




















 
 

DRAFT CITY COUNCIL EXPENDITURE AND REIMBURSEMENT POLICY 
 
 
 

PURPOSE 
 
The purpose of this policy is to clarify and establish guidelines regarding proper 
expenditures and reimbursements for Members of the City Council and their 
offices.    
 
The Mayor and Councilmembers must be reimbursed for expenses incurred in 
the performance of their duties or functions of office. (Charter Section 408)  The 
office staff to the Members of the City Council must also be reimbursed for actual 
and necessary expenses incurred while performing official business of the City 
when such expenses are authorized or approved. (Charter Section 902)   
 
The City Clerk shall perform all administrative functions on behalf of the Mayor’s 
Office and each Council Office including the review and approval of expenditures 
and requests for reimbursement made consistent with this Policy, and the 
negotiation and execution of contracts made consistent with this and all other 
City policies regarding contracts.  The City Clerk may authorize a designee to 
perform these functions. 
 
SCOPE 
 
This comprehensive policy clarifies the authorized use of City funds to pay for all 
Mayor and Council Office expenses. 
 
In determining whether an expenditure is appropriate to be paid from City funds, 
the Council finds that the following activities by the Mayor, Councilmembers and 
their staffs, provide benefit to the City:   
 

1. Meeting or communications with constituents regarding: City 
operations, services, projects, programs and policies; matters pending 
before the City Council or other governmental agencies; and issues 
raised by constituents. 

2. Meeting with state and federal officials regarding issues that impact 
City operations, services, projects, programs and policies, or the 
community; 

3. Participating in regional, state, and national organizations whose 
activities impact City operations, services, projects, programs and 
policies; 

4. Attending educational seminars or conferences to better inform public 
officials regarding issues that impact City operations, services, 
projects, programs and policies, or to improve their skills; and 

5. Recognizing and promoting public service in the community. 
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This policy incorporates by reference existing expenditure and reimbursement 
policies that apply to the Mayor, Councilmembers, and their office staff, and 
establishes the parameters for other expenditures and reimbursements unique to 
public office.   
 
DEFINITIONS 
 
For the purposes of this Policy, the following terms shall be defined as specified: 
 
Advertising 
“Advertising” or “advertisement” shall mean the payment for the placement of a 
message in any newspaper, magazine, program, or on any broadcast system, or 
on any electronic medium. 
 
Constituent 
“Constituent” means residents of, and businesses, civic, cultural, and educational 
institutions within the City of San Jose. 
 
Constituent Outreach  
“Constituent Outreach” means communications with constituents to promote civic 
involvement and public awareness of City operations, services, programs, and 
policies, matters pending before the City Council and to elicit input from 
constituents regarding such matters. 
 
 
EXPENDITURES AND REIMBURSEMENTS 
 
A. MAYOR, AND COUNCILMEMBER COMPENSATION  
 
[NEED DIRECTION FROM COMMITTEE AS TO HOW TO CLARIFY THE CAR 
ALLOWANCE ISSUE]  
Councilmember compensation is an authorized City expense. 
 
The Mayor and Councilmembers receive a salary and benefits which include 
medical insurance, dental insurance, life insurance, retirement benefits and car 
allowance.  Pursuant to Charter Section 407, the salaries and benefits are 
established by ordinance, after the Salary Setting Commission has made its 
recommendation to the Council.   
 
 
B. MAYOR AND COUNCIL OFFICE STAFF COMPENSATION 
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The salaries and benefits of the Mayor and City Council support staff are 
authorized expenditures as long as the staff is hired and compensated pursuant 
to the City’s policies and procedures.   
 
