offiee

TR
Vt.'}.-_ . _—,,.L

=i, T -

After'reviewing the déiqa-_ﬁ_:tnent’;_zi-equest, the City Manager may, at his/her discretion,
decide Whether to approVe the solicitation of outside funding. On a periodic basis, the
City Managef, or designige, will inform the City Council of any decisions approving
solicitations of .outside finding. On a case-by-case basis, the City Manager may also
choose to refer mﬁxﬂdual grant funding requests to City Council for consideration.

i

¥
In the event that the grant requires matching funds from the City, and the value of those
matching funds exceeds the City Manager’s signature authority, Council approval will
be required at the time of (or prior to) acceptance of the grant award.

For those proposals for outside funding which are allowed to go forward, the City
Manager shall additionally determine at his/her discretion whether the grant or private
funding request is best authored by City Staff or by other sources including professional
outside grant writers engaged by the City Manager. If the decision is made to employ

Page 1 of 2




TITLE: Grant Review Policy POLICY #114

ADOPTED: February 13,2001 AMENDED:

VI

outside grant writers, a “Letter of Authorization” will be sent from the City Manager or
designee to the outside grant writer so as to begin the grant a@‘;phcatlon process. The
City Manager shall approve all grant applications. o -

Upon notification by a federal, state, local government; or privatg funding source of a
grant award or intent to fund, the City departmént rasponmble o adm1mster1ng the
grant shall request a resolution approving the aéceptance and approprﬁﬁf@n of the funds
be prepared and calendared for an upcoming City Coungil meeting. T\hé request for
resolution shall include documentation of the initent to fund as provided By the funding

source. The City Council shall formally approve the acceptance of all grant and private
funds.

L 7 2.

‘1 ‘ﬂ‘w P
Related Policy References % ? P,
“Grant Application” and Grant Process Flowchart are ava:llablc from the City’s Grant
Coordinator Vo % &

/
P
AL
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TITLE: Grant Review Policy POLICY #114

ADOPTED: February 13, 2001 AMENDED;

Purpose

Funds from federal, state, local and private sources are important resources that need to
be included in the City’s financial plan. The following policy provides a framework for
City-wide coordination of grant activities among departments, and an opportunity to
determine the immediate and long term financial consequences of accepting funding,
This policy shall cover all departments of City government.

Policy
I The City Manager’s Office will act as a clearinghouse for all grant applications. Any
City department intending to apply for funding from federal, state, local or private
source shall obtain approval from the City Manager’s Office in advance of the filing of
any grant application. This shall be done by submitting the

[l The City Manager’s Office will review the « to ensure that

Il

proposals are coordinated with the City’s existing programs, ensure that administrative,
reporting and evaluation requirements are adequately addressed by the requesting
department, and evaluate the immediate and long term financial consequences of the
proposal. The City Manager’s Office may request additional information or
presentations from requesting departments.

I. After reviewing the department’s request, the City Manager may, at his/her discretion,
decide whether to approve the solicitation of outside funding On a periodic basis, the
City Manager will inform the City Council of any decisions approving
solicitations of outside funding. On a case-by-case basis, the City Manager may also
choose to refer individual “Request to Apply for Federal, State, and Local Government
Grants or Private Funds” to City Council for consideration.

For those proposals for outside funding which are allowed to go forward, the City
Manager shall additionally determine at his/her discretion whether the grant or private
funding request is best authored by City Staff or by other sources including professional
‘outside grant writers engaged by the City Manager. If the decision is made to employ
outside grant writers, a “Letter of Authorization” will be sent from the

to the outside grant writer so as to begin the grant application process. The
City Manager shall approve all grant applications.
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Upon notification by a federal, state, local government, or private funding source of a Formatted: Bullets and Numbering
grant award or intent to fund, the City department responsible for administering the
grant shall request a resolution approving the acceptance and appropriation of the funds
be prepared and calendared for an upcoming City Council meeting. The request for
resolution shall include documentation of the intent to fund as provided by the funding

source. The City Council shall formally approve the acceptance of all grant and private
funds.

Related Policy References
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
| TITLE: Grant Review Policy POLICY #114
ADOPTED: February 13, 2001 AMENDED/REVISED:

L

I

Purpose
Funds from federal, state, local and private sources are 1mportant resaurces that need to
be included in the City’s financial plan. The following policy prov1des a framewo:rk for
City-wide coordination of grant activities among departinents, and an ﬁpporlaumty to
determine the immediate and long term financial consequvgmﬁs of acceptwg funding.
This policy shall cover all departments of City government. 4, ¢, .
Policy “*;;:_
The City Manager’s Office will act as a clgaringhouse for all ‘graﬁt applications. Any
City department intending to apply fof funﬁi:ng from fgderal state, local or private
source shall obtain approval from the ‘Cify Manager’s Office in advance of the filing of
any grant application. This shall be don@ by subinitting the “Request to Apply for
Federal, State, and Local Govemment‘Grantsm Prlvaj;e Funds” form.
The City Manager’s Office w111 review thge “Request to Apply for Federal, State, and
Local Government Gra?rﬁs or “anate Funds” to ensure that proposals are coordinated
with the City’s emstmg pqgtggamis, ensurefﬂiat administrative, reporting and evaluation
requirements are. ad@quately axidressed by the requesting department, and evaluate the
immediate and 1ong Qerm ﬁnafmal consequences of the proposal. The City Manager’s
Office may - request add1t10n§; information or presentations from requesting
departments b Tl
o N\?_ . i

Aﬁé reviewing, ﬁae department’s request the C1ty Manager may, at h1s/her dlscretlon

outmde‘vﬁnd 40n a case-by-case basis, the City Manager may also chose to refer
individual equest to Apply for Federal, State, and Local Government Grants or
Private Funds” to City Council for consideration.

For those proposals for outside funding which are allowed to go forward, the City
Manager shall additionally determine at his/her discretion whether the grant or private
funding request is best authored by City Staff or by other sources including professional
outside grant writers engaged by the City Manager. If the decision is made to employ
outside grant writers, a “Letter of Authorization” will be sent from the City Manager’s
Office to the outside grant writer so as to begin the grant application process. The City
Manager shall approve all grant applications.
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V. Upon notification by a federal, state, local government, or private funding source of a
grant award or intent to fund, the City department responsible for administering the
grant shall request a resolution approving the acceptance and appropriation of the funds
be prepared and calendared for an upcoming City Council meeting. The request for
resolution shall include documentation of the intent to fund as provided by the funding

source. The City Council shall formally approve the acceptance of all grant and private
funds.
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Donation of Surplus City Property and POLICY #115

Police Dept. Unclaimed Personal Property

ADOPTED: June 17,2003 AMENDED:

Purpose
To establish a policy for donating surplus City pr‘@,crty,

:and Police Department

unclaimed personal property to local, non-profit 501(0%3) org‘axm@,uons and/or other

s
municipal agencies. P

Definitions

Local Non-Profit 501(c)(3) O;gmnons

501(c)(3) organizations “must bg organ?zed and opefamﬂ excluswely for exempt
purposes set forth in section 501(¢)(3), anﬂ none of its earnings may inure to any
private shareholder . or individual, .fn addition, it may not be an action
organization, i.e., it ﬂpay not attempt to influende legislation as a substantial part
of its actlwﬁé and it n‘gay not partlmpate in any campaign activity for or against
political camﬁﬂﬂ;es - E?rgamzatlons ate “commonly referred to as charitable
organizations”. 111 or&en;ﬁ h&&onmdered “local”, the organization must have a
physical: address Wﬂlim the ity fimits, and a valid National City Business

‘_Licensc “The: ﬂrgamza*ti{m must be able to show proof of ‘local’ and ‘non-profit’

' 1‘(c)(3) status; &, \;;g%; v

[ erty: 1s defined by Municipal Code 2.42 as “supplies or
equlpihgnt belongmg to the City which are no longer used or which have become
obsolete m_:‘w;_)m‘ oiit or which are otherwise of no further use.”

Police Depafiment Unclaimed Personal Property: is defined in Municipal Code
Chapter 2.44 as “goods or chattels which are no longer possessed by their lawful
owner and for which demand by right has not bheen asserted by such lawful

owner.” After a specified reiention period, the Police Department may release
items for distribution or disposal in accordance with Code.

Page 1 of 3




TITLE: Donation of Surplus City Property and POLICY #115
Police Dept. Unclaimed Personal Property

ADOPTED: June 17,2003 AMENDED:

¢ “Request for Donation” form: available from the City’s Intranet or the Finance
Department/Purchasing Division. This form provides documentation of the
agency and donation, and includes a Release of Liability.

Policy g

The City Council may authorize the donation of snfplus Qlty _property, or Police
Department unclaimed personal property, to mume;pa‘l agencies or local, non-profit
501(c)(3) organizations as defined above, consistent with Mumcli:ral Code section
2.42.040 (B)(4). The City Council may alse' direct the City Manager to conduct a

“donation event” (see below) in the event that multlple agencws are requesting the same
items. ;

e

Surplus City Property: Per Municipal Code Chapter \2%42 surplus City property must
first be offered to all City Departments, before it can be d@posed of in any way. Only
items with a value of under $1000 may b\e &U&ated k'

¥ gy

/‘;

Police Department Unclainied Personal Pr pért Per Mumc1pal Code Chapter 2.44: “If
after the explratmn of the ap;ﬁhcable retentlon period, the city manager or his/her
authorized designée détexmmes; any unclaune‘d _property in the possession of the police
department is needed for. laubll&u&,e, such progerty shall be retained by the city.” Once it
becomes Clty property, the{;i&y may dfsp@ of it in accordance to Municipal Code.
ﬂ F u-“r- -;, 's ,c{.

