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BACKGROUND 

On January I, 2006, AB 1234's requirement that all local governments adopt a 
Reimbursement Policy for local officials became effective. On October 3, 2006, the City 
Council referred the development of a comprehensive Council Expenditure and 
Reimbursement Policy to the Rules Committee. On January 18, 2007, the City Attorney 
and the City Clerk distributed a memo to the Rules and Open Government Committee 
that provided an overview of the various categories of Council expenditures, current 
expenditure practices, and the issues raised by the current practices. On January 24, 
2007, the Committee requested additional information about the Council's car allowance 
procedures and allowable expenses under the ordinance governing privately financed 
Officeholder Accounts. A supplemental memo addressing those issues was distributed 
on January 26,2007. 

On January 31,2007, the Rules and Open Government Committee discussed the 
memo and directed the City Clerk and City Attorney to return to the Committee on 
February 28, 2007 (later deferred to March 7, 2007 and April 25) with an analysis of the 
types of expenditures that cannot be paid from public funds but that can be paid from 
Officeholder Accounts. 

This memo also discusses the attached draft of a comprehensive Council Expenditure 
Policy. 

ANALYSIS 

A. Expenditures from Officeholder Accounts. 

San Jose Municipal Code section 12.06.860 limits the uses of Councilmember 
Officeholder Accounts to "facilitate the performance of the incumbent officeholder" 
Examples of such expenses set forth in the ordinance are: newsletter expenses, 
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subscriptions to publications, taking constituents to dinner to discuss City business, 
travel expenses on City business, and attending community events. 

Some of the above expenses, such as subscriptions and travel expenses, may also be 
paid for with City funds. Using these funds for campaign expenses and salaries for 
Councilmember staff is specifically prohibited. 

In 2004, at the suggestion of the Blue Ribbon Task Force on Ethics Ordinance the 
Council amended the San Jose Municipal Code to add Part 8 to Chapter 12.06 (the 
"Officeholder Accounts Ordinance"). The Officeholder Accounts Ordinance authorizes a 
separate Mayor's Officeholder Account in recognition of the local, regional, and national 
governmental and political responsibilities of the Office of the Mayor. 

San Jose Municipal Code section 12.06.83 sets forth the permitted uses of the Mayor's 
Officeholder Account which are very broad. The Mayor's Officeholder Account can be 
used for "any political, legislative, governmental or other lawful purpose." Examples 
soecified in the ordinance are: fundraisina for the Officeholder Account. donations to - 
tax-exempt charitable, civic or service organizations, and political campaign 
contributions (except for campaigns for City office). The ordinance prohibits 
expenditures for the Mayor's own campaign for office, as well as salaries for the 
Mayor's office personnel. 

The types of expenses that may be paid from the Officeholder Account that cannot be 
paid for with public funds are as follows: 

Mass mailing expenses; 
Meals with constituents (unless otherwise allowed under the City's Food and 
Beverage policy); 
Travel expenses that are not covered by the Council Travel Policy; 
Advertisements in local publications that are for political or personal ends; 
Sponsorships of personal, political, or religious causes; 
Admission to local political fundraisers; and 
Donations to local political or religious causes. 

6. Draft Expenditure and Reimbursement Policy. 

The attached Draft Policy is for discussion purposes only. The categories of expenses 
that we have addressed in prior memoranda, and how the draft policy deals with them, 
are discussed below. We will incorporate the discussion and guidance from the 
Committee with proposed recommendations and discussion topics for the procedural 
issues in our next draft. 

One of the purposes of adopting a comprehensive Expenditure Policy is to have in one 
policy all the authority for expenditures on and by the Council Offices. These different 
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authorizations currently exist in various places, such as the City Charter, the Municipal 
Code, miscellaneous resolutions and policies. As such there are policies that overlap 
and gaps in authorization. 

The Draft Policy would not supersede existing conflicting authority unless those 
ordinances or resolutions are amended or repealed. However, the policy will provide 
clear authority in circumstance where there is no express authority for the expenditure. 

As discussed above, the Draft Policy is intended to reflect all expenditures on and by 
Council Offices. Therefore, even though the authority for Council member salaries is 
set forth in the Charter, and Council Salary Ordinance, the policy also refers to those 
expenditures in order to be comprehensive. 

The Draft Policy also specifically authorizes the payment of salary and benefits for 
Council staff who must be hired and compensated pursuant to the City's policies and 
procedures, and specifically authorizes the City Clerk to administer personnel and 
timekeeping functions of the Council Offices. 

Discussion Topic: If the Council wishes to authorize the expenditure of City funds for 
consultants hired by individual Council members, this specific expenditure should be 
included in the policy, along with a process for ensuring public benefit. We would 
recommend that such a policy specify the types of services allowed to be paid for with 
City funds and require that any agreement for services not specified in the policy be 
approved by the Council as a whole. We would also recommend that the City Clerk be 
specifically authorized to enter into contracts on behalf of individual Councilmembers, 

Car Allowance 

Discussion Topic: Should the policy for car allowances for Council members be 
clarified? 

The current policy, established by Resolution 59263, adopted on June 26, 1986, 
provides a $350 per month car allowance to those Councilmembers who elect not to 
drive a City car. At that time, the City maintained an "executive fleet" of vehicles and 
the allowance was meant as an incentive to encourage the use of private cars and 
reduce the use of the City's fleet. 

In the years since Resolution 59263 was adopted, City Policy Manual Section 1.8.1, 
"Use of City and Personal Vehicles" has been revised several times, including most 
recently in December 2004, in response to an internal audit of the use of the City's fleet. 

These revisions provided limits on the use of City vehicles, but did not contemplate that 
a Council member could elect to drive a City car instead of receiving the car allowance. 
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For example, under the current policy, standard vehicles cannot be driven home. Thus, 
Councilmember would have to drive his or her own vehicle to City Hall and check out a 
City car on an as-needed basis during the day for City business. 

In order to harmonize these apparently inconsistent policies, the Council could either: 
(1) change the car allowance resolution to remove the ability of a Councilmember to 
elect of use of a City car; or (2) change the Use of City and Personal Vehicle Policy to 
provide an exception for Councilmembers. We recommend that the resolution be 
modified to remove the election. 

The Draft Policy specifies that office supplies and equipment are an authorized 
expenditure of City funds and that the City Clerk is authorized to review and approve 
such expenditures on behalf of the Council Offices pursuant to the City's procurement 
policies. 

. . 

Admission to Events 

As discussed. in our previous memoranda, there are legal and public perception issues 
associated with the expenditure of public funds for admission to events. The draft policy 
specifies certain events, admission to which would be an authorized expense. These 
events include City events, City-sponsored events, and events that have been 
designated by the Council as having a public benefit. Unless admission to an event is 
specified as an authorized expenditure, or has otherwise been authorized by the 
Council, it would not be an allowable expense. The Council would not be able to 
authorize payment for attendance at political or religious events, since any benefit to the 
City may be outweighed by the public perception that the Councilmember is benefiting 
personally or politically. Such a restriction would also make unnecessary the 
complicated analysis of where the funding is going so that the legal prohibitions on 
spending public funds for religious or political purposes are not violated. At the end of 
the fiscal year, the Clerk would report the total expenditures for events by office. 

Discussion Topics: Are there additional types of events that should be added to the 
list of authorized events and what should be the criteria and process for payment of 
admission to events not previously approved by the Council? Should admission for 
Council and Mayor staff at these events be considered authorized expenditures? If so, 
should there be a limit on the number of staff that may attend, or the number of events 
they may attend? 

Membership Dues and Publication Subscriptions. 

The expenditure of public funds on dues and subscriptions should also benefit the City, 
and consideration should be given as to whether certain dues or subscriptions could be 
perceived by the public as an unwarranted perk. 
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Councilmembers are members of certain organizations, such as the League of 
California Cities; the National League of Cities, the U.S. Conference of Mayors, and the 
Association of Bay Area Governments, by virtue of the City's membership in these 
organizations.. Since no separate membership fee is required, those memberships are 
not listed in the Draft Policy. 

We recommend that the Council specify, as appropriate expenditures, a list of approved 
organizations and the public purpose served by City paid membership in that 
oraanization. A similar list should be orovided for subscriotions. If an oraanization or 
p&lication is not on the pre-authorized list, Council apprdval of the proposed 
expenditure would be required. At the end of each fiscal year, the Clerk would report 
the total expenditures for each office. 

Alternatively, the Council can specify a dollar limit on such expenses and criteria for 
appropriate expenditures, so as to give Council members clear guidelines as well as 
flexibility in their choice of materials and organizations to assist them in serving the City. 

Discussion Topic: What public purpose is sewed for each listed organization or 
oublication? What should be the criteria and orocess for addina an oraanization or ., - 
bub~ication to the list? 

Advertisements 

The concern about the use of City funds to pay for advertisements placed by individual . 
Councilmembers is the public perception that the ads are used to enhance the 
Councilmember's name recognition and political image. The draft policy limits Council 
expenditures on advertisements to announcements of a City sponsored event, program, 
activity, or facility and for staff recruitment. It also provides that any advertisements 
paid with public funds properly attribute the City and if an individual Member of the 
Council is noted in the advertisement that all members be included in a roster format of 
equal font type and size, similar to the FPPC's mass mailing regulations. 

Discussion Topic: Are there any other types of advertisements that should be 
authorized? 

