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MISSION STATEMENT 
 
To ensure the City’s elections and legislative processes are open and public by providing a link between citizens 
and government through the dissemination of information; and to ensure the preservation and integrity of official 
records that are stored and maintained for legal and business purposes. 
 
PROGRAM DESCRIPTION 
 
The City Clerk Department is responsible for the preparation and distribution of City Council agendas and minutes; 
maintaining accurate records and the legislative history of City Council actions; ensuring the safe keeping and 
storage of the City’s official records and archives; enabling and assisting with record retrieval and legislative 
research for City departments and the public; administering centralized processing of all legal notices; 
administering and maintaining filings of campaign finance and economic interest statements; administering local 
elections for the City Council and Pasadena Unified School District Board of Education; overseeing the City’s 
centralized Records Management Program and the City’s electronic imaging and archival system; and providing 
mail services to City departments. 
 
DEPARTMENTAL RELATIONSHIP TO CITY COUNCIL GOALS 
 
Maintain fiscal responsibility and stability 
 
The City Clerk Department, in support of the Council’s goal of “creating a more effective, cost-efficient 
government,“ will continue to convert documents/records into the citywide virtual record center. This provides 
for faster and more efficient ways to retrieve and research information in an electronic format. Weekly City 
Council meeting agendas, accompanying agenda reports and recaps of City Council meeting actions are provided 
on the internet giving greater accessibility for the public, media, and City departments. The Department will 
continue to concentrate on promoting greater use of imaging and electronic storage of records by providing 
support and maintenance services to its customer departments. 
 
FISCAL YEAR 2018 ACCOMPLISHMENTS 
 
During FY 2018, the Official Records Division provided staff support for City Council regular, special, and joint 
meetings, and four Council standing committees; provided legislative research services to City departments and 
the public; provided information to the City Council as part of its review of the California Voter Participation 
Rights Act (CVPRA) regarding the change in timing of City elections (to occur on statewide election dates held in 
even years), which included the State Attorney General’s Opinion No. 16-605 stating that the CVPRA applies to 
Charter Cities; provided similar information to the Pasadena Unified School District’s Board of Education as part 
of the Board’s review of the CVPRA issue and changing the timing of PUSD election dates; prepared and 
presented ballot materials for two Charter Amendment measures for the June 5, 2018 statewide ballot to 
change the timing of City of Pasadena elections (Measure AA) and to change the timing and format of PUSD 
Board of Education elections (Measure BB); in conjunction with the City Attorney’s Office, prepared ballot 
materials for two City ordinances to be submitted to voters related to legalized commercial cannabis activities 
(Measure CC) and to impose a cannabis business tax (Measure DD); processed an unsuccessful referendum 
challenge to the City’s ordinance prohibiting cannabis activities in the City; processed the notice of intention for 
two proposed proponent driven initiative measures, one related to legalized commercial cannabis activities and 
the second related to a proposed Charter Amendment measure to adopt rent control regulations; continued 
assistance with work plan and implementation of the Enterprise Content Management System to replace the 
current Questys Content Management System; in conjunction with the Planning Department and the City’s 
municipal code publisher, facilitated the move of the City’s Zoning Code (Title 17) to the Pasadena Municipal 
Code online. 
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The Records Management Division imported, and archived over 4,827 building plans, 1506 rebate forms, 2,215 
birth certificates while continuing to import more than 8,975 permits and Occupancy Inspection Reports into the 
citywide imaging system (Questys). These record conversions from paper to digital format and the regular 
destruction of records (having met their retention requirements) resulted in a net reduction of the physical 
Records Center holding by 707 cartons, and averted 1,060 cubic feet of storage being sent to the Center, 
eliminating the need to increase storage capacity in the Center. The Records Manager and staff continue to 
assist in the completion of the Electronic Content Management System (ECMS) project and recently coordinated 
the implementation of the application for Fire and Police Retirement System (FPRS) records.  In coordination 
with the Department of IT, a larger roll out of the ECMS System has been completed.  City personnel now have 
access to the City Clerk Records on the ECMS application by going to CityNet, Software Links, and selecting ECMS 
– City Clerk Records Search.  They can now conduct their own search for records reducing the time spent by City 
Clerk staff doing research.   The Records Management staff has coordinated the release of a Request for 
Proposals for a citywide imaging and scanning contract to further facilitate the transition of paper records to 
electronic content to increase accessibility and efficient archival of City records.   
 
Mail Services Division has continued to provide mail services to all City departments and will have processed 
1,289,966 pieces of mail equating to $567,895 in postage.  Staff is responsible for all large City mailings.  Fiscal 
Year 2018 saw an increase in volume in community wide mailings with a 32,329 mailer for the Environmental 
Health Division and the Parking Division’s Annual Preferential parking mailer of 15,000 mail pieces. Both mailers 
saving the City $9,850. Staff also completed 317,499 mailing for Council Districts. Council District 1 took 
advantage of mailing 47,372 smaller postcards this past year, which also lead to savings of approximately 
$3,222. Staff is also responsible for inserting approximately 25,364 business licenses, 484,330 Water & Power 
bills, and 86,835 parking citations.  
 