L1ab111tv Issues: To re@uce 11abiﬁhty, “City forces will not be involved in the loading,
dlstrlbutlon or delivery o‘f donateé items. The recipient must provide their own labor
force, loadmg equlpment ahd vehicles, and they must pick the item(s) up from wherever

it is being stored. The r/egmplent must submit a signed “Donation Request” Form which
includes a Release of ‘Liablhty

V.

~

Gift of Public Funds: if the non-profit 501(c)(3) is a local organization, then assisting

them will also assist the National City residents they serve, and the donation will benefit
the community.

Page 2 of 3




TITLE: Donation of Surplus City Property and POLICY #115

Police Dept. Unclaimed Personal Property

ADOPTED: June 17,2003 AMENDED:

Procedures

Municipal agencies and local, non-profit 501(c)(3) organizations may request donations
by submitting the “Request for Donation” form to the Finance Department/Purchasing
Division. The Purchasing Division will obtain City Council annrmral

The Finance Department/Purchasing Division will:

notify the City Council prior to sending anythlng ’to auct; n, to allow them the
opportunity to consider donation instead @ "

seek Council approval for all donation requests: I
develop a lottery system in the event that muitiple agencws request the same item
coordinate the donation process and paperwefk . LE

provide details regarding the type of property that 18 a’vaﬂable upon request

upon approval by the City Councﬂ make the prgperty available to the requesting
agency

verify local, non-profit 501(c)(3) %ta,tus wa phys1cal pmof and website registries
such as: www.guidestar.com kA

confirm valid business license for local: non‘proﬁt 501 é(;)(3) agencies

ensure completion of a “Request for Dondtion” form: and signatures

document the donation .. %

ensure that City property tags, and other s“ansmve City information (hard drives, etc)
have been removed from the; pmperty P

notify the Finance Depaztment to remove applicable items from the City’s Fixed
Asser ‘I’nVcntory‘ i '

Municipal Code Chap

IRS Code 501(c)(3)"
Donation Request Forms are available from the Purchasing Division of the Finance

Department

Prior Folicy Amendments
April 20, 2004
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TITLE: Donation of Surplus City Property and . POLICY #115
Police Dept. Unclaimed Personal Property

ADOPTED: June 17, 2003 AMENDED:;,

Purpose

To establish a policy for donating surplus City property, and Police Department
unclaimed personal property to local, non-profit 501{c}(3) or
municipal agencies.

Definitiors

¢ Municipal Agencies; public/govemment agencies, foreign or domestic

* Local Non-Profit 501{c}(3} Organizations; As defined by the IRS: non-profit
501(c)(3 anizations “must be organized and gperated exclusively for exempt
purposes set fortk in section 501{c){3). and nope of its earnings may inure to any

private sharcholder or individual. In addition, it may not be an_action

organization, i.e.. it may not attempt to influence legislation as a substantial part
of its activities and it may not participate in any campaign activity for or against
political candidates.” Organizations are “commonly referred 1o as charitable
organizations”. In order to be considered “local”, the organization must have 2
physical address within the City limits, and a valid National City Business

License. The organization must be able to show proof of “local’ and ‘non-profit’
501{c)(3) status.

» Suwplus City Property: is defined by Municipal Code 2.42 as “supplies or

equipment belonging to the City which are no longer used or which have become
obsolete or worn out or which are otherwise of no further use.”

ter 2.44 as or chattels which are no lo; sessed by their lawfuol
owner and for which demand by right has not been asserted by such lawiul

owner.” After s specified retention period, the Police Department may release
items for distribution or disposal in accordance with Code.

* ‘Request for Donation” form: available from the City’s Intranet or the Finance
Department/Purchasing Division. _ This form provides documentation of the
agency and donation, and inclides a Release of Liability.
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TITLE: Denation of Surplus City Property and POLICY #1158
Police Dept. Unclaimed Personal Property

ADOPTED: June 17, 2003 AMENDED:

Policy

The City Council may authorize the domation of surplus City property, or Police
Department unclaimed personal property, to municipal agencies or local, non-profit
501(c)(3) organizations as defined above, consistent with Municipal Code section
2.42.040 (BY4). The City Council may also direct the City Manager to conduct a

“donation event” (see below) in the event that muliiple agencies are requesting the same
items.

Surplus City Property: Per Municipal Code Chapter 2.42. suipius City property must

first be offered to all City Departments. before it can be disposed of in any way. Only
items with a value of under $1000 may be donated.

after the exmratlon of the am)hcab]e retention neriod the cxw manager or hlsfne

authorized desipnee determines anv unclaimed property in the possession of the police
departiment is needed for public use, such property shall be retaired by the city.” Once it
becomes City property, the City may dispose of it in accordance to Municipal Code

Ligbility Issues: To reduce liability, City forces will not be involved in the Joading,
distribution_or delivery of donated items. The recipient must provide their own labor
force, loading equipment and vehicles, and they must pick the items up from wherever it
is being stored. The recipient must submit a signed “Donation Request” Form which
includes a Release of Liability.

Gift of Public Funds: j

benefit the community,

Procedures

Municipal agencies and Yocal, non-profit 501(c)3)} organizations may request donations
by submitting the “Request for Donation” form to the Finance Department/Purchasing
Division. The Purchasing Divigion will obtain City Council approval.

Page 2 of 3

_the non-profit 561(c)(3) is a local organization, then assisting -~

them will also assist the National City residents  they serve, and that the donation will . ...-{Deleted: th citizens

o= '[ Deleted: Agencies requesting donations

must be local, non-profit, *501C3°
organizations, as defined on the ‘Request
for Donation” Form. The ‘Request for
Donation® form provides legal definitions
and release of liability.y

Deleted: a lcgal determination has been
made that
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TITLE: Donation of Surplus City Property and
Police Dept. Unclaimed Personal Property

ADOPTED: June 17, 2003

POLICY #115

_AMENDED:

The Finance Department/Purchasing_Division will:

potify the City Council prior to_sending anything to_auction, to allow them the
opportunity to consider donation instead

seck Council approval for all donation requests

develop a lottery system in the event that multiple agencies request the same item
coordinate the donzation process and paperwork

upon request will provide details reparding the type of property that is available

upon approval by the City Council, will make the property available to the requesting

AgeENncy

verify local, non-profit 501(c)}(3) status via physical proof, and website registries

such as: www.guidestar.com
confirm valid business license for local non-profit 501(c)(3) agencies

ensure campletion of a “Request for Donation” form and signatures

document the donation

ensure that City property tags, and other sensitive City information (hard drives, etc)
have been removed from the property
notify the Finance Department to remove applicable items from the City’s Fixed

Asset Inventory.
_ .. -~ Deleted: Forms arc availsble in the
EE===—oiEECsTEEISE L. feme | S| S— { Purchasing Depn

..-~| Deleted: The Purchasing Depariment A
BT VU T e el M ee L e e e will: notify all local, non-profit ‘501C3°
agencies by mail, when property is

Related Policy References
Municipal Code 2 .42

Mumicipal Code 2.44
Prior Policy Amendments

April 20,2004

‘.‘Lbeletetl: None

available; coordinate datesitimes; verify
agency qualifications; coordinate and
record the donation process; and contact
the auctioneer to pick up remaining items, 1
a3 described on the Request for Donation
Fonn under *Internal Process’.
Purchasing will provide a summary repont
to Council members and the City
Manager after each donation process.q

9

Procedures outlined on the ‘Request for
Donatien’ form may be subject to
periodic review, 1




CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Donation of Surplus City Property and POLICY #115
Police Dept. Unclaimed Personal Property

ADOPTED: June 17,2003 AMENDED/REVISED: 4/20/04

r)

Purpose 4
To establish a policy for donating serplus City property dnd RPolice Department
unclaimed personal property to local, non-profit <501C3’ agencies. % %,

5 A 4

. 2
" L

g .
i, >

Policy & k! fa*?\w‘
Agencies requesting donations must be local, rion-profit, gS_@?‘IC3’"“g»i"ganiza.tions, as
defined on the ‘Request for Donation’ Form. The ‘Request forﬁonation’ form provides
legal definitions and release of liability. ~ .iiian  w e

P b e

Forms are available in the Purchasing Déﬁ@mnent‘ ",
.‘. ) .\‘— i - D

il R N
The Purchasing Department will¢ notify all logiil, nonrofit *501C3’ agencies by mail,
when property is available; /- coordinp,i;@--,date%n‘és; verify agency qualifications;
coordinate and record the donation process; and contact the auctioneer to pick up
remaining items, as desgg'ggd ort the Request @or Donation Form under ‘Internal Process’.
Purchasing will provide a“sgmmiry report.40 Council members and the City Manager
after each donation.peocess. .= = T

-

A O

h oy et ) i . .
Procedures ofitlitied on ‘the ‘Req‘l'gst for Donation’ form may be subject to periodic
review. . Sghg NS
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REQUEST FOR DONATION FORM

Local, non-Profit ‘501C3° organizations may request donations of surplus City property or Police
Department unclaimed property in accordance with Council Policy #115, and requirements of this form.

Requirements: The non-profit organization must be able to provide:
o  proof of official non-profit ‘501C3’ status (see back).
proof of a current National City Business License (see back).
proof of physical location/address within National City’s city limits (see back).
their own vehicles and labor to claim the items (see back).
this form, complete and legible, with above documents attached.