Constituent Outreach 

In order to set clear parameters for which types of expenditures on constituent outreach 
is of benefit to the City and which should be restricted due to perception of political or 
personal benefit to the Councilmember, we recommend that constituent outreach be 
defined, and the types of allowable expenses by specified. The types of expenses that 
may arise when a member of the Council participates in constituent outreach may range 
from providing food or beverages in meetings with constituents, sending 
communications to constituents, providing food, beverage or other supplies for events in 
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the district, andlor giving recognition and commendation to constituents. The Draft 
Policy specifically prohibits gifts to constituents. 

Discussion Topic: The Draft Policy defines "constituent outreach", and provides a 
section-to clearly specify the authorized uses. What expenditures should be authorized 
for constituent outreach, and what is the public benefit of each expenditure? 

For example, if the policy authorizes public funding of district events sponsored by a 
Council Office, it needs to specify the public benefit or purpose of such events. In 
addition, clear guidelines specifying the use ofcity funds on communications with 
constituents should be included in the policy. 

Discussion Topic: Alternatively, the Council could adopt a policy which does not 
specifically permit the use of City funds for constituent outreach, but addresses the 
types of expenditures usually incurred through other provisions of the Policy. For 
example, the Draft Policy hasa provision regarding the purchase of food and 
beverages. It also addresses advertisements and grants. Under this alternative, if a 
proposed expenditure does not fit within the list of authorized expenditures, it could still 
be authorized by Council action as long as it is not on the list of prohibited expenditures. 

Employee Recognition 

The City's Food and Beverage Expenditure Policy limits the amount that can be spent 
on food and beverage at recognition events to $15 per employee each year. There is 
no policy that discusses when a gift is appropriate or how much should be spent on a 
gift to recognize an employee. 

Discussion Topic: Should the Council change the current policy on food and beverage 
in employee recognition events andlor adopt a policy on gifts for employee recognition? 
Should there be a cap on the amount spent each year, or number of events per year, for 
employee recognition? 

Individual Council Grants 

The draft policy allows Councilmember-directed grants to be made only from the Arena 
Community Fund, pursuant to the guidelines already adopted for processing those 
grants. All other grants or donations suggested by a Councilmember would need 
approval by the Council upon a finding of public benefit. 

Discussion Topic: Should Councilmember-directed grants and donations be allowed 
to be made from Council Office budgets (in addition to the HP Fund)? If so, what kind 
of process should be developed to ensure that the public funds are being used 
appropriately? 
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Food and Beverage 

The Draft Policy specifies that food and beverages purchased pursuant to the City's 
Food and Beverage Policy is an allowable expenditure. 

Discussion Topic: The City's current Food and Beverage Policy is attached as Exhibit 
B. Are there additional types of events where Council would like the flexibility to pay for 
food and beverages (e.g. neighborhood meetings) and what should be the criteria and 
process for payment of these expenditures? 

The Draft Policy specifies that any expenses incurred related to official travel pursuant 
to the Council  ravel Policy is an allowable expenditure. 

Contributions to Charitable Organizations 

Clear guidelines should be established for contributions to charitable organizations 
including the public benefit received for the contribution, the types of organizations that 
should receive contributions, and the proper attribution for the contribution. 

Cash donations to non-secular charitable organizations would be considered grants 
under the Draft Policy and treated as specified above. The Draft Policy would authorize 
the donation of in-kind contributions of City staff time, equipment, city facilities and 
similar, non-monetary contributions, if the organization is a 501(c) 3 tax exempt 
organization corporation providing services to San Jose residents, and the organization 
attributes the donation to the City of San Jose. 

Discussion Topic: Are the proposed criteria appropriate to address the public benefit 
and attribution issues?. 

Nonauthorized Expenditures 

The general rule is that use of public funds should be for a public purpose or public 
benefit. Certain expenditures should never be paid for from public funds including: 

The personal portion of any trip; 
Political or religious contributions or events; 
Personal losses incurred while on City business; or 
Personal automobile expenses including repairs, traffic or parking citations, 
insurance or gasoline. 

Discussion Topic: Are there other expenditures which the Council would not authorize 
or approve? 
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CONCLUSION 

The Draft Policy is intended to elicit the Committee's discussion of and direction on the 
topics presented. The next draft of the Expenditure Policy will include provisions 
reflecting that direction, as well as procedures for payment and reimbursement 
requests. 

City Clerk 
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PURPOSE 

To provide guidelines for purchases of food and beverages with City funds. 

POLICY 

1. In limited circumstances, Departments may provide food and non-alcoholic beverages 
with City funds. All food and beverage expenditures shall be paid from each 
department's existing budget. Examples of situations for which City funds may be used 
for food and beverages include: 

Staff training sessions where it is not practical to disrupt the session for an offsite 
lunch break. For this policy, staff training may be defined as development, 
leadership, or specialized training essential to help staff acquire subject matter 
expertise in their functional areas. 

Non-regularly scheduled meetings, held during the lunch hour, where it is not 
practical to go off-site for lunch to complete City business or meetings held during 
non-business hours (i.e. early morning meetings, evening meetings, or weekends) 
where it is not practical or may be disruptive to go offsite to obtain food or beverages. 

Anticipated long City Council meetings where it would not be practical for the City 
Council and staff to go offsite. 

Recognition events, receptions, special events, andlor meetings where the City 
Council, City or Agency is hostirig individuals, groups, etc. and provide 
foodlbeverage services to reflect the City's hospitality. 

Minimal food and beverage purchases, such as bagels and coffee, may be made for 
meetings and trainings as approved by the Department Director or City Manager. 
These purchases should be reasonable for the meeting purpose and attendees. Any 
questionable expenses m ay be reviewed by the Director of Finance for 
appropriateness. 

A maximum of $15 per employee attending the function per year may be spent on 
recognition events such as picnics or luncheons. 

Note: If a training or a meeting runs through an employee's lunch, hourly employees 
may need to be compensated for that time. Please consult with the Ofice of Employee 
Relations. 

2. This allowance shall not result in the purchase of food and beverages for common daily 
work needs, which are purchased through pooled employee contributions (i.e. water 
service, coffee service, etc.). No alcoholic beverage purchases will be reimbursed. 

Effective Dale: July 21. 2006 
Page 1 of 2 
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3. The Department Director or designee shall be responsible for all food and beverage 
expenditures and shall ensure that these expenditures are reasonable, are within 
budgetary limits, and are consistent with theintent of this policy. 

PROCEDURES 

Supervisor 

Department 
Director or 
Designee 

1. Purchase food andlor non-alcoholic beverages using either City 
credit card or personal funds. 

2. Submit receipt, and Employee Reimbursement Form if personal 
funds were used, to Department Director or Designee. 

3. Review and approve credit card statements or approve 
reimbursement on the Employee Reimbursement Form. 

4. Track non-travel food and beverage expenditures for the 
Department. 

5. If employee reimbursement is required, send Employee 
Reimbursement Form to FinancelDisbursement (Accounts Payable) 
for review and processing. i 

Accounts Payable 6. Review food and beverage purchases for compliance with the City's 
Food and Beverage Policy. 

7. If applicable, process employee reimbursement through Payroll. 

Approved: 

IS/ Les White 
City Manager 

July 21. 2006 
Date 

Effective Dale: July 21, 2006 
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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. 



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 



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; 



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 organizatians is an authorized 
expenditure: 

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 



[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 wilt 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. 

1. CONSTITUENT OUTREACH 

[ NEED DISCUSSION AND COMMITTEE GUIDANCE ON THE TYPES OF 
COSTS INCURRED AND SHOULD BE AN ALLOWED EXPENDITURE.] 

Costs incurred by theMayor 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 
prioritiesheeds. 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] 

2. [Specify number of events per year] 

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 
ClTY SHOULD PAY FOR FOOD AND BEVERAGE IN CIRCUMSTANCES 
BEYOND THOSE ALLOWED UNDER THE CURRENT ClTY POLICY (E.G. 
NON TRAVEL RELATED MEALS WlTH PERSONS DOING BUSINESS WlTH 
THE ClTY ). ALSO WHETHER ClTY 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 9.1 1 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 

Gay and Lesbian Victory Fund and 

National Latino Peace Officers Associatioil 

Hispanic Foundation of Silicon Valley 

City Year corps 

Leadership Institute 
Vietnamese American Communitv of 

Vietnamese American Chamber of 
Commerce 
Evergreen Youth Action Committee 

. 
Northern CA 
KTEH Channel 54 

SJPOA Charitable Foundation 

Hispanic Association of Real Estate 
Professionals 
San Jose Silicon Valley Chamber of 
Commerce 
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Memorandum 
J 

CAPlThL OF SILICON VALLEY 

TO: RULES AND OPEN FROM: Richard Doyle, 
GOVERNMENT COMMITTEE City Attorney 

Lee Price, MMC 
City Clerk 

SUBJECT: Council Expenditure and DATE: January 26, 2007 
Reimbursement Policy 

BACKGROUND 

During the January 24,2007 Rules and Open Government Committee meeting 
discussion of this matter, Agenda Item G I  was deferred to the January 31, 2007 
meeting. However, in making this deferral, Mayor Reed requested that staff provide 
supplemental information regarding the following issues: 

1. Mayor and Councilmember Auto Expense Policy 
2. Officeholder Accounts 

ANALYSIS 

A. Council Budget Expenditures: 

Mayor and Council Office Appropriations. 

