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This manual includes policies and procedures that guide the City Council in carrying out 

their duties as the chief legislative body of the City of Irvine. These policies and procedures 

have been adopted through various actions including the Irvine Municipal Charter, City 

Council Ordinance, City Council Resolution, City Council minute order, and through 

adoption of this manual. 

 

The City of Irvine and its City Council are guided by a number of legislative directives 

including, but not limited to the Irvine Municipal Code, the California Government Code, 

the ñBrown Actò regarding public meetings, the California Fair Political Practices 

Commission Code of Regulations, Roberts Rules of Order, City of Irvine Rules of Ethical 

and Open Governance, City-wide administrative policies and procedures, and state and 

federal judicial rulings.  

 

This manual is directed primarily towards operational areas that regularly impact the City 

Council. As such, it is recognized that this manual is not inclusive of all ordinances, 

resolutions and other legislative acts that have bearing on City Council operations. 

 

The City Council Policy and Procedures Manual is updated on a regular basis and may be 

amended at any time by City Council direction. 
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Reference: Municipal Code: Div. 2 

Minute Order 4-8-75 

Resolution No. 87-05 

Minute Order 2-14-06 

          

Policies and procedures for the conduct of City Council  meetings are delineated in the Irvine 

Municipal Code - Division 2 pertaining to the City Council.  In addition to provisions in the 

City Code, the following policies and procedures have been adopted by the City Council. 

 
Oral Communications 

 

The City Manager shall  include within each Council  agenda an item providing for members 

of the public to address the City Council  on items of interest to the public and within the 

subject matter jurisdiction of the City Council.  The time allocated to each speaker shall  be 

three (3) minutes unless extended by the Mayor or by a majority of the City Council.  The 

time for public comment shall be reserved for the presentation of items which are not on the 

regular City Council  agenda.  Public Comment items on the agenda shall be taken at the time 

the matter is discussed by the City Council. 

 
The Council  shall not discuss items which are raised by the public as a part of the public 

comment period and not included within the posted agenda, but such items may be referred to 

the City Manager for consideration and inclusion in a subsequent agenda, if necessary.  

Individual Council  members may at any time request that the City Manager consider specific 

items which the City Manager will  agendize for subsequent meetings if Council  action is 

required. (City Council  Resolution No. 87-05) 

 
Decorum 

 

Public Safety will  assign one (1) officer to remain present through all  City Council meetings.  

His/her responsibilities will include: security; maintaining the peace at all times; enforcement 

of the no smoking regulation; escorting Councilmembers to their vehicles if need be; and 

general enforcement of any order given by the Chief of Police or City Manager.  The officer 

shall  at all times be noticeably visible to the public and Council. 

City Council Policy / Procedure 

 
City Council Meetings 
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Seating Arrangements 

 

The seating arrangement for the City Council  shall be determined by the Mayor, unless 

overturned by a majority vote of the Council. (Adopted by City Council  action on 4-08-75) 

 
Motions 

 

Whenever possible, motions of a substantive nature shall be drafted, copied and distributed 

on the dais at least one (1) hour prior to a Council  meeting at which the motion is to be 

considered.  Councilmembers must be notified by phone or in person that new material 

awaits them.  This distribution and notification notice does not automatically indicate that 

appropriate time has been given for individual Councilmember's or staff's consideration, but 

serves to help address last minute information.  (Amended by City Council action on 2-14-

06) 

 
Voting 

 

By Council  action roll  call  votes shall  be taken by the use of electronic voting lights. 

(Adopted by City Council action on 1-10-95) 

 
Supplemental Information 

 

Councilmembers who wish to present supplemental information at a City Council meeting, 

i.e., overheads, visuals, handouts, etc., should provide that information to the City Manager 

no less than 24 hours prior to the scheduled City Council  meeting to insure adequate time to 

arrange for the presentation. (Adopted by City Council  action on 2-14-06) 
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Reference: Municipal Code Sec. 1-2-302 

Resolution No. 87-05 

Resolution No. 05-09 

Minute Order 12-8-2020 

          

The City Manager shall  cause an agenda to be posted in accordance with the Irvine Sunshine 

Ordinance, Irvine Municipal Code Section 15-1-101 et seq. The agenda shall include a brief 

description of each item of business to be transacted or discussed at the meeting together with 

the time and location of the meeting.  The description shall  be sufficient to apprise interested 

persons of the subject matter of the discussion or the business to be conducted. (Resolution No. 