Surplus/Unclaimed Property Disclaimer: ;
City property is usually declared ‘surplus’ when it’s broken, damaged, too cogfly to repair, or no longer
needed by the City. Unclaimed property may contain items of variou§’ riptions and, quality.
Availability, quality and functionality of any of these items cannot be, and is not, gudhteed. Y

Return Policy: All donations are final. The City cannot accept return of unwanted ite : i

5 -

Requestor (please print): R’ . u\ =
Organization Name: & N A T
Address: G " Natiofgf City, CA. 91950
Contact Name/Requestor: o %
Phone: ( ) Fax: ( ik "‘é -
Email Address: P <. N
Items you are interested in obtaining: ¢ "‘“f;iif:‘m S :
__ Desks ___ Chairs 'ﬁ_;;_Filé~Qab;mets ____ Tables
____Bookcases __ Computér Equip . 3 Misc.pfﬁce Equip. ____ Bicycles
___ Other: Please specify: £ .. _'{7:;‘\, &

A e W w
Verification / Anthorization (sge ba@. k): v . %
Registered on GuideStar: ¥es  “No__ Prgofiprint out attached? Yes__ No_
City Business License: es.. Ne . Gopy Attached? Yés_ No
Non-Profit, 501C3” status:  Yes_ .. No_ """~ Proof/copy attached? Yes No
Local organization: " Yes ‘x—f’?ﬂ}'ﬂoﬁ Proof of address attached? Yes  No_
Purchasing Depg@;ig-:g}éuf??{l?anon. :E i Date:

B T G o S R

. CEE L

The ungéisigned Rereby ertifies that he or she is authorized to sign this document on behalf of the
requesti _’ o agency\,‘agﬂ'-ﬁ t the requesting agency thereby agrees to indemnify and hold harmless, and at its
own n@ cost and expegnse, dq;fénd the City, its officers, agents and employees from and against any and all
liabﬂity;?'bss or expensé to persons or property, including defense costs, legal fees, and claims for damages,
arising d""‘r%;st_; or relatea-fto, the access to or use of City property, including access to City facilities, and
viewing,%e'féél@n,“r@ﬁﬁval, loading/unloading, or eventual use or transfer of donated/surplus/unclaimed
requesting agency further certifies that no guarantees or representations have been made regarding the
donated surplus/unclaimed property requested, and as a condition of its transfer from the City thereby

waives any and all claims that it may ever have against the City arising from the use or operation of the
donated/surplus/unclaimed property.

Requestor Signature: Date:
Purch:H:Forms:Rqst-Don 4/20/04
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Definition of ‘Non-Profit’ Organizations:

According to the Tax Code, non-profit organizations are defined as:

"Corporations, and any community chest, fund, or foundation, organized and operated exclusively for
religious, charitable, scientific, testing for public safety, literary, or educational purposes, or to foster
national or international amateur sports competition (but only if no part of its activities involve the
provision of athletic facilities or equipment), or for the prevention of cruelty to children or animals, no part
of the net earnings of which inures to the benefit of any private shareholder or individual, no substantial
part of the activities of which is carrying on propaganda, or otherwise attempting, to influence legislation
(except as otherwise provided in subsection (h)), and which does not participate in, or intervene in
(including the publishing or distributing of statements), any political campaign on behalf of (or in
opposition to) any candidate for public office.” Proof to be submitted with this form.

Yerification of Non-Profit Status:

All non-profit “501C3’ agencies requesting a donation of surplus/unclaimed property, must have a National
City business license showing them as tax-exempt. Business licenses may be obtained from the City’s
Finance Department at 1243 National City Blvd., (619)336-4341 or (619)336-4330. Registration with
GuideStar, the national database for non-profit organizations (www.gmdestar.org), is also recommended.

Proof of GuideStar registry (if available), and a copy of the City’s business license must be submitted with
this form, '

Definition of ‘Local’:

To be eligible to receive donations of surplus city property, the non-profit organization must have a
physical address within the City limits. Proof of local address must be submitted with this form.

Availability of Surplus/Unclaimed property:

Surplus/Unclaimed property is processed for disposal several times per year depending on storage space
limitations. If the surplus property is not needed by any other department within the City, it will be made
available for donation. Known local, non-profit ‘501C3" organizations will be notified by mail when
surplus property is available. Questions should be directed to the Purchasing Department (619)336-4570.

Use of City Forces Prohibited: ,

The use of City forces or equipment for loading or delivery of donated items is not allowed. Recipient
must provide their own labor force, loading equipment and transportation vehicles. Recipient must pick
merchandise up from the Purchasing Department.

Internal Process:

e City departments and Council members will be sent a list of available property, and will be given
first choice of surplus property items they may need for City use.

* Remaining surplus city property and good quality bicycles from the Police Department’s
Unclaimed Property unit, will be made available for donation. Note: The Police Department will
identify good quality bikes from Unclaimed Personal Property, and arrange with Public Works to
have them transported to Purchasing for donation/disposal.

* Purchasing will notify local, non-profit ‘501C3’ agencies by mail, when surplus property is
available. If interested, they can request details from Purchasing regarding dates, times, location,
eic. This will give Purchasing an idea of how many agencies may attend the donation ‘event’.

s Non-Profit agencies submit required documents (See page 1 of Donation Form regarding
Requirements), to the Finance Department/Purchasing Division at 1243 National City Boulevard,
National City, Ca. on the announced donation date. Agencies not meeting the stated requirements,
will be disqualified.

* Ifonly one agency wants a particular item, it will be given. If multiple apencies want a particular
item, a name will be drawn from a hat. If multiple agencics want more than one of a particular
item (bikes, computers, etc), the selection process will be conducted in ‘Round Robin’ style.

*  No council members or city staff may select items for another individual or another organization
unless it is a special project that has been approved by the City Council.
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Purchasing will submit a summary report to City Manager and Council members after each
donation/auction process is complete.

After each donation process is complete, remaining items will be sent to auction or otherwise
disposed of in accordance with the Ordinance.

Proceeds from auctions will be deposited in accordance with the City’s Municipal Code
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Report regarding donation of surplus property to
local non-profit ‘501C3” organizations

Prepared by: Brenda E. Hodges, C.P.M., Purchasing Agent

Council Agenda: May 6, 2003

Background: NS
At the request of the City Manager’s office, this report was prepared ter address anynquiry

from Councilman Natividad regarding the possibility of donatmg sm%plus property to
local non-profit ‘501C3° organizations.

e 20, r Ay

e

Donations to non-profits are possible, but decisions need to be\madﬁ régamdmg

How do we identify non-profit organizations? See de‘ﬁpmonv ‘ffalow

What should we donate‘? See types of surplus property beiow \.,

How should we donate? See options below.
{‘

4 "
’tf’f\n,‘-‘:iv‘:‘

How Do We Identify Non-Profit ‘,saig Ofg@;zauonsv

Non-Profit Organizations Deﬁrwd Al “. .

According to the Tax Code; non-profit orgam,zatloﬁs are defined as:

"Corporations, and any- cmnmunlgy chest, fuid, or foundation, organized and operated
exclusively for religious, tharitable, . ‘smgﬂfiﬁc testing for public safety, literary, or
educational purp@ﬁ% gr to oﬂfm' national or international amateur sports competition
(but only 1f part \gf its act¥ities involve the provision of athletic facilities or
equlpment) &t Qg the pr,cventlonfbf cruelty io children or animals, no part of the net
carnings ef which' 1gaures to-¥he benefit of any private shareholder or individual, no
subsgﬁhal pﬁﬁ: @j thQ activities of which is carrying on propaganda, or otherwise
attempting, to 1n ce l islation (except as otherwise provided in subsection (h)), and
which ges not par?: m or intervene in (including the publishing or distributing of

statemet any polftical campaign on behalf of (or in opposition to) any candidate for
public o

Local;

Per the City Attorney, to be eligible to receive donations of surplus city property, the
non-profit organization must have a physical address within the City limits.

Number of Non-Profit Agencies:

According to GuideStar, a national database of non-profit organizations, there are 88 non-
profit organizations identified in the City of National City. Records from our Finance
Department show 76 agencies, however their list only includes those organizations with
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business licenses. In cross-referencing the two lists, it was determined that not all listings
match. There could be about 100 organizations if both lists were merged.

Recommendation:

Accept the above definitions for ‘Non-Profit’ and “Local’.

Accept both GuideStar and Finance Department lists as identification of non-profits in
National City.

Require any non-profit organization to obtain a City business license prior to granting
them a donation of surplus city property.

é" = : ‘»; -

What Should We Donate? \a;;(: s, t;

L pr

Vo A /"‘
Types of Surplus Property: G g
There are three categories of surplus property that are handle ﬁ“diﬁml ways.
.'? \T,:? ; 5 -q.,“.{‘ _:é--:f

Police Department unclaimed property. R ¥ &

According to Municipal Code, Chapter 2.44,-unclaimed p‘roper&k must be auctioned and
sold to highest bidder, after expiration 61 the¢ applicable retention period. Current
practice is that these items are sent to auttion locally, with H&M Goodies performing the
service. Donating these items would requirg a change to Ordinance 1673, and Municipal
Code Chapter 2.44. Auction proéeeds are‘”ﬁ:éposite\fi“f*iﬁto the City’s Asset Forfeiture
Fund, and the amount varies d¢pending on the type, quiantity and quality of items being
sold. Quality of items is typically * good’"‘s.'\.Samp}e prices obtained for bikes at auction:
$10.00-$50.00. RO A

a3 [P ;
:’-Ik'"‘.f ek N [.:.'