Staff would like to correct a typographical error in the memo submitted for the January 
24 item. The base appropriation for the current fiscal year is $1,518,702 for the Mayor's 
Office and $242,847 for each Council Office. The table shown in the earlier memo had 
the correct appropriation amounts 

1 Mayor and Councilmember Auto Expense Policy: 

Current Practice: As identified in the earlier memo, funding for the Mayor and Council 
member's auto expense is provided through the Council General appropriation, and is a 
component of Council member compensation. Resolution No. 59263 adopted on June 
24, 1986 (copy attached) provides that the City will pay a monthly car allowance of $350 
to reimburse City Councilmembers who elect not to drive a City-owned or City-furnished 
vehicle. On June 7, 1991 the City Council adopted Resolution 62934 (copy attached) 
which authorizes the Mayor to negotiate and execute a vehicle lease with Ford motor 

Council Expense-supplement-12507-rev 



Rules and Open Government Committee 
January 26,2007 
Subject: Expenditure and Reimbursement Policy 
Page 2 

Company pursuant to the Company's "Governor/Mayor Lease Vehicle Program". The 
leased vehicle is in lieu of the monthly car allowance, and the resolution specifies that 
"such vehicle can be used by the Mayor in the same manner as a private vehicle." 

The City has several policies that address use of City and personal vehicles. These 
include the following sections of the City Policy Manual (see attached): 

Policy 1.2.1 - Code of Ethics 
Policy 1.6.2 - Personal Use of City Equipment 
Policy 1.8.1 - Use of City and Personal Vehicles 

Administrative policies regarding the ethical and proper use of City equipment and 
vehicles have been clearly established and defined for City employees. There is some 
ambiguity regarding application of the Use of City and Personal Vehicle Policy to 
elected officials. 

Potential Issues: Council Resolution No. 59263 appears to allow Council members the 
option of either taking the car allowance or use of a City vehicle, without any guidance 
on the use of the City vehicle. Allowing Council members the use of City vehicles for 
personal use would seem to be inconsistent with the above specified policies. Valuing 
the use of a City car for tax purposes can be complicated. Monitoring or auditing the 
use of a vehicle for personal versus official use can be difficult. Furthermore, as 
acknowledaed in Resolution No. 59263, the use of City vehicles by Council members 
and management employees puts a strain on the city's fleet. As the Council develops 
its comprehensive expense and reimbursement policies, the auto expense policy will 
need to be clarified as well. 

2. Officeholder Accounts: 

The memo submitted on January 19,2007 focused on the expenditure of public funds 
by 'the Mayor and Councilmembers. The issue of Officeholder accounts was raised in 
the City Attorney's original memorandum to the City Council on October 2,2006. 

The San Jose Municipal Code regulates the use of officeholder accounts by the Mayor 
and Councilmembers (SJMC, Chapter 12.06, Part 8). Officeholder accounts are not 
public funds because they are funded with donor contributions. A Councilmember may 
establish an officeholder account of up to $10,000 "to facilitate his or her performance 
as an officeholder." (SJMC Section 12.06.860.) This means that funds are to be used 
for officeholder expenses and constituent services, including but not limited to paying for 

Council Expense-supplernenl-12507-rev 



Rules and Open Government Committee 
January 26.2007 
Subject: Expenditure and Reimbursement Policy 
Page 3 

newsletter expenses, subscribing to publications, taking constituents out to dinner to 
discuss city business, defraying the cost of trips made in connection with the discharge 
of official duties and attending community events. The Councilmember's officeholder 
accounts may not be used for campaign purposes. 

The types of expenditures permitted from the Mayor's officeholder account is broader in 
that the funds may be used for any political, legislative, governmental or other lawful 
purpose including but not limited to fundraising for the officeholder account, donations to 
tax-exempt charitable, civic or service organizations, contributions or expenditures to 
support or oppose candidates seeking election to an office other than an elective city 
office, and contributions or expenditures to support or oppose ballot measures. (SJMC 
12.06.830.) San Jose City Charter Section 501 provides that the Mayor is the political 
leader of the community and provides guidance and leadership to the Council by 
expressing and explaining to the community the City's policies and programs and by 
assisting the Council in the informed, vigorous and effective exercise of its powers. The 
Mayor's officeholder account also differs in that total contributions may be as much as 
$50,000 as opposed to a Councilmember's officeholder account which is limited to 
$10,000. 

The pertinent sections of the Municipal Code regarding Officeholder accounts were 
included with the attachments submitted on both October 2 and January 19. 

CONCLUSION: 

With this additional information, staff is prepared to proceed with a discussion with the 
Rules and Open Government Committee regarding a comprehensive Council expense 
and reimbursement policy and related issues. We hope that this information will frame 
further direction from the Committee. A 

City Clerk 

Council Expense-supplement-12507-rev 



Attachment 1 

A ~ S O L U T I U W  OF rnE: COUNCIL OF TIE c z n  QF s , ~  
JOSE APPRWIEfG R LEASE AGREZ$IE?W .fTBET%BE?X TIIE 
CTTY QF SAl7 XGSE AtW FORD P4JTOl7 COMPUZY TO ---- - -  . ~ ~ . ~  . - ~ ~ 

PROVIDE A VEHICLE FOR TRE NAPOR WDER THE 
COi.IPP.IlT'S G W , ~ F R t > O R . ~ L % 1 O R  LEASE LrE.SICL-C PXOGilP.14 

R E ,  p r s u a e t  ta Besollrtiari *?o. 59263, h a  city 06 S ~ T S  S q ~ e  
curr.ently  ptovides a nontkZy c a r  alia:~?lsbce i n  oraer ta reiinlsctvse City 
~ o ~ ~ ~ ~ i l ~ ~ p ~ ~ t x  ~ficepfe-iimt~id hanagers a;ppoiaeed by ttrbs! C i k y  

@alv:ag&x who are entitle@ to a n  ass%gne,d city veirfele and elect n a t . t a  

& r i v e  a City-awned or City-Earnisl?ed vehicle; nnd 

IMBREAS, Ford 1.5okor Csirn@any o€€ers to publ i c  entities a 
GeveracrtFwayor LItase an~~icle.P+:crgi'a.~nj amd 

l$l%nREas, ths City zaffnoil itesites th%t Che C i k y  ppa%t%cfp'~f23 i n  
snch Psogrsm aaa Ehar; a velliole ero"rfd~4 by t b  Program sba2Z 'be usea 
by tfio.rbaqrr)r i n  gtlaae of the $mOnkhLy car allowance curren%ly caoeivstl 
hy t,%e Hapor and t b e t   etch vehicle can be us& by the Mnyos i n  t h e  
azme m%nner as a ptivete vehicle. 

ZiOXS, T'ETEZEFCXR53, BE I T  BEEl2LVED T a E  CfTB MUSitCSZ. & T13Z Ci'M D3? 

SAIJ JOSE: 

The Lease .between tlre City of Sax Jose and Ford Sl~icor Company Ear 
a vehicle $or k11e Playor aZ the C i t ~ .  of San Jose pursuant to tl'ie 

Campariy's Oovern~r/I,Y~yor t e a s e  V e h i c l e  Frcgrar;r is Bxoreby approved. 
The 14ayor i s  authorixea by kke CiLy Council ko e & k r  i n t o  and exsecuke 
a Lease Agrrement: on behalf of the  C i t y .  

The uel~icle pro-iicicd imAer the Gove~nor / l~~syor  L e a s e  V e i l i r l &  

Proqram shill replace t h a  rnontllly c a r  al.!.oi.?fince cur re i i t i ,  receive8 by 



Res, No. 62934 

klle l iapr  aab t h a t  suclr .rektic%e can he used hy the i@a.yor in. t he  same 
mann@:r as a ps iva t .e  1~elii6'le. A.ny BiBferonce i n  kt%+ aoliat anovnt 
between such m a n t h l p  car allowanao and the rental Eee of t h e  '4e3se 
AgreeRent will be donated by khe Magar as a gi f t .  'ic. khe Cityz 

fnOPTEW izhis 7th day of -_. 1.1s). , 1991, hy the 
folLowf ng v o t e :  

NOES: ".'ONE 



Attachment 2 

City of San Jose City Policy Manual 

In order to best serve the citizens and customers of the City of San Jose, the elected and 
appointed officials, and employees of the City must act individually and collectively to create a 
City government that is responsible, fair, honest and open. City employees and officials are 
expected to demonstrate the highest standards of personal integrity, honesty and conduct in all 
activities in order to inspire public confidence and trust in City employees. 

As stated in the City Charter, "The citizens of San Jose expect and must receive the highest 
standard of ethics from all those in the public service. City officers and employees must be 
independent, impartial and responsible in the performance of their duties and accountable to the 
members of the public." 

The purpose of this Code of Ethics is to establish policy and guidelines, reflecting expected 
values and behaviors for use by and applicable to elected and appointed City officials, City 
officers, including Board and Commission members, and employees. Individuals employed by 
the City under contractual agreement must also observe the provisions of this policy for the term 
of their contract or as the contract may stipulate. 

For additional regulations regarding ethics please refer to Title 12 of the San Jose Municipal 
Code. 

Elected and appointed officials and employees of the City of San Jose at all levels are 
guardians of the public trust. City officials and employees are required to be impartial and 
responsible in the fulfillment of their duties. The citizens and customers of San Jose expect and 
must receive the highest standard of ethics from all those in public service, regardless of 
personal consideration. 

1. Responsibilities of Public Service 

City officials and employees are obligated to uphold the Constitution of the United States 
and the Constitution of the State of California and to comply with Federal. State, and 
local laws and City policies. Recognizing the special responsibilities of serving the City 
and its citizens and customers, City officials and employees are required to maintain the 
highest standards of integrity and honesty, and they are expected to treat all members of 
the public and fellow City employees with respect, courtesy, concern and 
responsiveness. The conduct of City officials and employees in both their official and 
private affairs should be above reproach to assure that their City position is not used for 
personal gain. 