 
C. RETENTION OF CONSULTANTS 
 
[NEED DISCUSSION AND COMMITTEE GUIDANCE ON WHETHER THEY 
WANT THE ABILITY TO RETAIN CONSULTANTS AND FOR WHAT 
PURPOSES.  NEED TO LIST TYPES OF SERVICES COMMITTEE THINKS IS 
APPROPRIATE TO RETAIN CONSULTANT SERVICES]  
 
The Mayor and Councilmember may retain a consultant for the following 
services: 
 1. event planning; 
 2. web site design; 
 3.   research on specific issues 
 4. constituent surveys, outreach and engagement 
  
 
The Mayor or Councilmember must provide a description of the scope of services 
for the consultant to the Office of the City Clerk.  The City Clerk is authorized to 
execute all consultant agreements on behalf of the Mayor or Council members 
following all applicable City contracting procedures.   
 
ALTERNATIVELY: 
 
Any agreement for the retention of a consultant by any individual Council Office 
or the Mayor’s Office shall be approved by the City Council. 
 
 
D. OFFICE SUPPLIES AND EQUIPMENT 
 
Acquisition of office supplies and equipment used solely for the conduct of City 
business by the Mayor and Council members is an authorized expenditure, 
subject to the review and approval of the City Clerk, and consistent with all City 
contracting procedures..   
 
 
E. ADMISSION TO EVENTS 
 
Admission to the following events for the Mayor and Councilmembers are 
authorized expenses:  
 

1. An event sponsored by the City; 

407911_2 (2)  Page 3 



 
 

2. An event which the City or Redevelopment Agency has contributed 
funding or in-kind services; 

3. Local civic, educational, or secular charitable events previously 
approved by the City Council for which attendance by members of the 
Council would meet a public purpose, and specifically those listed in 
Exhibit A. 

 
[ EXHIBIT A INCLUDES A SAMPLE LIST OF SUCH EVENTS.  DO ANY 
EVENTS NEED TO BE ADDED?]   

 
[NEED DISCUSSION AND COMMITTEE GUIDANCE ON WHETHER 
ADMISSION FOR OFFICE STAFF SHOULD BE INCLUDED AND WHETHER 
THERE SHOULD BE A LIMIT ON ADMISSION FOR OFFICE STAFF PER 
EVENT, PER YEAR] 
 
Payment or reimbursement by the City for admission to events which are not 
listed above or in Exhibit A must be approved by the Council in advance of the 
payment or reimbursement.  The list may be amended by the City Council from 
time to time.  The City Clerk will maintain an updated list of approved events.  At 
the end of each fiscal year, the City Clerk will report to the Council the total City 
expenditures for these events by the Office of the Mayor and each Council office. 
 
 
F. MEMBERSHIP DUES 
 
[NEED DISCUSSION AND COMMITTEE GUIDANCE ON WHAT TYPES OF 
MEMBERSHIP DUES SHOULD BE PAID FOR FROM PUBLIC FUNDS AND 
WHAT PUBLIC PURPOSE IS SERVED BY SUCH MEMBERSHIP.] 
 
Payment for membership dues to the following organizations is an authorized 
expenditure: 
 
 1. 
 2. 
 3.  
 
Payment or reimbursement for membership dues which are not listed above  
must be approved by the Council in advance of the payment or reimbursement.  
The City Clerk will maintain an updated list of approved organizations.  At the 
end of each fiscal year, the City Clerk will report to the Council the total 
expenditure for these memberships by the Office of the Mayor and each Council 
office. 
 
 
G. PUBLICATION SUBSCRIPTIONS  
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[NEED DISCUSSION AND COMMITTEE GUIDANCE ON HOW COUNCIL 
SHOULD TO APPROVE PAYMENT FOR OTHER PUBLICATIONS AND 
CRITERIA FOR WHICH PUBLICATIONS SHOULD BE PAID FOR BY PUBLIC 
FUNDS.] 
 
The Council approves the expenditure in an amount of $_______ each year for 
publications by each public office as long as the publications meet the following 
criteria: 
 
 1. The publication is included as part of membership in an 
organization approved by Council pursuant to the Policy; or 
 
 2. The publication is a trade publication specific to city government, 
land use, public safety, park and recreation services; or any other area of 
municipal governance that the City undertakes; or 
 
 3. The publication is a local publication containing information of 
general interest to the community. 
 
ALTERNATIVELY: 
 
Subscriptions to the following publications are authorized expenditures:  

1. Publications from the National League of Cities,  
2. Publications from United States Conference of Mayors,  
3. Publications from League of California Cities,  
4.  Publications from Association of Bay Area Governments,   
5. San Jose Mercury News, 
6. Silicon Valley Business Journal, 
7. San Jose Magazine, 
8. Neighborhood newspapers 
9.  
10.  
 