Recommendation:/__U\n\clai;r'x‘eg':i},;‘ pf?)psrty‘” consists of a very random selection of
merchandise, thevetbwycleé‘*@ﬁ always available. It is recommended that donations
of unclaimed “property, be 1imit§§% bicycles since they are consistently available.
Change Mummﬁéi{}\o?@ﬁg@()rdl ce

ST o, e
Vehigls. w0, R
Accofing to Ordigance #673, and Municipal Code Chapter 2.42.040B, and Ordinance
92-204%, any item With a value exceeding $1000 must be: sold via solicitation of sealed
bids in a@&a,l newgpaper, sold via County Cooperative auction, or consigned to a vendor
to sell on OufBEhalf. Occasionally a ‘special use’ vehicle has been consigned, but
typically they are sold at the County Cooperative auction. Donating vehicles would
require a change to the referenced Ordinance(s) and Municipal Code. Auction proceeds
are deposited into the City’s General Fund. Proceeds vary depending on the type,
quantity and quality of the vehicles being sold. Quality of items varies per vehicle due to
age, high mileage, accident damage, etc. Sample prices obtained at auction:

’97 Ford Crown Vic $5000.00
’96 Ford Crown Vic $3750.00-$4500.00
’96 Ford Taurus $2600.00-$4500.00

94 Olds Achieva Sedan $2750.00
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’94 Buick Century Sedan $2900.00
’89 Chevy Pick Up Truck  $3100.00
’89 Ford Passenger Van $4000.00
*87 GMC Dump Truck  $7000.00
>72 Dodge Water Truck $3500.00

Recommendation: That we do not donate vehicles due to their significant value to the
City.

4

Ak
¢ L“‘ .

Miscellaneous City property. “'7 5
According to Ordinance 1673 and Municipal Code Chapter 2.42. 04% 1tems*wth a
value of less than $1000 may be disposed on the open marke% -without go\i?fgtﬁ auction.
In accordance with Municipal Code Chapter 2.42.03, these 1tqms ar_e first offered to other
City departments, and the remaining items are sold:, These itetns 4re typieally combined
with Police Unciaimed Property and sent to ﬂ&lvr‘xoome& for auction.  Auction
proceeds are deposited into the City’s Geng;a,l,fund Pi:@ceeds vary depending on the
type, quantity and quality of items being soiﬁ = Oies i2 1y§surp1us items are still
functional, and are being disposed of }a@&use they are no loriger needed. Most of the
time, the quality of these items is poor. ﬁcpartmems usually declare an item surplus
because it’s broken or too costly 1o %palr .Nalue: “The last 3 auctions resulted in
proceeds of $291.55, $564.80, ahd $1446,&) Sam:plc prices:

Desks: $10.00-$50.00 by %

Computers ~ $10.00-82600 ", \«%
Printers: $5.00-$25: og. - \ﬂg Y,
Tables: $%g-$20 .00, g
Chairs: $ 00 *'%;_;:-;_,_
File Cabinet »ﬁ%g 00-§7.00 s
Bookcase: $m o’
Tires: g $§ e
Tool B"oxes %@0 ‘:‘ o

| "‘:a’-'.:r 4

Q a

Recomlhféndahon Ehat we make all miscellaneous city property available for donation.
These comitie'itéms could benefit non-profit organizations, but their donation will have

minimal impact on City’s General Fund, due to relatively low value of items. Change
Municipal Code and Ordinance.

How Should We Donate?
Past Practice:

Neither the Municipal Code, or Ordinance 1673 specifically address the option of
donation. In the past, Council has occasionally received requests from other agencies,
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and authorized donations of the miscellaneous surplus property to Tecate Fire

Department, and to the Mayor of Tecate. The donations have been considered a
humanitarian effort.

Procedure:  Purchasing staged the surplus property as usual, offered it to City
departments, then provided a list of remaining items to the Mayor. The Mayor confirmed
interest in the items (all or nothing), coordinated the date/time of pick up with the
recipient and notified Purchasing. Purchasing supervised the removal of items from the
warehouse, and notified Finance of any fixed assets that needed to be removed from the
City’s inventory.

Future Options:

Respond to Specific Requests -

As we’ve done in the past we can continue to respond to spemfic requests ﬁam fon-profit
organizations, as they come up and as merchandise 1s,avmlable e - :
Recommendation: Requests should be submltted‘ tq, and ‘approved by, a Council
member. If the organization meets the qm{ena outhﬁqd above, the request can be
forwarded to Purchasing for coordination? Rureh singz will still make sure that City

departments have the opportunity to claﬁn the 1tlms prior to makmg them available for
donation. %, b

; AW '\ .
.-’*,'Q (hiii "‘.. ~ 1 k:

Solicit Interest I3 e -

If the intent is to donate as much surpiugs as poss1ble, to as many organizations as
possible, then advertisement will be neoessary«, ;

Prior to each auction, and- ad could bc placcd in the local newspaper (approx. cost of ad:
$40). Or,

Postcards could b ma;led to the non-proﬁt organizations on the list (approx cost $45 for
postage, cards{‘labcls) i@r S

An application/regi 103§ systent could be set up, and those organizations could be

contacted via postcaré or phone call when the time comes to dispose of the property in
whlcl;‘{ihe > Inte

W, ‘\.'

@Qﬁeems w;l.th soliciting interest:
If we have toe- many interested parties, we may have to deal with “first-come-first-served’
or develop a lottery system if two organizations want the same item(s).
The warehouse is only staffed Tuesday-Thursday, otherwise there is no one available to
deal with surplus property. In order to minimize disruption to Purchasing and Warehouse

activities, specific days/times may have to be set aside for non-profit agencies to ‘come
and look’ at the items available.

Availability of Surplus
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Auctions for surplus and unclaimed property are coordinated when several things occur
(usually about every 6 months):

when we run out of space in the warehouse,

when we have sufficient items to make the task worthwhile

when the Police Department needs to unload their unclaimed property.

Legal Issues:

Gift of Public Funds?

According to the City Attorney, we don’t need to be concerned with the issue of * gift of
public funds’, if the non-profit organization is located in National City. It can be
assumed that assisting the non-profit, will also assist the citizens that they serve, and that
the donation will result in a benefit to the community. '

Liability:
A Release of Liability Agreement will need to be drafted by the Gity Attorney’s office, to
release the City from any liability resulting from ihe recipient geiting injured on City
property while picking the items up, loading/unloading, or from use of a defective
product (ie: recipient gets hurt when leg of donated chair falls off)."

= o,
5

Use of City Forces:

To reduce liability, it is recommended that' we do mot allow use of City forces or
equipment for loading or delivery of donated items, Recipient must provide their own
labor force, loading equipment and vehicles, and they must pick merchandise up from
where it is currently being stored. N

¥
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Procedure for Disclosure of Ex Parte Contacts POLICY #l16
ADOPTED: February 6, 2007 . AMENDED:
Purpose (‘{"‘i“‘i‘ ‘

To establish a procedure, applicable to the City Councﬂand all City boards and
commissions, for the disclosure of ex parte contacts, al;d_"to reqmre such disclosure as a
matter of City policy. ' R e

s
o s,

i T
T

S
Background P

e

i

An "ex parte" contact or communication ocqui‘sf;iivhgn, privr to considering A'fhatter on 2
public meeting agenda, a member or members of the Cltif Council, or one of the City'’s

boards or commissions, receive information, oral, w 1, or otherwise pertaining to that
matter outside the public meeting. . Ao

w.<

In making certain types of decisions, typically dealing with as. fidividual or an applicant
for a permit, and applying rules or laws to a speq;ﬁse s_‘e_t_'rofé facts, the decision-making
body is said to be acting .in a "quasi—ji;giﬁiél" cﬁp@ﬂ:y, i.e., similarly to a court.
Examples of quasi-judicial proceedings are*applications for conditional use permits and
variances, and persofinel disciplj 1 b
In quasi-judicial proceedipgs, di ‘

s, i . Process requires that the decision-maker be impartial
and without Bias. A personif interest of¢fitpolvement in the outcome of such a matter or
with any participants, which Ig tnrelated to the merits, requires disqualification of the
decision-maker. As examples, appetiaté courts have found impermissible bias on the part
of ¢ity ‘veuincilmembers irf the foljswing cases: Mennig v. City Council of the City of
Culver Cit}g_fi;ijcy council beeame personally embroiled in controversy over police chief's
termination); ‘Glagk v. City'sf Hermosa Beach, (court held that a councilmember's history
of personal animosity to she applicants made him "not a disinterested, unbiased decision-
maker"). h T

F

Considerations of due process in quasi-judicial proceedings also require that the decision
not be made based upon information received outside of the administrative hearing. This
concept is often referred to as the prohibition against ex parte contacts. For example, in
Safeway Stores v. City of Burlingame, the court held that opponents of a proposed
parking district did not receive a fair hearing where members of a city council held
conversations with affected property owners outside the hearing and made trips to the
arca for the express purpose of making determinations of disputed facts. Similarly, in
Jeffrey v. City of Salinas, a councilman talked with property owners concerning the

Page 1 of 2




TITLE: Procedure for Disclosure of Ex Parte Contacts POLICY #116

ADOPTED: February 6, 2007 AMENDED:

advantages of a parking district and made a personal visit to the area. The court
concluded that the councilman's vote should not be counted.

Fortunately, in the event an ex parte contact occurs, disqualification of the official
making the contact can be avoided and "cured" by disclosure of {he eontact at the time of

e “ia
(3 Hd \;:';-«..
the public hearing. (Jeffrey v. City of Salinas). Thereforé;if an ex paptc contact occurs, it

is of the utmost importance that the contact be disclosed. il

Policy

1.  Members of the City Council and of the C1ty’s quds and commissions shall keep
a written record of all ex parte oontactsq, as that term is explamed in this Policy.

2. At the time an agenda item is cailﬁd I ".'.:’:or to any d1scuss1on of the item, any
member of the City Council or of a boaf | oi commission who has received an ex
parte contact pertdining to that item *@hall d1sclosa the occurrence of that ex parte
contact on the @ubllc reoprd b

3.  City staff shall eﬂdeavor tc) inform all pérsons intending to appear before the City
Councﬂ or.any ¢ of the- Ca‘tys Taoaazds or c;ﬁmmlssmns of this Policy.

