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Policy 7.4.11 Council Files 
 
 
POLICY PURPOSE: 
 
It is the purpose of this policy to establish guidelines and standards regarding City resources and 
support for Councilmembers.  This policy is supplementary to and in no way intended to conflict 
with the City Charter. For further information on this subject, see: 

• City Charter, Section 807 
• Code of Ethics and Conduct for Elected Officials (available on the City’s internal 

Web site or in the Office of the City Clerk) 
 
POLICY STATEMENT: 
 
I. The purpose of the Council Files is to provide a reference for Councilmembers and the 

public of written information that has been submitted to Council either by regular or 
electronic mail. 
 
A. Council Files. The Council Files contain information of a general interest to the 

Council. The Files are maintained by the Council Executive Assistant, and all 
items three years or older are automatically purged from the Files. The Council 
Files are available for inspection to any interested person during regular business 
hours.  
 

B. Mayor’s Correspondence File. The purpose of the Mayor’s Correspondence File 
is to provide a reference for Councilmembers and the public of written 
correspondence signed by the Mayor.  

 
II. Implementation. 

The City Manager shall monitor those provisions of this policy within the City Manager’s 
Charter responsibilities. Disagreement in interpretation shall be resolved by the City 
Council. The City Manager shall institute administrative policy to implement this policy. 
At the time a new Councilmember is seated, the Mayor and City Manager should review 
this policy with him/her. 
 
Annually, the City Manager shall review the resource requirements necessary to support 
the level of service specified in this policy, and recommend as a part of the proposed 
budget necessary changes of budget resources.  

 
 
(Adopted: Council Policy Update, RTC #14-0061 (November 25, 2014))  
 
Lead Department:  Office of the City Manager 
 
For reference, see also: 7.4.8 Council and Mayor’s Mail and AnswerPoint Email; 7.4.9 Receiving and 
Responding to Community Member Inquiries and Concerns 
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