 
The Office of the City Clerk will maintain an updated list of approved publications.  
At the end of each fiscal year, the City Clerk will report to the Council the total 
expenditures for the publications by the office of the Mayor and each Council 
office. 
 
 
H. ADVERTISING 
 
The cost of advertising is an authorized expenditure if the advertising relates to 
the following: 
 

1. A City sponsored event, program, activity, or facility; 
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2. Recruitment office staff for the office of the Mayor or a Council office; 
3. [ANY OTHER APPROPRIATE PURPOSES?] 

 
Any advertisements paid for from public funds must properly attribute the City by 
including the City’s logo in the advertisement.  If the name of the Mayor or a 
particular Councilmember is noted in the advertisement, all the members of the 
Council must be included in a roster format of equal font type and size. 
 
I. CONSTITUENT OUTREACH  
 
[ NEED DISCUSSION AND COMMITTEE GUIDANCE ON THE TYPES OF 
COSTS INCURRED AND SHOULD BE AN ALLOWED EXPENDITURE.] 
 
Costs incurred by the Mayor or any Councilmember in conducting the following 
constituent outreach activities are authorized expenditures:  
 

1. Noticing meetings or other events with constituents that are open to 
 the public. 
 
2. Providing light refreshments at meetings or other events with 

constituents that are open to the public. 
 
3. Conducting informal surveys limited to eliciting constituent 

priorities/needs.  In no event shall the City pay for any polling 
activities related to any person or issue that is or is expected to be 
the subject of a political campaign. 

 
 

 
 
 [ANY OTHER EXPENDITURES?] 
 

Under no circumstances shall City funds be used to provide gifts to constituents 
unless approved in advance by the City Council. 
 
 
J. EMPLOYEE RECOGNITION 
 
[NEED DISCUSSION AND COMMITTEE GUIDANCE ON WHETHER THE 
COMMITTEE WISHES TO ADOPT A POLICY ON EMPLOYEE RECOGNITION 
THAT IS DIFFERENT FROM OTHER CITY EMPLOYEES] 
 
Costs incurred by the Mayor or Council members in recognition of employee 
performance or service are authorized expenditures as long as such 
expenditures meet the following parameters: 
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1. [Specify cost for each employee per year] 
 
and/or 
 

2. [Specify number of events per year] 
 
and/or 
 

3. [Specify type of event or gift] 
 

 
K. GRANTS 
 
[NEED DISCUSSION AND COMMITTEE GUIDANCE ON WHETHER COUNCIL 
GRANTS SHOULD CONTINUE SINCE GRANTS ISSUED HAVE BEEN 
PRIMARILY FROM THE HP GRANTS] 
 
Councilmember directed grants to local non-profit organizations for educational, 
cultural, and recreational purposes from the Arena Community Fund (“HP 
Grant”), subject to the City’s procedures for processing those grants, are 
authorized expenditures. 
 
 
L. TRAVEL 
 
Costs incurred related to official travel by the Mayor, each Councilmember, and 
their staff pursuant to City Council Policies No. 9-5 and 0-4 are authorized 
expenditures. 
 
 
M. FOOD AND BEVERAGE 
 
Costs incurred by the Mayor and Council for the purchase of food and beverages  
pursuant to City’s Food and Beverage Expenditure Policy (City Policy Manual 
Section 5.1.5)  are authorized expenditures.  [No public funds may be used for 
the purchase of alcoholic beverage.] 
 