 
FISCAL YEAR 2019 ADOPTED BUDGET 
 
Operating Budget 
 
The FY 2019 Adopted Budget of $2,855,276 is $182,837 (6.8 percent) higher than the FY 2018 Revised Budget, 
which can be attributed to additional appropriations of $351,500 for anticipated City election expenses offset by 
a reduction of $172,200 related to future Charter Reform efforts.  Personnel costs increased $84,000 and 
Internal Services Charges increased $45,000.   
 
Personnel 
 
A total of 13.00 FTEs are included in the FY 2019 Adopted Budget, which is the same as FY 2018 Revised Budget. 
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FUTURE OUTLOOK 
 
As part of the citywide effort to reduce spending and meet budget targets, the City Clerk’s Office eliminated 
budget funding for a Charter Study Task Force that was initially funded to review and update the City Charter.  
Recently, the City Council conducted a limited and specific review of Charter provisions related to timing of City 
Council and Board of Education elections in response to new state legislation.  This limited review resulted in the 
City Council submitting two Charter Amendment measures for voter consideration as part of the June 5, 2018 
statewide election.  Other potential Charter Amendment issues that have been raised over the recent years 
would likely need significant discussion and public input that might be better facilitated by a Charter Study Task 
Force.  However, any changes would not impact the day-to-day operations of the City and are to be deferred 
until such time as the City Council deems a review is more urgent in nature.  In the coming years, there will be a 
number of more pressing issues to be addressed, which include adjusting to the City’s new election timing, 
completing 2020 Census counts, and reviewing and equalizing the resulting population counts for each of the 
City Council voting districts (also known as redistricting) following the 2020 Census. 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CITY OF PASADENA 
CITY CLERK

Section 8 - Page 3



 
 

SUMMARY TABLES  
 

SUMMARY OF APPROPRIATIONS BY EXPENSE CATEGORY     

(In Thousands) 

Expenditure Category 
FY 2017 
Actuals 

FY 2018 
Adopted 

FY 2018 
Revised 

FY 2019 
Adopted 

Personnel $1,601  $1,472  $1,522  $1,607  
Services & Supplies 631  467  639  689  
Internal Service Charges 576  511  511  559  
Operating Transfers Out 40  0  0  0  
City Clerk Total $2,848  $2,450  $2,672  $2,855  

 

SUMMARY OF APPROPRIATIONS BY DIVISION       
(In Thousands) 

Division 
FY 2017 
Actuals 

FY 2018 
Adopted 

FY 2018 
Revised 

FY 2019 
Adopted 

Elections $478  $5  $268  $354  
Mail Services Division 557  598  623  648  
Official Records-Admin. 1,326  1,300  1,235  1,284  
Records Management 487  547  547  570  
City Clerk Total $2,848  $2,450  $2,672  $2,855  

 

SUMMARY OF APPROPRIATIONS BY FUND       
(In Thousands) 

Fund 
FY 2017 
Actuals 

FY 2018 
Adopted 

FY 2018 
Revised 

FY 2019 
Adopted 

101 - General Fund $2,809  $2,450  $2,672  $2,855  
509 - Mail Services Fund 40  0  0  0  
City Clerk Total $2,848  $2,450  $2,672  $2,855  

 

SUMMARY OF FTEs BY DIVISION 

        

Division 
FY 2017 
Actuals 

FY 2018 
Adopted 

FY 2018 
Revised 

FY 2019 
Adopted 

Mail Services Division 3.00 3.00 3.00 3.00 
Official Records-Admin. 7.00 7.00 7.00 7.00 
Records Management 3.00 3.00 3.00 3.00 
City Clerk Total 13.00 13.00 13.00 13.00 
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PERFORMANCE MEASURES 
 

 FY 2017 
Actuals 

FY 2018 
Target 

FY 2019 
Target 

 
COUNCIL GOAL: SUPPORT AND PROMOTE THE QUALITY OF LIFE AND THE LOCAL 
ECONOMY. 
 

   

Objective: Ensure the City’s legislative processes are open and public by providing a 
link between citizens and government through access and dissemination of 
information. 

   

     
1 Recap of Council/Successor Agency meeting actions available on the Internet by 

5:30 p.m. one day following each Council meeting. 
100% 100% 100% 

2 Council/Successor Agency minutes submitted for approval within 2 weeks of 
each meeting or the next scheduled meeting. 

100% 100% 100% 

3 Council/Successor Agency minutes posted on the Internet within 3 days of approval. 100% 100% 100% 
    
Objective: Ensure Pasadena Voters have access to information regarding ballot issues 
and candidates for Mayor, City Council, and School District Board of Education 
elections. 

   

     
1 Post or make public election information (seats up for election, nomination filing 

period, etc.) one year in advance of future election. 
Yes Yes Yes 

2 Post or make public the list of qualified candidates and measures within 1 week of 
qualification. 

N/A 100% 100% 

3 Post or make public semi-official election results the next day following election, and 
final results one day after conclusion of official canvas. 

N/A 100% 100% 

4 Post or make public campaign finance information within one day of filing of 
statements. 

100% 100% 100% 

5 Sample ballots mailed prior to 21 days before election. N/A 100% 100% 
    
Objective: City business records will be stored in the Records Management Center for 
easy access, ensuring their preservation and integrity; Mail delivery will be prompt 
and accurate. 

   

     
1 Timeliness of requested records received within 24 hours of request. 100% 100% 100% 
2 Satisfaction survey results for services provided by Records Management staff. 100% 100% 100% 
3 Satisfaction survey results for services provided by Mail Services staff. 100% 100% 100% 
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