4, der no cucﬁ@‘ﬁtances‘“ shall a person make ex parte contacts with a majority of

y thg members of fhv@”Clty Coqloﬂ or of the City's boards or commissions in order to
dap a consensu@ or a collective concurrence as to an item to be considered
an diaﬁ@ted upon By 'the Clty Council, board or commission. Such conduct is

Vlolatlv‘é@f the Ralﬂ M Brown Act.

A

\“\; i

Related Policy References
None

Prior Policy Amendments
None
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TITLE: Procedure for Disclosure of Ex Parte Contacts POLICY #116

ADOPTED: February 6, 2007 AMENDED;

Purpose
To establish a procedure, applicable to the City Council and all City boards and

commissions, for the disciosure of ex parte contacts, and to require such disclosure as a
matter of City policy.

Background

An "ex parte" contact or communication oceurs when, prior to considering s matter on a
public meeting agenda, a member or members of the City Council, or one of the City's
boards or commissions, receive information pertaining to that

matter outside the public meeting.

In making certain types of decisions, typically dealing with an individual or an applicant
for a permit, and applying rules or laws to a specific set of facts, the decision-making
body is said to be acting in a "quasi-judicial" capacity, ie., similarly to a court.
Examples of quasi-judicial proceedings are applications for conditional use permits and
‘variances, and personnel disciplinary matters.

In quasi-judicial proceedings, due process requires that the decision-maker be impartial
and without bias. A personal interest or involvement in the outcome of such a matter or
with any participants, which is unrelated to the merits, requires disqualification of the
decision-maker. As examples, appellate courts have found impermissible bias on the part
of city councilmembers in the following cases: Mennig v. City Council of the City of
Culver City, (city council became personally embroiled in controversy over police chief's
termination); Clark v. City of Hermosa Beach, (court held that a councilmember's history

of personal animosity to the applicants made him "not a disinterested, unbiased decision-
maker™).

Considerations of due process in quasi-judicial proceedings also require that the decision
not be made based upon information received outside of the administrative hearing. This
concept is often referred to as the prohibition against ex parte contacts. For example, in
Safeway Stores v. City of Burlingame, the court held that opponents of a proposed
parking district did not receive a fair hearing where members of a city council held
conversations with affected property owners outside the hearing and made trips to the
area for the express purpose of making determinations of disputed facts. Similarly, in
Jeffrey v. City of Salinas, a councilman talked with property owners conceming the
advantages of a parking district and made a personal visit to the area. The court
concluded that the councilman’s vote should not be counted.

Fortunately, in the event an ex parte contact occurs, disqualification of the official
making the contact can be avoided and "cured" by disclosure of the contact at the time of
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the public hearing. (Jeffrey v. City of Salinas). Therefore, if an ex parte contact occurs, it
is of the utmost importance that the contact be disclosed.

Policy

1. Members of the City Council and of the City's boards and commissions shall keep
a written record of all ex parte contacts, as that term is explained in this Policy.

2. At the time an agenda item is called, and prior to any discussion of the item, any
member of the City Council or of a board or commission who has received an ex
parte contact pertaining to that item shall disclose the occurrence of that ex parte
contact on the public record.

3. City staff shall endeavor to inform all persons intending to appear before the City
Council or any of the City's boards or commissions of this Policy.

4. Under no circumstances shall a person make ex parte contacts with a majority of
the members of the City Council or of the City's boards or commissions in order to
develop a consensus or a collective concurrence as to an item to be considered
and/or acted upon by the City Council, board or commission. Such conduct is
violative of the Ralph M. Brown Act.

Related Policy References
None
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Procedure for Disclosure of Ex Parte Confacts POLICY #116
ADOPTED: February 6, 2007 AMENDED/REVISED:

Purpos 4

To estabhsh a procedure, applicable to the City Council axfd \ali City boards and
commissions, for the disclosure of ex parte contacts, and to require sug’ln d1sclosure as a
matter of City policy. o

;\T. ?‘ q’,‘
R

£3 'l
‘i )
e ‘{

4.‘.‘ oF e
’R}ﬁ.

R, &
b ” o+

Background i e
An "ex parte" contact or communication occurs when, prior to@nmderm*g a matter on a
public meeting agenda, a member or members of the Gity Couxcil, or one of the City's

boards or commissions, receive information’ pdrtamm,g to'\‘?that maﬁt‘er outside the public
meeting. g 2

AR . 2
E

S
In making certain types of decisions; typxcaﬁy ealmg with an individual or an applicant
for a permit, and applying rules or laws to a mﬁc B¢t of facts, the decision-making
body is said to be acting in-a "quas icial! ‘gdpacity, i.e., similarly to a court.

Examples of qua81-_]ud101a1 proceedlngs are @ppheatlons for conditional use permits and
variances, and personnel mplmary matters. -
e

R ’_':':. A :'&
In quasi-judicial proceedmg%, ue proéess requires that the decision-maker be impartial
and without bigs.” A’personal integest or involvement in the outcome of such a matter or

with any partimpants which is urgéiated to the merits, requires disqualification of the
decision-maker. Ag e;ﬁamplgs appellate courts have found impermissible bias on the part
of cltyﬁtébunmmbew in the following cases: Mennig v. City Council of the City of
Culver City, (city, uncﬂ”hecame personally embroiled in controversy over police chief's
termmﬁnon), Clarkvs ., City of Hermosa Beach, (court held that a councilmember's history

of pers@@l ammomj@ to the applicants made him "not a disinterested, unbiased decision-
maker") ey

il

Considerations of due process in quasi-judicial proceedings also require that the decision
not be made based upon information received outside of the administrative hearing. This
concept is often referred to as the prohibition against ex parte contacts. For example, in
Safeway Stores v. City of Burlingame, the court held that opponents of a proposed
parking district did not receive a fair hearing where members of a city council held
conversations with affected property owners outside the hearing and made trips to the
area for the express purpose of making determinaiions of disputed facts. Similarly, in
Jeffrey v. City of Salinas, a councilman talked with property owners concerning the
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advantages of a parking district and made a personal visit to the area. The court
concluded that the councilman's vote should not be counted.

Fortunately, in the event an ex parte contact occurs, disqualification of the official
making the contact can be avoided and "cured” by disclosure of the contact at the time of

the public hearing, (Jeffrey v. City of Salinas). Therefore, if an ex parte contact occurs, it
is of the utmost importance that the contact be disclosed.

Policy

1. Members of the City Council and of the City's boards and g@;’gﬁmissions shall keep
a written record of all ex parte contacts, as that term is explﬁ’ii‘i%aig this Poligy.

L

2. At the time an agenda item is called, and prior to agy discussion ‘af the Lté%n, any
member of the City Council or of a board or commisgiofi who has regéived an ex
parte contact pertaining to that item shall disclose the occufre; ice of that ex parte
contact on the public record. =y ‘i‘-\,_:-t/ ‘ i

3. City staff shall endeavor to inform all persons Min:ciging ta ;appear before the City
Council or any of the City's boards or commission§ of this Policy.

4. Under no circumstances shall a persgfl;make ¢x parte contacts with a majority of

the members of the City Couricil or of He, City's boards or commissions in order to
develop a consensus or g collective conwurrence as to an item to be considered
and/or acted upon by the City Council, board or commission. Such conduct is
violative of the Ra/légli M.Brown Act. ™~
R R L
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CITY COUNCIL POLICY
CITY OF NATIONAL CITY

TITLE: Distribution and Reporting of Tickets and POLICY #117

Passes Distributed to, or at the behest of, a City Official

ADOPTED: April 19, 2011 AMENDED:

Background o

The City strives to provide impartial and high quality servmes to ‘its residents,
businesses and visitors. The receipt by City officials of. glﬁﬁ or other items of
value can be perceived as attempts to influence City: @peratm;gm and the City
wishes to avoid any appearance of impropriety of faveritism. Agdmona]]y,
however, City official attendance at public eveﬁiss is necessary to ‘aﬁneve the
goals of governance, both to promote the ot ‘: '_ es of the City and to mamtain
close contact with the residents and interests groﬂ@fmthm‘ﬂm C1ty

Purpose g ;,w

The purpose of this Policy is to ensf[r«e fhat tickets andﬂpﬁﬁses Qrowded to and
distributed by the City to, or at the oché‘st of; a”&ty official ai‘é 51 furtherance of a
governmental and/or public purpose as reqmred imdef Secuoﬁ 18944.1 of Title 2,
Division 6 of the Cahfommﬁ@de of RegulWS 3{’ 2

y “?‘&“ )

get, to ali ‘applicable alifornia Fair Political Practices
Commission (FPPC) r‘ g;ﬂ’atlon% -as well as th@?ohhcal Reform Act. Nothing in
this Policy is, intended to a@i; am‘%ﬁ,w 1se affect the obligations of City
ofﬁclals Aiﬂder fhe l‘&lﬁcal ‘gform Act and its implementing regulations or the

The City of Nq_‘txmax City,, 'the Community Development Commission of the City
of National Cltx {CDG}, and the Successor Agency to the Community
Development Conmi@slon as the National City Redevelopment Agency (SA). All
references within thié'Policy to “City” shall also apply to the CDC and the SA.

1.0 References

a. Title 2, Division 6 of the California Code of Regulations, Sections
181000, et seq.

