


Background – City Clerk Duties

� The City Clerk is the local government official for 

elections, local legislation, the Public Records 

Act, the Political Reform Act, and the Brown Act 

(open meeting laws).

Our office exists to provide citizens access to their 

government.



Rationale for Project Selection

� Primary function of the City Clerk's office, 
last major improvement in 2012 (iPads)

� Widespread room for improvement across 
City departments

� City Initiative 5.1.2-- Objective: Promote 
opportunities for the public to be involved in 
decision-making and legislative processes

Tangible benefit to the public



Methodology

� Used Continuous Improvement tools to 
document and fully understand the 
process

� Stakeholder group representing different 
functions





Stakeholder Goals

� Develop a process to deliver an accurate 
agenda packet to the City Council and the 
public "on time”

� Create standard work 

� Train staff on the process

� Reduce amount & transportation of paper

� Reduce batch review of items



Customer-Focused Results: Staff

� Transportation of items

� Centralized resources (intranet)

� Standard Work

� Linear vs. concurrent review of items

� Ability to use color/images
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Stakeholder Goal Results

Goal Result

Develop a standard process 
for agenda packet creation

Create Standard Work 12 Standard  Work documents created

Staff Training 5 Training sessions held
176 Participants (105 unique participants)

Reduce batch review of items Items are reviewed on an ongoing basis

Reduce amount and 
transportation of paper

Manual draft distribution eliminated
63,210 copies = $4,420.70 (based on 2013)

Reduce handoffs of items



Customer-Focused Results: Council

� Quality of document images

� Agenda automatically syncs to device

AFTER
BEFORE



Customer-Focused Results: Public

� Easier access to agendas and related 
documents

� Keyword/advanced search capability

� Hyperlinks connect agendas, minutes, item 
details, videos

� Access to media and documents online and 
using mobile devices



New Council Agenda View: Calendar



New Council Agenda View: Agenda



New Council Agenda View: Item



New Council Agenda View: Search



What’s Next

Plan

Do

Check

Act