[NEED DISCUSSION AND COMMITTEE GUIDANCE AS TO WHETHER THE 
CITY SHOULD PAY FOR FOOD AND BEVERAGE IN CIRCUMSTANCES 
BEYOND THOSE ALLOWED UNDER THE CURRENT CITY POLICY (E.G. 
NON TRAVEL RELATED MEALS WITH PERSONS DOING BUSINESS WITH 
THE CITY ).  ALSO WHETHER CITY FUNDS SHOULD BE USED TO 
PURCHASE ALCOHOL] 
 
N.  Contributions to Charitable Organizations  
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Cash contributions to charitable organizations made by individual Council Offices 
shall be considered a grant and are subject to the provisions of Paragraph K 
above. 
 
In kind contributions of City staff time, use of City equipment, or use of City 
facilities may only be paid for with City funds if all of the following conditions are 
met: 
 
 1. The organization is a 501(c) 3 corporation; an unincorporated association;   
  or a political subdivision of the State of California (i.e. school district) 
 2. The organization provides services to San Jose residents; 
 3.  The organization acknowledges the City of San Jose as the donor. 
 
 
[NEED DISCUSSION AND COMMITTEE GUIDANCE AS TO WHETHER THE 
ABOVE CRITERIA ADDRESSES THE ISSUES OF PUBLIC BENEFIT AND 
APPROPRIATE ACKNOWLEDGEMENT) 
 

 
UNAUTHORIZED EXPENDITURE OF PUBLIC FUNDS 
 
Notwithstanding any provision  in this Policy to the contrary,  the following costs 
incurred by the Mayor or City Council are not authorized expenditures and will 
not be paid for by the City: 

1. The personal portion of any trip; 
2. Political or religious contributions or events; 
3. Family expenses, including partner’s expenses when accompanying 

official on City -related business, as well as children – or pet-related 
expenses;  

4. Entertainment expenses, sporting events (including gym, massage 
and/or golf related expenses), or other cultural events; provided 
however, that expenses incurred in the use of the City’s box at the 
Arena, subject to the provisions of City Council Policy 9.11 are 
authorized expenditures. 

5. Personal automobile expenses, including repairs, traffic citations, 
insurance or gasoline; and 

6. Personal losses incurred while on City business. 
 
Any questions regarding the propriety of a particular type of expense should be 
resolved by the approving authority before the expenses is incurred. 
 
PROCESS FOR PAYMENT AND REIMBURSEMENT AND REVIEW 
 
 
[THE PROCESS FOR PAYMENT AND REIMBURSEMENT IS TO BE 
DEVELOPED IN THE NEXT DRAFT]  
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Exhibit A 
List of Previously Approved Events 

 
San Jose Stage Company  National Latino Peace Officers Association 

 
Hispanic Foundation of Silicon Valley Vietnamese American Chamber of 

Commerce 
City Year corps Evergreen Youth Action Committee 

 
Gay and Lesbian Victory Fund and 
Leadership Institute 

SJPOA Charitable Foundation 
 

Vietnamese American Community of 
Northern CA 

Hispanic Association of Real Estate 
Professionals 

KTEH Channel 54  San Jose Silicon Valley Chamber of 
Commerce 
 

Preservation Action Council of San Jose  Silicon Valley Charity Ball 
 

Silicon Valley Toxics Coalition  NAACP Friendship Dinner 
 

YWCA Professional Women’s Luncheon Yu-Ai Kai Anniversary reception 
ARIS Disco Ball History San Jose 
Silicon Valley Crime Stoppers Silicon Valley Leadership Group 
Working Partnerships USA  Silicon Valley Manufacturing Group 
AACI (Asian Americans for Community 
Involvement) 

American Legion 
 

National Coalition of 100 Black Women Bay Area Ridge Trail Council 
Dr. Martin Luther King, Jr. Assn of Santa 
Clara Valley 

SHHH (Self Help for Hard of Hearing 
People) 

National Coalition of 100 Black Men American Coalition for Filipino Vets 
Hispanic Chamber of Commerce Vietnam Veterans of America 
American GI Forum Friends of Guadalupe River and Gardens 
JACL (Japanese American Citizens 
League) 
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