Original Effective Date: August 19. 1980 
Revised: 06/28/2005 
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City of San Jose City Policy Manual 

Lcode of Ethics 1.2.1 1 
2. General Rule with Respect to Conflicts of Interest 

City employees and officials are expected to avoid any conflicts of interest. Further, 
employees should avoid the appearance of conflicts of interest in order to ensure that 
City decisions are made in an independent and impartial manner. 

All City officials, officers and employees are prohibited from making, participation in 
making, or attempting in any way to use his or her official position to influence a City 
decision in which the employee knows or has reason to know he or she has a financial 
interest as defined by law. For example, City employees and officials shall not make 
personal investments nor maintain any direct or indirect interest in enterprises, activities, 
or entities which they have or have reason to believe may be involved in decisions or 
recommendations to be made by them or persons under their supervision, or which may 
create a conflict between their private interests or may impair their independence of 
judgment in the accomplishment of their official duties. If, however, persons in the public 
service have financial interests in matters coming before them, or before the department 
in which they are employed, they shall remove themselves from making, participating in 
the making, or seeking to influence any decision regarding such matter. Employees who 
are designated in the City's Conflict of Interest Code, shall file the appropriate disclosure 
statements required under State Law. 

A conflict of interest may arise when dealing with a current or prospective vendor, 
supplier, or other business. Please refer to Section 3 below and seek guidance from a 
supervisor or from the Employee Helpline at 535-8150. 

3. Acceptance of Favors, Gratuities and Gifts 

City employees and officials shall not accept money or other consideration or favors 
from anyone other than the City for the performance of an act which they would be 
required or expected to perform in the regular course of their duties; nor shall such 
persons accept any gifts as defined in the City's Gift Ordinance, gratuities or favors of 
any kind which be perceived or interpreted as an attempt to influence their actions with 
respect to City business. 

This is just a summary of your obligations, for additional information regarding specific 
regulations on the acceptance of gifts; please refer to policy 2.02, titled Gift Policy in the 
City Policy Manual. Additionally, if there are any discrepancies between this Gift Policy 
and Title 12 of the San Jose Municipal Code, Title 12 of the San Jose Municipal Code 
supercedes. 

Original Effective Date: August 19. 1980 
Revised: 06/28/2005 
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Citv of San Jose Citv Policy Manual 

4. Use of Confidential Information 

City employees and officials shall not use confidential information acquired by or 
available to them in the course of their employment with the City for personal gain or for 
personal, non-City business related reasons. City employees and officials shall uphold 
the public's right to know, and in accordance with the Brown Act, uphold the public's 
right to know not only the decisions taken, but also the deliberations which shape public 
policies. Any employee or official, who is aware of a breach of confidentiality, is 
expected to bring forth that information to the appropriate officials in a timely manner. 

5. Use of City Employment and Facilities for Personal Gain 

City employees and officials shall not use City time, City funds or City facilities, 
equipment or supplies for personal use or personal gain or for campaign related political 
activities, nor shall they use or attempt to use their position to secure unwarranted 
privileges or exemptions for themselves or others. 

This is just a summary of your obligations, for additional information please refer to 
policy 1.6.2, titled Personal Use of City Equipment, and 1.7.1, titled Use of E-Mail, 
Internet Services and Other Electronic Media, in the City Policy Manual. 

6. Outside Employment 

No employee shall engage in any work, employment or occupation outside City 
employment, which is detrimental to City service, which prevents or impedes the efficient 
performance of their duties in City employment, or which is in any way in conflict with 
their employment with the City. No employee shall engage in any work, employment or 
occupation outside City employment unless they have notified their department via an 
Outside Work Permit, and the permit has been approved by the Department Director. 

This is just a summary of your obligations, for additional information please refer to 
policy 1.2.3, titled Outside Employment Policy, in the City Policy Manual. 

7. Discussion of Future Employment 

All offers or discussions of offers to City employees of future employment outside City 
service must be reported immediately to the employee's supervisor whenever such 
discussions occur with, or when such offer is made by, any person, firm or organization 
presently dealing with the City concerning matters directiy.within the employee's current 
areas of decision-making responsibilities. It shall be within the supervisor's 
discretionary powers to relieve said employee from further decision-making 
responsibilities in relationship to said person, firm or organization if he or she determines 
that the offer of employment or discussions of an offer of employment would impair the 
employee's independence or judgment or could be construed by others as a bid for 
favorable treatment. 

Original Effective Date: August 19, 1980 
Revised: 06/28/2005 
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Citv of San Jose Citv Policy Manual 

I ~ o d e  of Ethics 1.2.11 

8. Reporting of Improper Activities 

The City of San Jose has a responsibility to conduct its affairs ethically and in 
compliance with the law. City employees and persons in City service are expected and 
encouraged to promptly raise questions and concerns regarding possible violations of 
City policy or local, State or Federal law with hislher immediate supervisor or another 
management employee within the employee's department. Employees may also call the 
Employee Helpline at 535-8150 or the Fraud and Audit Hotline at 535-8200. 

It is the policy of the City to prohibit the taking of any adverse employment action against 
those who in good faith report or participate in investigations into complaints of alleged 
violations of City policy or local, State or Federal law in retaliation for that reporting or 
participation. No officer or employee of the City shall directly or indirectly use or attempt 
to use the authority or influence of such officer or employee for the purpose of 
intimidating, threatening, coercing, directing or influencing any person with the intent of 
interfering with that person's duty to disclose alleged violations of City policy or local, 
State or Federal law. 

This is just a summary of your obligations, for additional information please refer to 
policy 1 .I .4, titled Non-Retaliation, in the City Policy Manual. 

9. Discrimination and Harassment 

City employees and officials shall not, in the performance of their duties, discriminate 
against any person on the basis of race, color, religion, national origin, ancestry, age, 
sex, gender, pregnancy, childbirth or related medical condition, sexual orientation, 
marital status, disability, medical condition and actual or perceived gender identity and 
they will reinforce the City of San Jose's commitment to equal employment opportunity 
and a work environment free of discrimination and harassment, including sexual 
harassment. 

This is just a summary of your obligations, for additional information please refer to 
policy 1.1 .I, titled Discrimination and Harassment Policy, in the City Policy Manual. 

Original Effective Date: August 19, 1980 
Revised: 06/28/2005 
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Citv of San Jose City Policy Manual 

In addition to any other penalty as provided by law, employees who violate the Code of Ethics 
will be subject to disciplinary action, up to and including termination. The violation of this Code 
of Ethics by a City official, elected or appointed, constitutes official misconduct. For additional 
information, please refer to Title 12 of the San Jose Municipal Code and the City Council 
Censure Policy. 

Approved b y  the City Council 
June 28, 2005 

Original Effective Date: August 19, 1980 
Revised: 06/28/2005 
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Attachment 3 

City of San Jose City Policy Manual 

l~ersonal Use of Citv Eaui~ment I .6.2 I 
PURPOSE 

Virtually all City employees have access to some City-owned equipment that helps them perform 
their prescribed duties. The purpose of this policy is to define appropriate and inappropriate uses 
of City-owned equipment. The policy expands on the general discussion of the subject found in 
the Code of Ethics for Officials and Employees of the City of San Jose, Chapter 1.2.1 of the City 
Policy Manual. 

For the purpose of this policy "City-owned equipment" is defined as any City-owned piece of 
equipment made available to employees for use in accomplishing assigned tasks. City-owned 
pieces of equipment include but are not limited to: 

Telephones 

City issued cellular phones 

Pagers 

Computers 

Printers 

Computer hardware/software 

Copiers 

Calculators 

Office equipment 

Furniture 

Office supplies 

Athletic equipment 

"For personal use" is defined as any task not related to official City business. 

For additional information regarding Internet and computer usage, please see CPM Chapter 1.7.1, 
Use of Email, Internet Services and Other Electronic Media. 

For additional information regarding City vehicle usage, please see CPM Chapter 1.8.1, Use of 
City and Personal Vehicles. 

For additional information regarding use of City issued cellular phones, please see CPM Chapter 
1.7.4, Cellular Telephone Policy. 

POLICY 

1. General Policy 

It is the policy of the City of San Jose that use of City equipment, issued or made available to 
employees is intended solely for use in performance of authorized City tasks and official City 
purDoses only. Use of City equipment for personal use or private business is prohibited and 
violators of this policy will be subject to disciplinary action. Employees who are uncertain whether 

Revised Date: 1/10/2005 
Original Effective Date: 7/01/1989 
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Citv of San Jose City Policy Manual 

I~ersonal Use of City Equ'ipment 1 . 6 .2 ,  . ,. 

a specific task constitutes City use or personal use should consult their supervisors or the Office of 
Employee Relations. 

Employees are responsible for exercising due care in securing and maintaining City equipment in 
their possession. City equipment that is lost or damaged while assigned to an employee must be 
reported to the employee's department. The employee must write a memorandum that includes 
the details of the situation or event that resulted in the loss or damage to the assigned equipment. 

If City issued equipment is stolen while in the possession of an employee, the employee must file a 
police report and submit a copy of the report to the department for review. Reports of lost, stolen. 
or damaged City issued equipment will be reviewed and assessed on a case-by-case basis. 

2. . Exception 

City equipment including telephones is provided to employees to aid them in carrying out their 
official duties. It is recognized that from time to time employees need to makelreceive personal 
calls. (Please refer to CPM Chapter 1.7.4, Cellular Telephone Policy, for information on Cell phone 
usage.) It is appropriate to use City landline phones for such calls within the followina auidelines: 

A. Personal calls may be a distraction from the employee's assigned duties. Accordingly, 
such calls should be of short duration and infrequent. Supervisors are responsible for 
ensuring that personal calls do not negatively impact services to the public or departmental 
operations. 