California Political Reform Act (Government Code Sections §1000,
et seq.) and implementing regulations. (Title 2, Division 6 of the
Califomnia Code of Regulations).

o
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TITLE: Distribution and Reporting of Tickets and

Passes Distributed to, or at the behest of, a City Official

ADOPTED: April 19, 2011 AMENDED:

3.0

¢. National City Conflict of Interest Code.
d. Government Code Section 82048
e. California Code of Regulations Sections 18944.1 and 18701.

Policy
2.1 This Policy applies to tickets and pass&ﬂ;@t\prowdc adii
facility, event, show, or perfc,uﬁiance for an entel;taunnent
amusement, recreational, or sunﬁ %urpose md are:
a. gratuitously provided to the Cit By an,éuﬁﬁasie source; or -
b. acquired by the Clty by purchase; of; o
¢. acquired by the Clty pursuant to the telms of a contract for use
of public property; \,oi' a@quued by C1ty~ because the City
controls the event. \ T é
2.2 This Policy ~sfhalvl only apggly to thé Clty s distribution of
tick ses to, m;: at the bchest of, a City official. This Policy does
not applyvtﬁ any q&er ltem of vaIue prov1ded to the City or any C1ty
%2, market valngrnfthei‘%ﬁ%et
\\ i i, ‘L
%, i i
Deﬁm:mg' ﬁ
N :5‘} ‘/‘{
Unless oth : expressly provided herein, words and terms used in the

Policy shall | fave the same meaning as in the California Political Reform
Act of 1974 (Government Code Sections 81000 et seq., as amended from
time to time) and the related FPPC Regulations (Title 2, Division 6 of the
California Code of Regulations, Sections 18100 et seq., as amended from
time to time).

3.1 “City” or “City of National City” means and includes the City of
National City, the Community Development Commission of the City
of National City, the Successor Agency to the Community

Page 2 of 7
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TITLE: Distribution and Reporting of Tickets and - POLICY #117
Passes Distributed to, or at the behest of, a City Official

ADOPTED: April 19, 2011 AMENDED:

Development Commission as the National City Redevelopment
Agency (SA) and any other affiliated agency created or activated by
the National City City Council, and any commission, committee,
board or department thereof. %
A‘ﬁ #NQ*
3.2 “City official” means every member, of%r employee, or
consultant of the City of National City, as. qﬁ%ﬁ“ﬂgﬂ««m Government

Code 82048 and FPPC Regulation 18701 %0 mus‘f‘@ a Statement
of Economic Interests. P T

e ‘v' \k
P S,

3.3 "FPPC” means the California Falf %lmcal P-ractlces Com%m.

L

34 “Immediate Family” means an mdlv:auai;s spouse and depenaent
children. :

A
s ”

3.5 “Policy” means City Pohéy Al L gOVerns the\dsswbuuon, use and
reporting of tickets and pastgs coﬁtﬁg%iby theﬁﬂy

3.6 “Ticket” meam any ticket or \ Gs that gra;ﬁs adnnssmn privileges to

a faclh,ty event, “show, or pcrfon?ance for an entertainment,
amuSememg recreaﬁ‘ons or smﬂ@rp

4.0 Gaﬂemmmns @ T
»é:ﬂn‘ i A
1\1 ‘No Right Eqﬁ‘gcketsg The distribution of Tickets pursuant to this

5 »Bohcy isa pﬁmlege extended by the City and not the right of any

n to wh&n the privilege may from time to time be extended.
p@a
i 4'

4.2 alig on Transfer of Tickets: Tickets distributed to a City
ofﬁcml&)ursua.nt to this Policy shall not be transferred to any other
person, except to members of the City officiai’s immediate family
solely for their personal use.

4.3

Prohibition Against Sale of or Receciving Reimbursement for
Tickets: No person who receives a Ticket pursuant to this Policy
shall sell, receive reimbursement for, or receive any other
consideration in exchange for the Ticket.
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TITLE: Distribution and Reporting of Tickets and

Passes Distributed to, or at the behest of, a City Official

ADOPTED: April 19, 2011 AMENDED:

5.0

4.4 Implementation of Policy: The City Manager in his/her sole
discretion shall have the authority to determine whether the City
should accept or decline Tickets offered to the City and to distribute

Tickets as he/she deems appropriate, provided such actlon conforms
with this Policy.

4.5 Designation of Agency Head: The Clt’«y Mana‘g@f shall be the
“Agency Head” for purposes of 1mp1eni§e&gng the pr?méswns of this
Policy. The City Manager shall. ‘promptly report al{ Tickets
distributed pursuant to this Pohéy;to the Ci@y Clerk, who ‘shall be
responsible for posting disclosure ?‘oqn(s) avided by the FPPC on

the City’s website in compliance with FP! =7_regulat10ns and Section
6.2 of this Policy. '\3;;:'.»5

.-is
3

4.6 No Earmarking of TleCtS % kaet gratultﬁusisi provided to the
City by an outside source ghall be carmarked 'b¥ the original source
for dlstrlbutmn toa partlculaf Clty ofﬁcml '

47 Valugtin of Tidk
value OMI Tlcke‘;%

: The Clty Manager shall determine the face
stnbuted by thé City pursuant to this Policy.

: The d1sh'1Q§.1hon o?u{ﬂ;y Tlcket(s) to, or at the behest of, a City
"i‘.:%_-;_‘ofﬁclal ac .’f.ﬁpllshes a governmental and/or public purpose
A i:ﬁcludlng, but ﬁot limited to, any of the following:
a. Th@ pef’fbrmance of a ceremonial role or function by a City
ofﬁ‘glél on behalf of the City at an event.

b. The official duties of the City official require his or her
attendance at the event.

¢. Promotion of intergovernmental relations and/or cooperation
with other governmental agencies, including but not limited to,
attendance at an event with or by elected or appointed public

officials from other jurisdictions, their staff members and their
guests,

Page 4 of 7
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TITLE: Distribution and Reporting of Tickets and POLICY #117
Passes Distributed to, or at the behest of, a City Official

ADOPYED: April 1%, 2011 AMENDED:

d. Promotion of City resources and/or facilities available to
National City residents. f _

e. Promotion of City initiated, sponsored or suggported community
programs or events. .

&'S,i

f. Promoting, supporting and/or - sh:wmg appi“watlon for
programs or services rcndered’ by charitable and ﬂom-pmﬁt
organizations benefiting Natlfim C1ty re%‘;dents

!

g. Promotion of business actnfi@;
redevelopment w1thm the C1ty

.:: —-g‘>

¢ development, and/or

h. Promotion of City tOuitmsih “ ‘

: )
i. Increasing public awareﬂst of the vagﬁus‘ recreational, cultural,
and edueaﬁonal venues and facilities” available to the public
wxﬁnn the Clty i

N,
j. Attrac"tu%é“an’dlar rewarding v,giunteer public service.

.;,*J‘»Lsu

meguraging. or rewarding significant academic, athletic, or
pubT : & san/lce aqhievements by National City students, residents

service by City

n. Promoting enhanced City employee performance or morale.

o. Recognizing contributions made to the City by City officials
who are leaving the City’s service.

5.2 When a City official treats the Ticket as income consistent with
applicable state and federal income tax laws, the distribution of the
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TITLE: Distribution and Reporting of Tickets and POLICY #117
Passes Distributed to, or at the behest of, a City Official

ADOPTED: April 19, 2011 AMENDED:

Ticket to that official shall be disclosed in accordance with Section
6.2 of this Policy. A

6.0 Disclosure Requirements

7§ website in a

=Y
(\.. e

6.1 This policy shall be permanently posted on the City
prominent fashion. b

5.

6.2 Tickets distributed pursuant to thms Pohcy ‘shall be dlsclosed on'a
form provided by the FPPC (Form 802), and. posted on the eClty S
website in a prominent fashion within ‘ﬂm‘ty (30) days from the date
Tickets are received by or distributed *at the behest of, a City
official. Form 802 shall 1 rcn;am on the City’s website for a minimum
of two (2} years from thé?dzfté;if posting. The otiginal Form 802
shall be retained in the Office of the C1 Clcrk for a four (4) year
period. The dlsclosurc from s‘]%all ‘Include g;e following information:

a. The name of the reclpl% except that if the recipient is an
organ ization other than the Ity, the City may post the name,

addresae dé%mpﬁ@n of the ‘organization and number of ticket
pvided- {0 the organization in lien of posting the names of
ipicht-éi"- -

R -
A des@tion of the event;

A The daﬁﬁ'of the event;
; '%'ace value of the Ticket;
e.  The number of Tickets provided to each person.

f. If the Ticket was distributed at the behest of a City official,
the name of the City official who made the behest; and

g A description of the public purpose(s) furthered by the Ticket
distribution or, alternatively, that the City official is treating
the Ticket as income.
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TITLE: Distribution and Reporting of Tickets and POLICY #117
Passes Distributed to, or at the behest of, a City Official

ADOPTED: April 19,2011 AMENDED:

6.3 Tickets distributed by the City for which the City receives
reimbursement from the City official shall not be sub1ect to the
disclosure provisions of Section 6.2

7.0 Exceptions

7.1 A Ticket to a non-profit fundralsmg dmnsr is gcncrally treated as a
gift to the individual under FPPC: ﬁegulatlon 18946.4. Th}& Policy
would not apply because the T ékc’\r is not f‘nr admission to ah event
or facility “for an entertainment, amusement, tecreational or $imilar

purpose.” The Ticket is reportable on “ﬁh@ official’s Statement of

Economic Interests. - ".f*:-;»'

7.2 Where admission to a luncheon, dinner. or mceﬁﬁﬂn is not provided
by a Ticket, but by invitation, this- Pohcy does not apply. The value
of the adm,lman is reportable on the -official’s Statement of
Economrc Interésts, unless the admission is provided by the City to
the éfﬁqial who is ‘attending the .event as part of his/her official
duties, in- w’iuc}a @‘Sﬁ the adm:[ssmn is not reportable by the

. _;_mdlwdual bﬁﬂgy the‘C" uigder FPPC Regulation 18944.2.