87-05) 

 
The business of the City Council  shall be taken up for consideration and disposition in the order 

established by resolution of the City Council  (City Code Sec. 1-2-302). 

 
The order of business at City Council  meetings is established as follows.  (Resolution No. 05-09) 

 
1.   The City Council  meeting agenda will  be ordered to include the topical areas as follows. 

 
a.   Study Sessions/Workshops/Scoping Sessions 

b.   Closed Sessions 

c.   Call  to Order 

d.   Items of Protocol 

e.   Consent Calendar  

f. Business Matters  

g.   Public Comment  

h.   Adjournment 

 
*Additions to the agenda are limited by California Government Code Section 

54954.2 (of the Brown Act). 

 
2.   Items of a routine nature will  be considered under the Consent Calendar. These items will 

be acted upon as one item.  Any member of the City Council  shall have the right to 

remove any item from the Consent Calendar for separate discussion. 

 
3.   Public Comment shall be limited to a maximum period of 30 minutes, three minutes per 

person.  These time limits may be extended at the discretion of the Mayor or by a 

majority vote of the City Council. 

City Council Policy / Procedure 
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4.   Recognizing the occasional need to rearrange the order of business, it shall be done at the 

discretion of the Mayor or by a majority vote of the City Council. 

 
Councilmembers wishing to place items on City Council  Agendas shall adhere to the following. 

(Adopted by City Council action on 12-8-2020.) 

 
a) All Councilmember initiated items must either be (i) jointly initiated by two 

Councilmembers, or (ii) initiated by the Mayor.   

 

b)  Items Not Requiring a Staff Report: 

 

   Requests shall be presented in a memorandum to the City Manager, with a copy 

to the Mayor and City Council, no less than one week prior to the next scheduled 

City Council  meeting. 

 
c)  Items Requiring a Staff Report: 

 

   Requests shall be presented in a memorandum to the City Manager, with a copy 

to the Mayor and City Council, no less than two weeks prior to the next scheduled 

City Council  meeting. 
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Reference: Minute Order 01-22-13 

          

Invocation 

 

The Irvine City Council has intermittently included an invocation on the City Council meeting 

agendas.  In 2002, the California Court of Appeal ruled that certain invocationsðthose that 

constitute sectarian prayerðviolate the Establishment Clause of the United States Constitution; 

and the California Supreme Court and the United States Supreme Court denied requests to hear 

the case.  (Rubin v. City of Burbank (2002) 101 Cal. App. 4th 1194.)  The purpose of this Policy 

is to ensure that invocations comply with the law so that we retain the right to open public 

meetings with words of inspiration and wisdom. 

 

The City Council believes that the purpose of an invocation is to recognize the role that freedom 

of religion has played in the history of our country and the contribution that religious groups 

make to the quality of life in our communityðand to neither promote nor disparage any 

denomination or particular religious belief. The City Council is confident that anyone who agrees 

to give an invocation consistent with this Policy will offer words that respect the laws and 

institutions that protect the freedoms that we enjoy. 

 

The City Council has determined that invocations that comply with the following guidelines are 

consistent with the Rubin decision. 

 

1. The tone, tenor and content of the invocation would not, to a reasonable person, be 

considered as advancing or disparaging a specific religion. 

 

2. The invocation does not refer to terms associated with a specific religion, sect or deity 

such as ñJesus Christ,ò ñAllahò or ñOur Father in Heaven.ò 

 

3. The invocation does not refer to a particular religious holiday, significant dates, holy day 

or religious event. 

 

4. The person giving the invocation does not read or quote from any sectarian book, 

doctrine or material. 

 

The City Clerk shall send a letter to each person who has agreed to give an invocation expressing 

the City Councilôs appreciation for volunteering and confirming his/her intention to offer an 

invocation that is fully consistent with this Policy. 

 

City Council Policy / Procedure 
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Reference: Municipal Code Sec. 1-2-108 

Resolution No. 06-22 

Ordinance No. 08-04 

          

Compensation 

 

Compensation for City Council  members shall  be set, and from time to time shall  be changed, 

in accordance with the compensation schedule for the Mayor and City Council members 

established in Government Code § 36516.  Compensation for Councilmembers is $880 per 

month as of January 1, 2009. 