B. Calls of a personal business nature (e.g. selling goods or services) shall not be made or 
accepted on City phones. 

C. City telephone numbers should not be listed in want ads, sales offers, bulletin boards, 
newspapers or any electronic media form in conjunction with personal use andlor personal 
business. 

D. City telephones should not be used for personal long distance calls. A long distance call is 
any call that is itemized on the department's monthly bill from the telephone service 
provider. All such calls should be made collect or billed to the employee's home phone or 
to a credit cardlphone card. Employees are required to pay for any personal long 
distanceltoll calls appearing on the department's monthly bill, and may be subject to 
disciplinary action. 

Approved: 

Is1 Alex Gurza 
Director of Employee Relations 

111 012005 
Date 

Revised Date: 1/10/2005 
Original Effective Date: 7/01/1989 
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Attachment 4 

A RESOLUTION OF !ED3 CaMCIL OF TlB CITY OF SAN JCGE 
I N ~ I N G  m FEI~WEHENP FOR CAR E X P ~ E S  m CMINCIL 
MPMBERS AND U N R E P R E S ~ I 9 )  HANAGERS APWINPED BY 'IHE: CITY 
KAN?,GER WHO ELECT NOT TO DlUVE A CITY-aWNED OR 
CITY-FURNISHED VEHICLE FROM $250.00 PER MoEml: 10 $350.00 
PER M~+?I?H .%MI REPEALING R E S O ~ I C N  NOS. 57602 and 57603. 

WHZREAS, the city of Sari Jose provides a mcnthly car allowance in  order t o  

reimburse City Council wsberr &o elect not to drive a city-owned or 

City-furnished vehicles? and 

WHlmEAS, the City has a @icy relating t o  a vehicle allowance for 

unrepresented mnagers appointed by the ci ty  Nmager who are enti t led to an 

assigned City vehicle and clect not t o  drive a city-owned or city-furnished 
. 

vehicle: and I 

WHF;REAS, Council merrbers and such unrepresented managers often have 

occesion t o  use their private vehicles for performing municipal governmental 

services cn bchalf of the c i ty  of %in Jose: and 

WmmAS, an increase in  said vehicle aliowances w i l l  stimvlate greater 

usage of private vehicles and result in desirable r e d ~ c t i e s  cf the e x e ~ t i v e  

fleet: 

NOW, -, BE IT RESOL* BY THE COUNCIL OF THE CITY OF SAN JCSE: 

1. ?he City shall reinburse: 

a )  eacfi nmber of the Council, including the myor, and 



R e s .  59263 

i 

b) each unrepre-ted m g e r  e t e d  by th= City &ger en- 
f 

titled to an assigned vehicle, 

who elects to use his/ker p r i b ~ t e  vehicle for City kudness in lieu of a City- 

owned or Ckpfuroished vehicle, a t  flat rate of 'Ihree flunked F i f t y  D o l l a r s  

- S  ($350.00) Fer nunth, to im. paid a t  the end of each tale year. 

I I . .  2. 15e C i t y  m q e r  shall establish achkdstrative & d e b s  to -1-t 

this vehicle allavanoe policy including but not l i m i t e d  to tho -nt that 

a l l  recipients of the allcwanze s h s ~  proof of adsqua- vehicle insuranoe. 

3. R e s o l u t i o n s  Nos. 57602 am3 57603, adopted June 26, 1984, are hereby re- 

paled. 

AiXlPW this 2 4 t h  day of June ,1986, by the 

following vote: 

AY~S: ALVARADO, BEALL, HAMMER, IANNI,  LEWIS, PUTNAM, RYDEN, 
STABILE,  WILLIAMS 

-: NONE 

ABSENT: SAUSEDO, McENERY 

T h o m a s  M c E n e  y , 1.layor 



Attachment 5 

City of San Jose City Policy Manual 

I ~ s e  of City and Personal . . Vehicles ':' . . .  . . .. . . ' 1.8.11 

To establish the policy, procedures and guidelines for the use of City and personal vehicles for 
the efficient and effective delivery of City services, while minimizing city expenditures and 
maximizing current resources. This procedure applies to all City employees and officials, and 
supersedes all other directives previously issued pertaining to the use of City owned or personal 
vehicle use on City business. 

Transportation required for employees to conduct official City business will be available by the 
use of a City provided vehicle or the use of an authorized personal vehicle at the City's sole 
discretion. 

The City Manager has the responsibility for administration of the provisions of this policy, and is 
responsible for making decisions regarding certain specific vehicle. uses as described in this 
policy. The Department of General Services, Fleet Management Division has the responsibility 
to manage the City's transportation vehicle fleet by working with departments to maximize 
utilization of vehicles, maintaining the 'fleet in good working condition, determining which 
vehicles will be removed from the fleet, and managing the acquisition and disposal of vehicles. 

City provided vehicles shall be used only for official City business. 

I. TRANSPORTATION TYPES 

The following transportation options listed below are potentially available for conducting City 
business: 

A. Citv-Provided Vehicles 

1. Transport Vehicles: Vehicles whose primary use is to transport employees from 
place to place during the course of conducting official City business. Transport 
vehicles include sedans and light trucks. 

2. Special Purpose Vehicles: Vehicles whose primary use requires special equipment 
designed to perform job functions, or whose primary use is in a restricted area where 
non-City vehicles are prohibited. 

3. Police and Fire Vehicles: Vehicles whose primary use involves official business 
conducted by the Police or Fire Departments. 

B. Emplovee-Owned Vehicles - Employee-owned vehicles used during the course of 
conducting official City business. Once authorized to use an employee-owned vehicle, 
employees will be eligible for mileage reimbursement, subject to the provisions of the 
Mileage Reimbursement Policy, (please refer to policy 1.83 in the City Policy Manual). 

Revised Effective Date: December 10. 2004 
Original Effective Date: May 1, 1967 
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Citv of San Jose Citv Policv Manual 

II. QUALIFICATIONS FOR EMPLOYEES OPERATING VEHICLES 

City employees who drive a vehicle in the course of conducting official City business must 
possess a: 

1) Valid California State Driver's License appropriate to the type of vehicle being driven; 
and 

2) City Driving Permit issued by the City's Safety Officer 

Employees authorized to use special purpose vehicles will maintain and comply with vehicle 
specific training and licensing requirements as defined by the California Department of Motor 
Vehicles andlor the employee's job classification minimum qualifications. 

Any employee authorized to drive a vehicle on City business shall notify their supervisor in 
writing upon the suspension, revocation, cancellation, or other action affecting the status of their 
driver's license or their authority to drive a vehicle. 

Before an employee may be authorized to use a personal vehicle to conduct official City 
business, the employee must also furnish proof of possession of valid and current liability 
insurance as req&& by the State of ~alifornia vehicle Code Section 16451 

These requirements will be documented on the Employee Transportation Request form 
completed by the employee and approved by the Department. 

Employees cannot drive their vehicles on City business unless all of these requirements are 
met. Employees are specifically required to immediately contact their supervisor if, at any time, 
there is a change to these requirements or they do not meet all of the requirements. 

Ill. REQUIREMENTS FOR CITY-PROVIDED VEHICLES 

A. City Provided Vehicles 

1. Transport Vehicles 

All City transport vehicles should meet the following minimum utilization standards: 

Sedans: 9.000 miles per year 
Light trucks: 11,000 miles per year 

The General Services Department will periodically conduct a break-even analysis to 
identify the annual mileage at which it is cost beneficial for the City to provide a 
vehicle instead of mileage reimbursement. The minimum utilization standards are 
subject to change based on the results of.this break-even analysis. 

There are two sources of transport vehicles for the use of employees. Descriptions 
and requirements for each are listed below: 
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(use of City and Personal Vehicles 1.8.1 1 
a. Department Complement 

Departments receive a complement of transport vehicles based on their 
operational needs. Vehicles within the complement can be used by employees 
on a work shift basis, or on an occasional, as needed basis. Departments are 
expected to work closely with the General Services Department to ensure that 
transport vehicles within their complement are utilized in such a way that they 
meet or exceed the minimum utilization standards specified above. 

i. Work Shift Basis 

Departments may make transport vehicles within their complement available 
to individual employees for use throughout their work shift. The same vehicle 
may be assigned to the same employee on a regular basis for convenience, 
but vehicles should be rotated among employees to the extent necessary to 
achieve the minimum utilization standard. 

Departments may request an exception to the minimum utilization standard 
for vehicles that will be used on a work shift basis. All requests for 
exceptions must be made in writing to the City Manager's Office and must 
document the extenuating circumstances for requesting the exception. 
Factors that will be considered include, but are not limited to, service delivery 
considerations, employee safety, and job requirement considerations. The 
Fleet Management Division will assist in the review of exception requests by 
reviewing issues such as citywide fleet availability and the size and utilization 
of the department's transport vehicle complement. 

If such an exception is not approved, transportation needs may still be met 
through other transport vehicle options described in this section, or by the use 
of employee-owned vehicles as described in Section l b  of this policy. 

Approved exceptions will be documented, including the justification for 
approval, and will be forwarded to and maintained by theFleet Management 
Division. Exceptions are subject to annual review by the City Manager's 
Office. 

ii. Occasional Basis 

Departments may make transport vehicles within their complement available 
to individual employees for use on an as needed, occasional basis. 
Employees' supervisors should approve these uses, and such vehicles 
should be available. to all employees within the department or within the work 
group designated for use of the vehicle. 