Prior Policy Amemdf’;
none o
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TITLE: Distribution and Reporting of Tickets and POLICY #117
Passes Distributed to, or at the behest of, a City Official,

| formathed: Font color: Red

ADOPTED: April 19, 2011 AMENDED/REVISED:

Bac und

The City strives to provide impartial and high quality services to its residenis,
businesses and visitors. The receipt by City officials of gifts or other items of
value can be perceived as attempts to influence City gperations and the City
wishes to avoid any appearance of impropriety or favoritism. Additionally,
however, City official attendance at public events is necessary to achieve the

goals of governance, both to promote the policies of the City and to maintain
close contact with the residents and interests groups within the City.

Purpose

The purpose of this Policy is to ensurc that tickets and passes provided to

and distributed by the City to, or at the behest of, a City official are in
furtherance of a governmental and/or public purpose as required under
Section 189441 of Title 2, Division 6 of the California Code of
Regulations.

This policy is subject to all applicable California Fair Political Practices
Commission (FPPC) regulations, as well as the Political Reform Act.
Nothing in this Policy is intended to alter, amend, or otherwise affect the
obligations of City officials under the Political Reform Act and its

implementing regulations or the City of National City’s Conflict of
l Interest Code.

-Organizations Affected

the City of National City (CDC)

Redevelopment Agency (SAJANl references within this Policy to “City”
shall also apply to the CDC and the SA,

| L0 Referemees
a. Title 2, Division 6 of the California Code of Regulations, Sections
181000, et seq.
b.  California Political Reform Act (Government Code Sections 81000,
et seq.) and implementing regulations. (Title 2, Division 6 of the
California Code of Regulations).
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¢. National City Conflict of Interest Code.
d. Govemment Code Section 82048
e. California Code of Regulations Sections 18944.1 and 18701.
| 20 Poley {Deteted: « )
l 2,1 _ This Policy applies to tickets and passes that provide admissiontoa __.--{ Deleted: 4
facility, event, show or performance for an entertainment,
amusement, recreational, or similar purpose, and are: o -
2. _gratuitonsly provided to the City by an outside source; or <~ 7"\ Formatted: Indent: LE:" !
*7 Formatted: Bullets and Numberi
b._acquired by the City by purchase; or ) o
¢. _acquired by the City pursuant to the terms of a contract for use oo Forﬂjatl_ieg=21;]rdent= Le¢|’|t= 1,
of public property; or acquired by City because the City ;‘3,';%'2;’"',9 257, No bullets or
controls the event.
| 22 _This Policy shall only apply to the City’s distribution of .-/ Deleted: 4
tickets/passes to, or at the behest of, a C1ty official. This Pohcy does
not apply to any other item of value provided to the City or any City
official, regardless of whether received gratuitously or for which
consideration is provided. This includes food, beverages or gifts
provided to a City official at an event that is not included in the fair
market value of the ticket.
Unless otherwise expressly provided herein, words and terms used in the
Policy shall have the same meaning as in the California Political Reform
Act of 1974 (Government Code Sections 81000 et seq., as amended from
time to time) and the related FPPC Regulations (Title 2, Division 6 of the
California Code of Regulations, Sections 18100 et seq., as amended from
time to time).
3,1 “City” or “City of National City” means and includes the City of _{ Deleted: 5 B

National City, the Community Dcvelopment COmmlSSlOIl of the
City of National City, ¢ ; -

and any other affiliated agency created or activated by

the National City City Council, and any commission, commitiee,
board or department thereof.
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consultant of the City of Nationat City, as defined in Government
Code 82048 and FPPC Regulation 18701, who must file a Statement

of Economic Interests. B
| Deleted:
33 "FPPC” means the Califomnia Fair Political Practices Commission. ‘
3,4 “immediate Family” means an individual’s spouse and dependent __.{ Deteted:
children.
| 3,5 “Policy” means City Policy which governs the distribution, use and .| Deleted:
reporting of tickets and passes controlled by the City,
| 3,6 “Ticket” means any ticket or pass that grants admission privilegesto . { Deteted:
a facility, event, show, or performance for an entertainment,
amusement, recreations, or similar purpose,
| 40 GemerslProvisions | Detetes:

] 4,1 No Righi to Tickets: The distribution of Tickets pursuant to this .| Deleted:

L. gy Sttt i -l

Policy is a privilege extended by the City and not the right of any
person to whom the privilege may from time to time be extended.

official pursuant to this Policy shall not be transferred to any other

person, except to members of the City official’s immediate family
solely for their personal use.

] 4,3 Prohibition ‘Against Sale of or Receiving Reimbursement for ..-~{ Deleted:

Tickets: No person who receives a Ticket pursuant to this Policy
shall sell, receive reimbursement for, or receive any other
consideration in exchange for the Ticket.

| 44 _Implementation of Policy: The City Manager in his/her sole ...{ Deleted:

discretion shall have the autherity to determine whether the City-
should accept or decline Tickets offered to the City and to distribute

Tickets as he/she deems appropriate, provided such action conforms
with this Policy.

“Agency Head” for purposes of implementing the provisions of this
Policy. The City Manager shall promptly report all Tickets
distributed pursuant to this Policy to the City Clerk, who shall be
responsible for posting disciosure form(s) provided by the FPPC on
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30 .

the City’s website in compliance with FPPC regulations and Section

{ Deteted: 5 )
§2ofthisPolicy. o
4,6 No Earmarking of Tickets: No Ticket gratuitously provided to the | Detetet: 6 )
City by an outside source shall be earmarked by the original source
for distribution to a particular City official.
4,7 Valuation of Tickets: The City Manager shall determine the face _..--{Deleted:s )
value of all Tickets distributed by the City pursuant to this Policy.
. Deleted: 7 )
Distribution of Tickets ’
5.1 The distribution of the Ticket(s) to, or at the behest of, a City memonee { Formatted: Indent: Left: 0.5", J
pfficial _accomplishes a governmental and/or public puwrpose Ha"g'"g'_ 042", Space After: O pt
including, but not limited to, any of the following; { Detetea: )

a. The performance of a ceremonial role or function by a City
official on behalf of the City at an event.

b. The official duties of the City official require his or her
attendance at the event.

¢. Promotion of intergovernmental relations and/or cooperation
with other governmental agencies, including but not limited to,
attendance at an event with or by elected or appointed public

officials from other jurisdictions, their staff members and their
guests.

d. Promotion of City resources and/or facilities available to
National City residents.

e. Promotion of City initiated, sponsored or supported community
programs or events.

f Promoting, supporting and/or showing appreciation for
programs or services rendered by charitable and non-profit
organizations benefiting National City residents.

g. Promotion of business activity, development, and/or
redevelopment within the City.

h. Prometion of City tourism.
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i. Increasing public awareness of the various recreational, cultural,
and educational venucs and facilities available to the public
within the City.

j. Attracting and/or rewarding volunteer public service.

k. Encouraging or rewarding significant acedemic, athletic, or
public service achievements by National City students, residents
or businesses.

. Attracting and retaining City employees.

m. Recognizing or rewarding meritorious service by City
employees.

n. Promoting enhanced City employee performance or morale.

0. Recognizing contributions made to the City by City officials
who are leaving the City’s service.

applicable state and federal income tax laws, the distribution of the

AL A e

Ticket to that official shall be disclosed in accordance with Section

,,,,,,,,,,,, J‘

website in a prominent fashion within thirty (30) days from the date
Tickets are received by, or distributed at the behest of, a City
official. Form 802 shall remain on the City’s website for a minimum
of two (2) years from the date of posting. The original Form 802
shall be retained in the Office of the City Cletk for a four (4) year
period. The disclosure from shall include the following information:

a.  The name of the recipient, except that if the recipient is an
organization other than the City, the City may post the name,
address, description of the organization and number of ticket
provided to the organization in lieu of posting the names of
each recipient;

b. A description of the event;



&3

Exceptions
21

12

c. The date of the event;
d The face value of the Ticket;
€. The number of Tickets provided to each person.

f If the Ticket was distributed at the behest of a City official,
the name of the City official who made the behest; and

g A description of the public purpose(s) furthered by the Ticket
distribution or, alternatively, that the City official is treating
the Ticket as income.

Tickets distributed by the City for which the City receives

reimbursement from the City official shall not be subject to the

disclosure provisions of Section 62

...A Ticket to a non-profit fundraising dinner is generally treated asa .
gift to the individual under FPPC Regulation 18946.4. This Policy

would not apply because the Ticket is not for admission to an event
or facility “for an entertainment, amusement, recreational or similar

purpose.” The Ticket is reportable on the official’s Statement of
Economic Interests,

. Where admission to a luncheon, dinner, or reception is not provided
by a Ticket, but by invitation, this Policy does not apply. The value

of the admission is reportable on the official’s Statement of
Economic Interests, unless the admission is provided by the City to
the official who is attending the event as part of his/her official
duties, in which case the admission is not reportable by the
individual, but by the City under FPPC Regulation 18944.2.