 
Expense Policy 

 

1.   Each City Councilmember shall  be paid monthly, during his or her term of office, a lump 

sum automobile allowance in the amount of $715 per month. 

 
2.   All other job-related expenses incurred by a City Councilmember or City legislative body 

member may be reimbursed subject to the following policy. 

 
3.   Authorized Expenses.  City funds, equipment, supplies (including letterhead), titles and 

staff  time must be used for authorized City business.  The following types of expenses 

generally constitute authorized expenses, provided the other requirements of this policy are 

met: 

 
a.   Communicating with representatives of regional, state, and national 

government on City adopted policy positions; 

 
b.   Attending educational seminars designed to improve officialsô skill and 

information levels; 

 
c.   Participating in regional, state, and national organizations whose activities 

affect the Cityôs interests; 

 
d.   Recognizing service to the City (for example, thanking a long time official or 

employee with a retirement gift or celebration of nominal value and cost); 

 
e.   Attending City events; 

City Council Policy / Procedure 
 

City Council Compensation and Expense Policy  

(Updated January 1, 2009) 

 



 10 

 
f. Implementing a City-approved strategy for attracting or retaining businesses to 

the City of Irvine, this will typically involve at least one staff member. 
 

Expenses which exceed the budgeted annual limits established for each Councilmember 

and member of a City legislative body require the approval of the City Council. 

 
Examples of personal expenses that the City will  not reimburse include, but are not 

limited to: 

 
a.   The personal portion of any trip; 

 
b.   Political or charitable contributions or events; 

 
c.   Family expenses, including partnerôs expenses when accompanying the 

Councilmember or member of a City legislative body on City-related 

business, as well  as children or pet related expenses; 

 
d.   Entertainment expenses, including theater, movies (either in-room or at a 

theater), sporting events (including gym, massage and /or golf related 

expenses), or other cultural events; 

 
e.   Non-mileage personal automobile expenses, including repair, traffic 

citations, insurance and gasoline; 

 
f. Personal losses incurred while on City business. 

 
Any questions regarding the propriety of a particular expense should be resolved by the 

City Council  before the expense is incurred. 

 
4.   General Standards/Cost Control.  The intent of this policy is to emphasize economy and 

practicality with reasonable subsistence and accommodations while on City business.  The 

policy is not intended to address every issue, exception or contingency that may arise in the 

course of City travel or attendance at meetings.  Accordingly, the basic standard that should 

prevail  is to use good judgment in the use and stewardship of City funds.  Any deviations 

from the policy should be approved by the City Council.  To conserve City resources and 

keep expenses within community standards for public officials, Councilmembers and 

members of City legislative bodies should adhere to the guidelines provided within this 

policy. 

 
5.   Allowable Types of Expenses. 

 

a.   Transportation.  The most economical mode and class of transportation 

reasonably consistent with scheduling needs and cargo space requirements must 

be used, using the most direct and time-efficient route.  In the event that a more 

expensive transportation form or route is used, the cost borne by the City will  be 
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limited to the cost of the most economical, direct, efficient and reasonable 

transportation form unless otherwise approved by 

the City Council.  Government and group rates must be used when 

available. 

 
i.   For members of City legislative bodies, automobile mileage is 

reimbursable at Internal Revenue Service rates presently in effect (see 

www.irs.gov).  These rates are designed to compensate the driver for 

gasoline, insurance, maintenance, and other expenses associated with 

operating the vehicle.  This amount does not include bridge and toll 

roads, which are also reimbursable with receipts. 

 
ii.   Air fares that are reasonable and economical shall be eligible for 

purposes of reimbursement.  Airport parking may be used during 

travel on official City business and is reimbursable with receipts. 

 
iii.  If car rental is required, rental rates that are reasonable and economical 

shall be eligible for purposes of reimbursement.  When determining the 

type of rental car to be used, consideration should be given to the 

economic standards set forth in this policy and the appropriate use and 

stewardship of City funds. 

 
iv.   Taxis or shuttle fares may be reimbursed, including a 15 percent 

gratuity per fare, when the cost of such fares is equal or less than the 

cost of car rentals, gasoline and parking combined, or when such 

transportation is necessary for time-efficiency. 

 
b.   Lodging.  Lodging expenses will be reimbursed or paid when travel on official 