Departments are responsible for ensuring that such vehicles meet the 
minimum utilization standard. Vehicles not meeting the utilization standard 
require an approved exception, as described in Section III.A.(la).i above. 
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]use of City and Personal Vehicles 1.8.1 1 
Utilization reports will be provided semi-annually to departments by the Fleet 
Management Division. The Fleet Management Division will work with user 
departments to rotate assignments of vehicles to permit maximum utilization 
and utilize the fleet as effectively as possible. This utilization review may 
result in underutilized vehicles being removed, redeployed, or retired. 

Short term specialized needs may require the use of rented or leased 
vehicles to supplement the department's ongoing complement. Departments 
must make written requests for such vehicles, providing justification for the 
need to add such vehicles to the department's approved complement. Such 
requests will be reviewed for approval by the City Manager's Office, and the 
Fleet Management Division will assist in this review by reviewing issues such 
as citywide fleet availability and the size and utilization of the department's 
transport vehicle complement. 

b. Citywide Fleet 

The City's motor pool, which is managed and maintained by the Fleet 
Management Division, provides a source of vehicles for employees who need 
transportation for general, short-term, or occasional usage in conducting official 
City business. 

The employee's supervisor shall approve requests for a pool vehicle and the 
employee shall submit the request to the Fleet Management Division's motor 
pool location. In approving this request, the supervisor should consider 
approving the use of the employee's personal vehicle, rather than a City provided 
vehicle. 

Pool vehicles shall not be utilized for out-of-county travel without prior 
authorization by the driver's Department Director or designee. Utilization of a 
pooled vehicle for 24 hours or longer will not be permitted, except when 
authorized by the Department Director or designee and the Fleet Management 
Division. Such utilization may be approved if the use of a pool vehicle is for a 
work related event in which circumstances are such that returning the vehicle 
within the same day is unreasonable andlor not in the City's best interest. 
Justification in writing must be provided and filed with the Fleet Management 
Division. 

After checking out a vehicle and making the required trip, the vehicle shall be 
returned to the Fleet Management Division. 

2. S~ecia l  Purpose Vehicles 

Departments may obtain Special Purpose vehicles, which include sedans and light 
trucks, for use when the job function: 

requires a vehicle that is outfitted with specialized equipment or is used as a 
work platform; 
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requires a vehicle to be utilized in a restricted area where non-City vehicles are 
prohibited; or 

requires that certain City furnished tools, equipment, or materials be frequently 
utilized and it is inefficient, impractical, or not possible to transport them in non- 
City vehicles 

At the inception of this policy, the Department Director or designee shall submit a list 
of Special Purpose vehicles to the City Manager's Office, along with a justification of 
the reasons for categorizing the vehicle as a Special Purpose vehicle. Special 
Purpose vehicles will not be subject to the minimum utilization standard. The City 
Manager's Office shall review the list and approve the Special Purpose vehicle 
categorization for those vehicles meeting the above criteria. The Fleet Management 
Division shall assist this review by ,assisting in the analysis of described uses and 
other information relevant to the determination of the categorization of such vehicles. 
The Fleet Management Division will maintain the justification documentation for each 
Special Purpose vehicle. 

Thereafter, the use and deployment of Special Purpose vehicles are subject to 
annual review by the City Manager's Office. The Fleet Management Division will 
review the utilization of such vehicles to ensure that they are utilized efficiently and 
effectively. 

Special Purpose vehicles may be used by employees on a take-home basis, 
provided that all of the following conditions i r e  m ~ t :  

The employee is required to be on standby duty; 

The standby duty job function requires a specially equipped working platform 
vehicle; and 

The Department Director has received authorization from the City ~anager 's 
Office for take-home use of the vehicle. 

Authorizations for take home use of Special Purpose vehicles will be. based upon 
written justification from the Department Director. Such authorizations are subject to 
annual review by the City Manager's Oftice. The Department Director shall provide a 
list of employees, including classification, vehicle number to be used by that 
employee, and justification for the take-home use of the vehicle, to the City 
Manager's Office annually, by December 31. The list of authorized uses shall be 
maintained by the City Manager and a copy provided to. the Fleet Management 
Division. Any take-home use of a vehicle not appearing on the list will be considered 
in violation of the policy. 

Employees subject to standby or callback who are not authorized for take-home use 
of a Special Purpose vehicle will be expected to arrange for their own transportation 
in responding to calls. 
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Employees approved for take-home use of vehicles will comply with any standards, 
which may be set by the City regarding the maximum allowable time or distance from 
the reporting location for standby or callback duty. Such employees shall park the 
vehicle in the City parking lot designated by the Department on scheduled days off. 
If the employee is required to be on call, the Department Director may authorize the 
employee to use the vehicle in conducting ofticial City business during scheduled 
days off. 

3. Police and Fire Vehicles 

Vehicles equipped with the necessary tools (e.g. communications equipment, sirens, 
safety equipment) shall be available for police and firefighters to carry out their duties 
during the assigned shift. The supervisor will authorize the use of police and fire 
vehicles. 

The Police and Fire departments will work with the Fleet Management Division to 
rotate these vehicles in their assignments to meet the utilization levels required for 
their respective replacement cycles. 

Authorizations for take home use of Police and Fire vehicles will be based upon 
written justification from the Department Chief. Such authorizations are subject to 
annual review by the City Manager's Office. The Department Chief shall provide a 
list of employees, including classification, vehicle number to be used by that 
employee, and justification for the take-home use of the vehicle, to the City 
Manager's Office annually, by December 31. The list of authorized uses shall be 
maintained by the City Manager and a copy provided to the Fleet Management 
Division. Any take-home use of a vehicle not appearing on the list will be considered 
in violation of the policy. 

Employees subject to standby or callback who are not authorized for take-home use 
of a Police and Fire vehicle will be expected to use private transportation in 
responding to calls. 

Employees approved for take-home use of vehicles will comply with any standards 
which may be set by the City regarding the maximum allowable time or distance from 
the reporting location for standby or callback duty. Such employees shall park the 
vehicle in the City parking lot designated by the Department on scheduled days off. 
If the employee is required to be on call, the Department Chief may authorize the 
employee to use the vehicle in conducting official City business during scheduled 
days off. 

B. Employee-Owned Vehicles 

City employees may be authorized to operate personal vehicles within the scope of their 
employment for official City business, provided that they comply with the requirements of 
Section II of this policy. 

Employees authorized to operate personal vehicles are eligible to receive mileage 
reimbursement for official City business use only. Reimbursement for mileage does not 
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I ~ s e  of City and Personal Vehicles 1.8.1 ( 

include commuting travel from home to work or return, nor conducting personal 
business. Refer to policy 1.8.3, titled Mileage Reimbursement in the City Policy Manual 
for procedures and guidelines on Mileage Reimbursement. 

Personal vehicles, while being used for official City business, shall be considered an 
official vehicle and must be in safe mechanical condition as required by law. 

IV. CONDITIONS OF VEHICLE USE 

City and employee owned vehicles used for City 6usiness shall be operated in a manner 
consistent with all safety and legal requirements. 

Vehicles authorized for use based on this Policy shall be used only in the conduct of City 
business. This means, only when driven in the performance of, or necessary to, or in the 
course of, the duties of City employment. Mileage reimbursement for the use of personal 
vehicles will be strictly limited to uses related to City business. 

A. Transportation of Passengers and Goods 

Vehicles driven on City business shall not be used to transport any passengers other 
than authorized City employees on official City business or persons directly related to 
the official City business being conducted. Nothing herein shall be construed to prohibit 
the carrying of any person or persons in case of accident or emergency. 

City owned venicles shaii not be used to iransport any items or goods that are not the 
property of the City, unless such transportation is directly related to official business 
being conducted by the City. 

B. Parking Locations 

All City provided vehicles must be parked, when not in use, in the City parking lot 
designated by the Department. Employees approved for take-home use of vehicles 
shall comply with the terms set forth under Sections lll.A.(2) and lll.A.(3) of this policy. 
Departments may authorize remote parking locations, however, employees must use the 
remote parking location nearest their primary work area. Employees are prohibited from 
parking a City vehicle in other than the Department's approved location in order to park 
closer to the employee's home. It is the responsibility of the Department to ensure that 
assigned vehicles are being parked in the required designated area when not in use. 

Employees driving City cars shall not use public metered parking spaces during regular 
business hours that are adjacent to City buildings if there is a City parking facility 
available within reasonable walking distance. 

Departments will be required to maintain a list of each vehicle and the vehicle's 
designated parking area. This list will be made available to the Fleet Management 
Division. 
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V. COLLISIONIACCIDENT REPORTING 

Reporting of vehicle collisions or accidents by City employees driving a City owned vehicle or 
their authorized personal vehicle on City business is required. Reporting must be prompt, 
accurate and complete. These reports must be made within no less than 24 hours (or 48 hours 
if the accident occurs on a weekend) to the employee's immediate supervisor and Fleet 
Management Division. 

Incidental damage to a vehicle or equipment, defined as damage while the vehicle is 
unattended or damage such as a broken windshield from a flying rock must also be reported to 
the supervisor and to the Fleet Management Division. 

The reporting procedure to be followed by City employees who are involved in a vehicle 
accident while driving a City owned or authorized personal vehicle on City business shall be as 
follows: 

a) Stop immediately and render aid if such is necessary 

b) Call the police. Tell the police this is an accident involving a City owned vehicle or 
authorized private vehicle on City business. 

c) Do not make or sign statements for anyone except the police. 

d) Prepare a Standard Accident Report and give it to the supervisor. 

The Department Director will route one copy of the accident report to the City Attorney's Office 
and another to the Fleet Management Division. 