Related Policy References

See Section LOabove

rior Poli Amendments =~

none
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CITY COUNCIL POLICY

CITY OF NATIONAL CITY
TITLE: Distribution and Reporting of Tickets and POLICY #117
Passes Distributed by the Council to City Officials
ADOPTED: April 19, 2011 AMENDED/REVISED:
1.0 Purpose

The purpose of this Policy is to ensure that tickets and pass%s provided to
and distributed by the City to, or at the behest of, a ley 6ﬁc1a1 are i
furtherance of a governmental and/or public purpose as requh:eﬁ under
Section 18944.1 of Title 2, Division 6 of thé:Galifomia é@de of
Regulations. % %w

/{ \ “';, r‘.f;'; ~(-.
This policy is subject to all applicable ahfon;\;" Fair thtlcal Pracnces
Commission (FPPC) regulations, as well as the: Polm(%l, Reform Act.
Nothing in this Policy is mtcndcd 40 al’te;', amend or- othérw1se affect the
obligations of City officials wnde the Political Reform Act and its
implementing regulatlons [V ﬂ'le by of N-g:o;;al City’s Conflict of
Interest Code. r &

2.0 ‘ A ffe: X
The City of Naﬁ?bﬁ@Cu}\} md the quilmumty Development Commission
of the City .of National Clty (GE%(‘?) All references within this Policy to

“City™ shﬁll als(géapply to"& CDC

S a. e, f)‘is*‘imon 6 of the California Code of Regulations, Sections
t,,, 1810@, et seq
"el}; Califo Hia Political Reform Act (Government Code Sections 81000,

'\W and implementing regulations. (Title 2, Division 6 of the
California Code of Regulations).

¢. Nationai City Conflict of Interest Code.
d. Government Code Section 82048
e.  California Code of Regulations Sections 18944.1 and 18701.

40 Paolicy
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4.1 This Policy applies to tickets and passes that provide admission to a
facility, event, show, or performance for an entertainment,
amusement, recreational, or similar purpose, and are:

a. gratuitously provided to the City by an outside source; or

b. acquired by the City by purchase; or:

c. acquired by the City pursuant to the terms of a contract for use
of public property; or acquired by City because the City
controls the event,

42 This Policy shall only apply to the City’s
tickets/passes to, or at thc behest of, aC1ty official.

official, regardless of whether received gratwiton
consideration is provided. This includes food, 'bexsg@ages or j@ﬂs

provided to a City official at an event that is not‘ingliqded §11 ‘the fair
market value of the ticket. A\

‘\‘ N

5.0 Definitions {/ : “ {
Unless otherwise expressly ﬁfbvide(\i"‘lilérein, \}?érds and terms used in the
Policy shall have the sathe meanmg as 1n the California Political Reform
Act of 1974 (Govemment Code“Sections 8&000 et seq., as amended from
time to time) and_the related FPPC Regulatlons (Title 2, Division 6 of the
California Code’éof%agulamns, Sec‘uons 18100 et seq., as amended from
time to tlmg) \@\_

5.1 “C1 or, “Clty of l}l‘hﬁonal City” means and includes the City of

Nahorggl Clty, the Community Development Commission of the

) of Natlonal Clty, and any other affiliated agency created or

actt ited by e National City City Council, and any commission,

‘\ comniﬂﬁtee ‘board or department thereof.

z}%w official” means every member, officer, employee, or
consultant of the City of National City, as defined in Government
Code 82048 and FPPC Regulation 18701, who must file a Statement
of Economic Interests.

5.3 ”FPPC” means the California Fair Political Practices Commission.

5.4 “Immediate Family” means an individual’s spouse and dependent
children.
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6.0

5.5

5.6

“Policy” means City Policy which governs the distribution, use and
reporting of tickets and passes controlled by the City.

“Ticket” means any ticket or pass that grants admission priviieges to
a facility, event, show, or performance for an entertainment,
amusement, recreations, or similar purpose.

General Provisions

6.1

6.2

6.3

6.4

6.6

6.7

No Right to Tickets: The distribution of Tickets plﬁsuant to this
Policy is a privilege extended by the City and not’ th?:%ht of any,
person to whom the privilege may from time to time be eX%ndeu

5
Je'f )

Limitation on Transfer of Tickets: Tickets %i‘@fﬂbuted to a City
official pursuant to this Policy shall net be u'ansferred t0 any ‘other

person, except to members of the C‘ity oﬂiclal’s\}fnme&a”’te family
solely for their personal use. “

i g~ ‘&\ .
"..4'“ e %, w-,-,:.'

" % :,‘

Prohibition Against Sale- of or 'Qecelﬁ”ilg i%mnbursemcnt for

Tickets: No person Who ré@ﬁives a kaet pursuant to this Policy
shall sell, receive.; i@imburscmmt foi* o1 receive any other
consideration in ex:change fgfthe T‘a@kct
F‘m \~"- ﬁ-‘

Implcmcntat'on 0‘{ ‘Policy: je City Manager in his’her sole
discretion” sha@ -have Mau ity to determine whether the City
should-accept or -decline Tickets offered to the City and to distribute
Tw:kets‘h{helshe de@ys appropriate, provided such action conforms

"\Jvﬁiﬂj ihls }%hcy 1

“Agency ‘v%’a for purposes of unplementmg the provisions of this
@& City Manager shall promptly report all Tickets

d1str1bp’ted pursuant to this Policy to the City Clerk, who shall be
_yesponsible for posting disclosure form(s) provided by the FPPC on
the City’s website in compliance with FPPC regulations and Section

8.2 of this Policy.

No Earmarking of Tickets: No Ticket gratuitously provided to the
City by an outside source shall be earmarked by the original source
for distribution to a particular City official.

Valuation of Tickets: 'The City Manager shall determine the face
value of all Tickets distributed by the City pursuant to this Policy.
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7.0 Distribution of Tickets

7.1 The distribution of the Ticket(s) to, or at the behest of, a City official
accomplishes a governmental and/or public purpose including, but
not limited to, any of the following:

a. The performance of a ceremonial role or function by a City
official on behalf of the City at an event.

b. The official duties of the City official require his or her
attendance at the event. i

c. Promotion of intergovernmental relations and/or Q? eration’
with other governmental agencies, 1nclud1ng but not imiied to;”
attendance at an event with or by elected, @’ appomtcd “public
officials from other jurisdictions, their staff. memb@'s and-‘their
guests. #H 3“%\ k7 2_,. =

d. Promotion of City rcsopfcés and/or {amlmés available to
National City remdents 7 "'&;:-L, R

v ;

e. Promotion of Clty Lq}natéd sponsorqd or supported community
programs or eve P L - &

f. Promoting, supportmg ‘Qnd/or”' showing appreciation for
programs- or §ﬁmces rendqﬁed by charitable and non-profit
orgamzatreﬁs berf&@ang N@ﬁonal City residents.

ﬂ““ .
g Proifigtion of +:business activity, development, and/or
I@d:\‘:gopment \mﬂam the City.
\f"’l r J-t = ‘ [ -»-"v
: ‘--ha Prok t10n of City tourism.
= m“,{
™, 1. I’nyreasxﬁg public awareness of the various recreational, cultural,
L and educational venues and facilities available to the public
" \ wafthm the City.

i g

j.

Attracting and/or rewarding volunteer public service.

k. Encouraging or rewarding significant academic, athletic, or

1.

public service achievements by National City students, residents
or businesses.

Attracting and retaining City employees.

m. Recognizing or rewarding meritorious service by City

employees.
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n. Promoting enhanced City employee performance or morale.

0. Recognizing contributions made to the City by City officials
who are leaving the City’s service.

7.2 When a City official treats the Ticket as income consistent with
applicable state and federal income tax laws, the distribution of the
Ticket to that official shall be disclosed in accordance with Section
8.2 of this Policy.

8.0 Disclesure Requirements

8.1 This policy shall be permanently posted on t{e City’s wé’esne in a
prominent fashion.

e

8.2 Tickets distributed pursuant to this Pthy shalifbg d1sciﬁs;,ﬂd on a
form provided by the FPPC (Form 802);.and posted on the City’s
website in a prominent fashion within Ihlrty 130) days.from the date
Tickets are received by, or dls’tnbuted at iﬁﬁ behest of, a City
official. Form 802 shali reﬁm on théglty s website for a minimum
of two (2) years from'the date ‘of postihg. The original Form 802
shall be retained in'the Oﬁw Ny 2 City Clerk for a four (4) year
period. The dmclosure from lel 1néipéé the following information:

a.
.- address, désﬁ:ﬁptlon ‘of the organization and number of ticket
- 4 prognded to thq ‘grganization in lieu of posting the names of
"9 sagh mcqnent ¢
Pt .
k; c. '&th date of the event;

w:@# r:;._L«,*f’f'I‘he face value of the Ticket;
¢.  The number of Tickets provided to each person.

f If the Ticket was distributed at the behest of a City official,
the name of the City official who made the behest; and

g. A description of the public purpose(s) furthered by the Ticket

distribution or, alternatively, that the City official is trcating
the Ticket as income.

Page 5 of 6



9.0

8.3

Tickets distributed by the City for which the City receives
reimbursement from the City official shall not be subject to the
disclosure provisions of Section 8.2

Exceptions

9.1

9.2

A Ticket to a non-profit fundraising dinner is generally treated as a
gift to the individual under FPPC Regulation 18946.4. This Policy
would not apply because the Ticket is not for adm1ssman to an event
or fac:lhty “for an entertainment, amusement, recreszi o1l or similar,
purpose.” The Ticket is reportable on the official’s Statgment of
Economic Interests. ;

Where admission to a luncheon, dinne; or recep _on,rs %:ﬁ,gr@wded
by a Ticket, but by invitation, this Pohcy does no apply The value
of the admission is reportable on the’ ‘officialys Statement of
Economic Interests, unless the admmsmn 18 pmwde:ﬁ by the City to
the official who is attend,{%; the event as part-of his/her official
duties, in which case the™ mq;- ission. is not reportable by the
individual, but by the CltyqunderQFPPC Regl‘ﬂatlon 18944.2.
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