City business reasonably requires an overnight stay.  If such lodging is in 

connection with a conference, lodging expenses must not exceed the group rate 

published by the conference sponsor for the meeting in question if such rates are 

available at the time of booking.  Travelers must request government rates, when 

available.  If the group rate is not available, reimbursement at the IRS rate in 

effect at the time of travel shall apply (IRS Publication 463). 

 
c.   Meals.  Meal expenses, including beverages, and associated gratuities will be 

reimbursed subject to the maximum per diem for the meal as set by the IRS rate 

in effect at the time of travel. (see Cal. Govôt. Code 53232.2(c) and Publication 

1542 at  www.irs.gov or www.policyworks.gov.perdiem) 

 

d.   Telephone/Fax/Cellular.  City Councilmembers and members of City legislative 

bodies will be reimbursed for actual telephone and fax expenses incurred on City 

business.  Telephone bills should identif y which calls were made on City 

business.  For cellular calls, when the Councilmember/member of City 

legislative body has a particular number 

http://www.irs.gov/
http://www.irs.gov/
http://www.policyworks.gov.perdiem/
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of minutes included in his/her plan, the Councilmember/member of City 

legislative body can identif y the percentage of calls made on public basis. 

 
e.   Other expenses not already discussed in this policy, but reasonably 

incurred in the course of official City business, may be reimbursed with 

the approval of the City Manager or his/her designee and/or the City 

Council.  Appropriate documentation should be provided with the 

reimbursement request.  Expenses for which Councilmembers and 

members of City legislative bodies receive reimbursement from another 

agency are not reimbursable. 

 
6.   Methods of Payment.  The City will  pay all  legitimate expenses for City-related 

business, including transportation, lodging, registration fees, meals, and any other 

expenses incurred for official City business and in accordance with these 

guidelines.  There are three methods of payment that may be used for business 

related expenses, individually or in combination: 

 
a.   Direct payments to vendors by check may be used to pay for specific costs 

related to the trip, usually for registration fees, lodging, and airfare. 

 
b.   The City does not issue individual credit cards to Councilmembers or 

members of City legislative bodies, however payments by a City credit 

card may be used to prepay travel expenses, including registration fees, 

lodging and airfare, or may be used to cover business expenses as they 

arise on the trip.  City credit cards shall  not be used for personal expenses, 

even if the Councilmember or member of the City legislative body 

subsequently reimburses the city. 

 
c.   Reimbursement to the Councilmember/City legislative body member with 

appropriate receipts for incurred expenses. 

 
7.   Expense Report Content and Submission Deadline.  All credit card expenses and 

expense reimbursement requests must be submitted on an expense report form 

provided by the City.  Expense reports must document that the expense in 

question met with the requirements of this policy.  Officials must submit their 

expense reports within sixty (60) calendar days of an expense being incurred, 

accompanied by receipts documenting each expense.  Inability to provide such 

documentation in a timely fashion may result in the expense being borne by the 

official. 

 
In the event the official does not attend the trip and non-refundable expenses have 

been incurred for registration, lodging and/or travel, the non-attending official 

shall submit written explanation of the reasons for non-attendance to the City 

Manager.  The City Manager shall  determine if the public funds advanced must be 

reimbursed to the City.  Any decision by the City Manager may be appealed to the 

City Council. 
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All expenses are subject to verification that they comply with this policy. 

 
8.   Report to City Council, Board, or Commission.  In accordance with pre-existing City 

Council  policy, Councilmembers shall  provide a brief report in either written or verbal 

form, on meetings attended at City expense, at the next meeting of the City Council.  

Members of Boards or Commissions shall  provide a brief report in either written or 

verbal form, on Brown Act meetings attended at City expense. 

 
9.   Compliance With Laws; Violations.  City offi cials should keep in mind that some 

expenditures may be subject to reporting under the Political Reform Act and other laws.  

All agency expenditures are public records subject to disclosure under the Public 

Records Act and other applicable laws.  Use of public resources or falsif ying expense 

reports in violation of this policy may result in any or all  of the following: 

 
a.   Loss of reimbursement privileges; 

 
b.   A demand for restitution from the City; 

 
c.   The agencyôs reporting the expenses as income to the elected official to state and 

federal authorities; 

 
d.   Civil penalties of up to $1,000 per day and three times the value of the 

resources used; 

 
e.   Prosecution for the misuse of public resources. 
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Reference: Resolution No. 01-139 

Minute Order 2-14-06 

Resolution No. 17-74 

 

The City shall  pay all  allowable expenses of the Cityôs elected and appointed officials for 

domestic and international travel on City business, including transportation, lodging, 

registration fees, meals, and other incidental expenses, if they are for official City business, fit  

within the Cityôs policy guidelines, and comply with applicable regulations of the California 

Fair Political Practices Commission (FPPC). City business is defined as conferences, training 

sessions, meetings, economic development, and other official City business, including Sister 

and Friendship City programs, which is a direct result of employment with, or representation 

of, the City of Irvine. Please refer to City Council  Policy/Procedure ñCompensation and 

Expense Policyò for further clarifi cation on allowable travel expenses. 