VI. TRAFFIC AND PARKING CITATIONS 

Traftic and/or parking citations issued to an employee while using a City or authorized private 
vehicle on City business are the sole responsibility of the employee involved. 

VII. IDENTIFICATION OF CITY-OWNED VEHICLES 

All City-owned motor vehicles and other fleet equipment, except as exempted by the 
Department of General Services, Fleet Management Division, shall be plainly marked with the 
City emblem on each side. All City-owned motor vehicles and other fleet equipment shall be 
identified with City equipment numbers, assigned by Fleet Management Division and displayed 
on each side andlor on the rear. 

Departments who have identified a need for a City furnished vehicle to conduct official City 
business must initiate the process to obtain authorization to use a City vehicle or personal 
vehicle. Authorization for a City furnished vehicle will not be granted until the Department 
Director or designee has completed and approved a Transportation Request Form verifying the 
need for a City vehicle for City business. 
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When a Department's vehicle assignment has significantly changed and the Department 
Director or designee determines that a change in type of transportation or notice of separation is 
identified, a new Vehicle Transportation Request From must be completed and submitted to the 
Fleet Management Division. If the Departments request is for a change from mileage, the 
Department is responsible for notifying the Finance Department to cancel payment authority. 

The Department Director or designee may cancel the transportation authorization, whenever 
such authorization is no longer needed. If an employee separates from City service, Employees 
Services shall provide written notification to the City Safety Officer. 

The following procedure applies to obtaining authorization to use City Provided or Personal 
vehicles on official City business. 

Responsibility Action 

Department 

Department Director 

1. Complete Employee Transportation Request Form. 
Indicate the type of transportation required, including 
justification for such type. 

2. Provide proof of minimum State required insurance by 
producing a copy of the policy or a statement' of 
insurance coverage showing the policy number, 
expiration date, and liability coverage for privately owned 
vehicle(s) which would be used for City business. 

Note: City employees who operate City-provided 
vehicles in the conduct of City business must possess a 
valid California Drivers License, a current City Driving 
Permit and have an Employee Transportation Request 
Form approved on file. 

3. Forward request to supervisor. 

4. Verify information on Driver's License and City Driving 
Permit. 

5. Sign and forward request to the department director or 
designee. 

6. Review request and, if approved, submit to the Fleet 
Management Division for review and authorization. 

a. If it is recommended and requested that a City 
Vehicle (including, as defined elsewhere in this 
policy, Department Complements, Special 
Purpose vehicles, and Police and Fire Vehicles) 
be assigned: 
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/use of City and Personal Vehicles 1.8.1 1 
I )  Complete and Sign the Employee 

Transportation Request Form. 

2)Forward request to the Fleet 
Management Division for review and 
authorization. 

Note: If requesting an Exception to the minimum 
mileage utilization, the request form must include 
further justification for this request. 

b. If the use of a Privately Owned Vehicles is 
approved on an ongoing basis: 

1) Sign Employee Transportation Request 
Form. 

Note: Authorization for use of a 
Personal Vehicle does not require 
approval from the Fleet Management 
Division. 

Fleet Management 
DivisionlCity Manager's 
Omce 

2) Provide a copy of the approved 
Employee Transportation Request Form 
to the employee. 

7. The Fleet Management Division shall review requests for 
vehicles that will meet the minimum mileage utilization. 
The original and duplicate copies of the Request Form 
will be returned to the requesting department, including 
approval or denial of the request. 

8. Requests for an Exception to the minimum mileage 
utilization shall be forwarded to the City Manager's Office 
for further review. The Request Form will be returned to 
the requesting department and the Fleet Management, 
including approval or denial of the request. 

Requesting Department 9. Receive notification of the disposition of Request from 
the Fleet Management Division or, if applicable, the City 
Manager's Office. 

10. Provide a copy of the Employee Transportation Request 
Form to the Department director or designee with a copy 
to the employee supervisor, who is responsible for 
informing the requesting employee of the disposition of 
the request. 

I I. If the Request was denied, the Department Director 
should consider alternative methods of transportation to 
assist the employee in performing his or her duties. 
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The following procedure applies to obtaining authorization to use a Citywide Pool vehicle on 
official City business. 

Responsibility Action 

Departmeflffsupe~isor 1. Provide written notification to the Fleet Management 
Division, including the name of the employee and date of 
utilization for the requested vehicle. 

2. Obtain verification of the employee's valid California 
Drivers' License and current City Driving Permit. 

Fleet Management Division 3. Review the request, Citywide Pool availability, and issue 
a disposition to the requesting department. 

Approved: 

Is1 Alex Gurza 
Director of Employee Relations 

1211 0104 
Date 
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SAN JOSE Memorandum 
CAPITAL OF SILICON VALLEY 

TO: RULES AND OPEN FROM: Richard. Doyle, 
GOVERNMENT COMMITTEE City Attorney 

Lee Price, MMC 
City Clerk 

SUBJECT: Council Expenditure and DATE: January 18,2007 
Reimbursement Policy 

BACKGROUND 

On October 3, 2006, the City Council reviewed the current policies relating to Council 
expenditures and reimbursement and requested thecity Attorney work with the City 
Clerk to develop a more comprehensive Council Expenditure and Reimbursement 
Policy for discussion before the Council Rules Committee. The purpose of this memo is 
not to recommend a new policy, but rather to provide a framework for the Rules 
Committee to start the discussion of what the new policy should look like. We expect to 
come back to the Rules Committee at least twice before a proposed policy isdraffed 
that can be recommended to the Council for adoption. Staff is recommending that this 

i 

issue be discussed and policy developed using the following multi-step approach: 

1. Discussion of current policies and procedures; 
2. Discussion of a sample policy from the Institute for Local Government, 

federal expense procedures and measures followed by other entities for 
potential improvements to those used in San Jose; and 

3. Direction to staff to draft a comprehensive expenditure and reimbursement 
policy that would be applicable to the Mayor and City Council. 

The Council indicated at the October 3, 2006 meeting that it would like the new Council 
Expenditure and Reimbursement Policy to be based on higher standards than what is 
legally required. Further, Council indicated a desire that the new policy establish clearer 
guidelines as to what types of expenditures are permitted including expenditures to 
support community based organizations. Finally, several Council members stated that 
the policy should establish a process that would ensure the expenditures are 
appropriate. 

Since that meeting, we distributed to the Mayor, Council, City Clerk, and City Manger a 
copy of the publication by the Institute for Local Government ("ILG") entitled Of Cookie 
Jars and Fishbowls: A Public Official's Guide to the Use of Public Resources, which 
covers many of the issues that would need to be addressed in a comprehensive policy. 
Attached to this memorandum is a sample Reimbursement Policy taken from ILG's 
publication which may be a useful in framing the discussion regarding what may be an 
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appropriate expenditure (Attachment 1). Also attached as a point of reference, is a list 
of expenses derived from the federal Office of Management and Budget Circular A-87 
coveking uses of federal grant funds (Attachment 2).Finally, we have attached the 
memo submitted by the City Attorney to Council for the October 3. 2006 meeting 
(Attachment 3) which explains some of the background and history of San Jose's 
reimbursement policies, as well as the vulnerabilities underlying the current policies. 
We will refer to these documents throughout this memo as examples of how other 
jurisdictions deal with the issues of potential conflicts, appearances of impropriety, and 
potential misuse of public funds that may arise when elected officials expend public 
funds. 

ANALYSIS 

At the October 3, 2006 meeting, the City Council requested clearer guidelines about the 
use of City funds in the following general categories: 

. Constituent Outreach Expenditures; 
@ Civic, Cultural, Charitable, Political and Religious Events; 

~onations; 
Dues and Subscriptions; 

@ Advertisements; 
i Meals; Flowers; Gifts to Staff; and . Consultants. 

The Council also requested clarification regarding; (1) methods of payment, and (2) 
documentation of expenditures. The discussion below addresses each general. 
category as well as the issues about payment methods and documentation in the 
context of: San Jose's current practice; the sample ILG policy; and OMB Circular A-87. 
The sample ILG policy outlines permitted expenditures and prohibited expenditures and . 

requires that any proposed expenditures that are not specifically addressed must be 
approved, in advance, by the full Council, upon a finding of public purpose or benefit. 
The OMB requirements only specify allowable and prohibited expenses. Costs that 
appear not to fit any of the OM6 A-87 categories are allowable as long as they support 
the objectives of the federal program. 

The discussion below also addresses certain expenditures that did not come up in the 
Council meeting on October 3, because we were focused on reimbursements to Council 
members. However, a comprehensive expenditure policy should include all authorized 
expenditures made from Council office budgets, including personnel, supplies and 
equipment, and similar expenditures. This is especially important. because each 
member of the Council currently has the discretion to allocate which portion of their 
office budget goes to staff, and non-personnel items such as office supplies/equipment 
and other expenditures. As such, each office would have a different amount of their 
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budget available for non-personnel expenditures including but not limited to constituent 
outreach, advertising, and community events. 

A. Council Budqet Expenditures. 

The Council office budgets are funded from the following different appropriations: 

1. Council Office Appropriations 
2. Council General Appropriations 
3. Arena Community Fund 
4. Funds appropriated to the Clerk's Office to administer specific programs or 

activities on behalf of the Mayor and Council. 

1. Mayor and Council Office Appropriations. 
The main component of the annual operating budget for the Office of the Mayor and 
each Councilmember is currently made through a separate appropriation for each office. 
The base appropriation for the current fiscal year is $1,518,702 for the Mayor's Office 
and $242,847 for each Council Office. However, since it is current practiceto allow 
these appropriations to roll over at the end of the fiscal year;the beginning appropriation 
for each office was different. 