 

The following criteria are utilized to determine whether City Council and/or appointed official travel 

related to official City business: (a) the conference or meeting is being held by an organization 

or agency of which the City is a member; (b) the purpose of the travel is City representation in 

support of a City Council approved program, or at the direction of the City Council; and (c) 

adequate funds are available within the approved individual City Council  Business Expense 

budget or approved by the City Council separately. 

 

In circumstances where travel expenses are paid by a source other than a state, local, or federal 

government agency, the requirements and restrictions of FPPC Regulation 18950.1 shall also 

apply.  That regulation prohibits payment for food, lodging or travel to a member of the City 

Council (and appointed officials) ñunless the transportation, lodging, and food is directly related to 

the officialôs public duties, is for a purpose that would otherwise be paid for with the agencyôs 

funds, is authorized in the same manner as transportation, lodging, and food using the agencyôs 

own funds, and otherwise meets the requirements of subdivision (a) of [FPPC Regulation 

18950.1].ò  Subdivision (a) of Regulation 18950.1, in turn, allows payment for travel from sources 

other than a state, local, or federal government agency only if all of the following requirements are 

satisfied: 

 

1. The payment is made directly to or coordinated with the City, and not made to the 

City official using the travel.   

2. The payment is used for ñofficial agency businessò as defined in FPPC Regulation 

18950.1(c). 

3. The City determines the City official who will make use of the payment. 

City Council Policy / Procedure 

 
City Council Travel  
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4. The payment provides no personal benefit to the City official who makes use of the 

payment. 

5. The duration of the travel is limited to that necessary to accomplish the purpose for 

which the travel was provided as determined by the City using the same standards 

imposed for travel paid with City funds.   

6. The City reports the payment as provided in FPPC Regulation 18950.1(f). 

 

City Council members and appointed officials shall  provide a brief report, in either written or 

verbal form, on meetings attended at City expense at the next regularly scheduled meeting of the 

City Council or City commission (as the case may be). 

 
All travel requests that do not otherwise adhere to this Travel Policy shall be requested through a 

memorandum addressed to the City Manager for City Council consideration. The following 

information, at a minimum, shall be included in the request: 

 

1. The purpose or specific benefit of the trip that would be achieved by sending a City 

official and/or supporting City staff. 

2. The anticipated dates of the travel and destination(s). 

3. Detailed financing information, including any cost that may be incurred by the City. 

4. An explanation of Council Executive Assistant support, if requested. 
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Reference: Municipal Code Sec. 1-5-102 

Resolution No. 02-69 

          

The Council  Services Office provides support to the Mayor, members of the City 

Council, and Council  Executive Assistants.  The following summarizes procedures 

followed as part of this support. 

 
Meetings 

 

Meetings are scheduled for Councilmembers based upon their preferred schedules. Requests 

for City staff attendance at meetings should be made through the Council Services office.  

City Council  calendars are not public records; however, they are made available to the City 

Manager and Council  Services staff  to facilitate scheduling. 

 
Phone Calls 

 

Phone messages are forwarded to Councilmembers as soon as possible after the call  is 

received.  Arrangements will  be made with each Councilmember to establish the best 

procedure to expeditiously forward phone messages. 

 
Each Councilmember has private voicemail on his/her City telephone line.  Voicemail will  

not be accessed by Council  Services staff; retrieval of voicemail messages is the 

responsibility of each individual Councilmember. 

 
Files 

 

The Council  Services Office maintains chronological (chron) files of all  correspondence 

generated by individual Councilmembers.  Chron files are maintained for four (4) years as 

required by public records law.  It is the responsibility of each individual Councilmember to 

maintain his/her own working files as they deem necessary. 

 
Mail (Postal Service) 

 

All mail  relating to City business that is addressed to the Mayor, City Council  or to individual 

Councilmembers, will be copied and distributed to the Mayor, to all Councilmembers, and to 

the City Manager and appropriate departmental staff.  Copies of all  City business-related mail 

are maintained in the City Clerkôs Office for four (4) years as required by public records law. 

City Council Policy / Procedure 
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Mail  not related to City business is opened and distributed only to the addressee and no 

copies are made.  Mail  marked ñpersonalò or ñconfidentialò is given, unopened, to the 

addressee only. 

 
Electronic Mail (Email) 

 

Citizens may contact the City Council  through three different email  addresses. 

 
1.   Each Councilmember has a private email  address on his/her City computer. Council  

Services staff  does not access these personal email  boxes; it is the responsibility of each 

individual Councilmember to retrieve their own email from their personal email  boxes. 

 
2.   A generic City Council  email box exists on the Cityôs web site, 

irvinecitycouncil@cityofirvine.org.  Council  Services staff  accesses this email  

box and distributes in conformance with procedures listed under general mail  

(postal). 

 
3.   A generic City Council  email box exists in the Council  Services office, 

irvinecc@cityofirvine.org.  Typically, this email  box is used for citizens who wish 

to send invitations to the City Council  electronically, but also at times receives 

general correspondence.  Council  Services staff  accesses this email  box and 

distributes in conformance with procedures listed under general mail  (postal). 

 
Email communication constitutes ñpreliminary drafts, notes, or interagency or intra- 

agency memoranda that are not retained by the public agency in the ordinary course of 

businessò within the meaning of Government Code § 6254(a), unless the email 

communication is printed and retained in official City files.  It is the Cityôs policy to 

automatically delete email  after 30 days (City Council  Resolution No. 02-69). Email that 

is saved in another computer file or is printed and filed as a hard copy becomes subject to 

all  applicable public records requirements. 

 
Invitations 

 

Councilmembers are invited to a number of events each week.  Council  Services staff 

summarizes these invitations and, along with the original invitations, the list is forwarded 

to each Councilmember at the end of each work week.  Councilmembers are asked to 

return their invitation list as soon as possible, noting which events they would like to 

attend, so staff  can RSVP.  Last minute invitations will be immediately forwarded to 

Councilmembers for a response. 

 
City payment for tables, tickets and admission charges to events that Councilmembers 

attend is covered under the City Council  policy on ñEligibility for Purchase of Tables and 

Admission Tickets to Community Events.ò 

mailto:irvinecc@cityofirvine.org
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Response Letters 

 

City staff  will  prepare response letters for correspondence received by the City Council 

relating to City business.  Letters received by the City Council  or by individual 

Councilmembers will be routed to the appropriate operating department for a draft response.  

Response letters are prepared for signature within approximately two weeks. 

 
If all  Councilmembers receive the same letter, or if the letter is addressed to the ñCity 

Councilò generically, the response will be prepared for the Mayorôs signature only. 

Individual response letters beyond the Mayorôs response letter are the responsibility of each 

individual Councilmember, should they desire to personally respond. 

 
Requests for Information 

 

Requests for information and assistance from City departments and staff  should be made 

through the Council Managerôs Offi ce.  The Council  Services Office will  coordinate with the 

City Manager and will process and track these requests to insure that the most appropriate and 

timely response is provided. 

 
Weekly Packets 

 

Council  agendas and mail packets will be put on the desk of the Mayor and each member of 

the City Council  on the last day of the work week. These packets include, but are not limited 

to, weekly calendars, invitation lists, a weekly update from the City Manager, correspondence, 

and miscellaneous mail. 
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Reference: Resolution No. 19-57 

Resolution No. 21-30 

          

In 1984 the Council Aide program, now called the Council Executive Assistant (CEA) program, 

was established to assist the Mayor and members of the City Council with their duties of office. 

Council Executive Assistants perform a wide variety of highly responsible administrative, 

community relations, and field support duties under the direct supervision and administrative 

oversight of his or her respective appointing member of the City Council. 

 

The policies and procedures were updated in 2021 as approved in Resolution 21-30. Resolution 21-

30 approved updated job specifications and classifications for a Council Executive Assistant.  

 

The Resolution and job description are attached, reflecting the Policies and Procedures of the 

Council Executive Assistant Program. 

 

 

 

  

City Council Policy / Procedure 
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(Updated May 25, 2021) 
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