In FY 1996-97, $20,000 was allocated to each district for "improvements in public 
facilities, assistance to programs of neighborhood o i  community organizations, 
sponsorships of community events or other similar activities." In FY 1999-2000, the 
Council approved a budget augmentation of $10,000 to "allow each office to keep up 
with not only the population growth each council district faces, but an ever growing 
emergence of neighborhood and community groups and projects that each office needs 
to undertake to achieve the level of service residents expect." However, there is no 
longer a separate allocation for the above purposes. Although the amount of funding 
continues, it is up to the discretion of each Council member as to how the funds will be 
used. In addition, to the above mentioned community projects and services, this Office 
budget is used to pay for salaries for unclassified CouncilIMayor assistants and direct 
operating expenses. 

The following table summarizes the current appropriations for each office in 
FY 2006 - 2007: 

Mayor and Council FY 2006 - 2007 Operating Budgets 

Oftice Appropriation Budget 
Total Office of  the Mayor $1,401,583 
District I 
District 2 
District 3 
District 4 

1010 
1020 
1030 
1040 

$312.025 
$365,007 
$260,014 
$283,343 
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2. Council General Appropriation. 
The Council General appropriation of $4,173,470 in FY 2006 - 2007 is used to pay: 

Office 
District 5 
District 6 
District 7 
District 8 
District 9 
District 10 
Council General 

a. salary, car allowance, and fringe benefits costs for each elected official; 
b. salary and fringe benefit costs for the classified civil service employees of 

each office; 
c. fringe benefit costs for unclassified staff 
d. supplies and equipment shared among all Council Offices; 
e. selected special event costs, such as the recent Inaugural Event. 

This appropriation is managed through the Office of the City Clerk and subject to 
approval by the Mayor's Budget Office. 

Appropriation 
1050 
1060 
1070 
1080 
1090 
1100 
0220 

3. Arena Community Fund Appropriation (Appropriation 3119). 
In December 2000 the City Council approved an amendment to the Agreement with the 
managers of the Arena allowing them to sell the name. Under that amendment the City 
receives $250,000 per year ($25,000 per Council District) from the fees paid by the 
Hewlett-Packard Corporation for the naming rights of the Arena.. These funds, 
commonly referred to as HP grants, are distributed through grants of varying amounts 
to local non-profit organizations in pursuit of educational, cultural and recreational 
purposes. These funds are appropriated to and managed by the Office of the City Clerk 
in consultation with each council office. 

Budget 
$317,373 
$286,532 
$285,639 
$271,908 
$359,320 
$335,104 

$4,173,470 , 

4. Appropriations To The Clerk's Office: 
The City Council also appropriates funds to the City Clerk's office to administer various 
programs or initiatives as specified below. 

DEPARTMENT 

City Clerk 
City Clerk 
City Clerk 
City Clerk 

City Clerk 

APPROPRIATION 

3119 
2958 
3319 
2083 

3455 

FUNCTlONlACTlVlTY 

Arena Community Fund 
Councilmember Transition 
MayorICity Council Travel 
Mayor's Education 
Initiatives 
San Jose Education 
Foundation 

BUDGET 
AMOUNT 

$479,557 
$64,698 
$34,364 

$129,107 

$200,000 
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I DEPARTMENT I APPROPRIATION 1' FUNGTlONlACTlVlTY 

Current Practice. Each Council Office is provided with one administrative 
assistant position which is a classified civil service position and paid for 
out of the Council General appropriation. The Mayor and each 
Councilmember determines how many unclassified assistants to hire and 
sets the salaries of each unclassified assistant. The City's Classification 
plan contains four levels of Council Assistant classes and one unique 
classification for the Office of the Mayor. An approved classification 
specification defines the minimum qualifications and job duties within each 
job class. The City's salary schedule identifies the pay range for each 
classification. In addition. the unclassified em~lovees are members of the 

BUDGET 

City Clerk 

, , 
City's unrepresented management employee group, Unit 99. The rules 
and procedures aoverning compensation and benefits for the Mayor and 
council staff arethe same rules as those afforded to all other unit 99 
employees. To the extent the Council budget is not spent on personnel, 
the Council has discretion to spend the remainder of the office budget on 
office supplieslequiprnent and other expenditures. 

2055 

Potential Issues. Issues that could arise in the staffing context are those 
regarding overpayment of staff, and compensation to staff for political or 
personal services. 

These potential issues are addressed by current practice with regard to 
Council member discretion over their personnel budget since the Civil 
Service safeguards are in place to cover salary setting and job duties. 
The lack of clarity surrounding the expenditure of the remainder of the 
Council office budgets on non-personal expenses will be addressed by the 
new policy. 

State of the City 
Convocation 

ILG Sample Policy. The sample policy does not address Council staff, 
presumably because the budgetary discretion exercised by individual 
Council members in San Jose is unique. Since the sample policy does 
not specifically address staff, any expenditure on Council staff would have 
to be approved by the Council as a whole. 

AMOUNT 
$70,000 

OMB Reaulations. Circular A-87 specifies that staff salaries and fringe 
benefits directly related to the program being funded are an authorized 
expenditure if: I) total compensation is reasonable for the services 
rendered; 2) hiring is in conformance with established rules; and 3) the 
compensation does not include costs otherwise prohibited by the policy. 
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The City's current practices are in conformance with these federal 
guidelines. 

b. Office SupplieslEquipment 

Current Practice. As referenced above, many common expenses that can 
be shared among the Council Offices, such as basic office supplies, 
photocopiers and other general expenses are paid through the "Council 
General" appropriation. Purchase of specific items such as oftice furniture 
and computer equipment may also come from the Council office. budget at 
the discretion of each officeholder, but has also been paid from the 
Council General appropriation at the direction of the Mayor's Budget 
Office. There does not appear to be any written guidelines or policies 
regarding from which appropriation these expenditures should come. All 
such purchases are subject to the City's procurement regulations. 

Potential Issues. Discretionary spending by individual Council members 
could lead to public' perception of extravagant or unnecessary spending on 
furniture and computers. 

ILG S a m ~ l e  Policy. The sample policy does not address office supplies 
and equipment and such expenditures would therefore be subject to 
approval by the entire Council. 

OMB Resulations. Office supplies, equipment, and costs for ordinary 
rearrangement or alteration of office space are allowed under the federal 
regulations. 

c. Constituent Outreach 

Current Practice. The types of expenses that may arise when a member 
of the Council participates in Constituent Outreach may range from 
providing food or beverages in meetings with constituents, sending 
communications to constituents, providing food, beverage or other 
supplies toward events in the district, andlor giving recognition and 
commendation to constituents. There is currently no definition of 
Constituent Outreach in any City policy. 

In addition to the use of their Office budgets, the Mayor and Council 
members often coordinate their constituent outreach efforts and activities 
with City departments and staff in furtherance of specific City program 
goals such as the Strong Neighborhoods Initiative. These activities may 
include City staff providing support or sponsorship of events held 
throughout the community by neighborhood groups, schools, community 
agencies and city facilities or programs. 
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Each expenditure for Constituent Outreach is governed under the policy 
that most closely fits the expenditure. For example, the City's Food and 
Beverage policy is looked to for guidance in determining the 
appropriateness of providing food at meetings with constituents. 
Communications with constituents in the form of notices of events are 
currently permitted as long as the notice is in compliance with the state 
law restrictions on mass mailinbs. 

The City Charter provides that the dissemination of information about the 
City to the public is the duty of the Public Information Officer, which is 
under the supervision of the Mayor. 

Potential Issues: Depending on the circumstances, these expenditures 
could be perceived as being misused for personal or political gain. While 
reaching out to the public to get input on issues and policies is a crucial 
component of a Council member's duties, there is a fine line between 
creating opportunities for constituent input and using public resources to 
enhance one's visibility and name recognition. This is an issue unique to 
the use of public funds by elected officials. 

Similarly, the dissemination of information by individual Council members 
could be seen as an attempt to increase one's profile in the community 
which is why the prohibition on mass mailings was enacted by the voters. 

ILG Sample Policy. Under the sample policy, a Councilmember may still 
be able to perform constituent outreach if the City Council finds, on a case 
by case basis, that the proposed expenditures serve a public purpose (i.e. 
benefit the City). 

OMB Reaulations. The OMB regulations do not specifically address this 
issue because these rules are more focused on departmental or agency 
operational considerations, not expressly regarding the conduct of elected 
officials. 

d. Civic, Cultural, Charitable, Political and Reliqious Events 

Current Practice. As civic leaders, members of the Council are invited and 
expected to attend various events. There is no City policy specific to such 
events. Some Council members use their officeholder account to pay for 
attendance. Others accept admission from the sponsor of the event, 
which is allowed under the City's gift ordinance, but depending on the 
value of the gift, subject to disclosure under the Political Reform Act. 
Sometimes the Council member pays for the event or part of the event 
from his or her own funds. Other times the Councilmember attends the 
event for a short period of time and does not participate in the meal or 
entertainment. There have also been occasions where tickets to an event, 
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such as opening night of Cirque du Soliel, have been donated to the City 
.and the Council accepts the donation on behalf of the City. There is no 
City policy allowing the use of City funds to pay for a Councilmember's 
attendance at these events and therefore no guidelines to help determine 
when it is appropriate for City funds to be used. 

Potential Issues. There are legal restrictions on the use of public funds 
that come into play in these situations such as prohibitions on aiding 
religion, spending public funds on political campaigns and the prohibition 
on spending public funds on an activity with no public purpose. There are 
also perception issues that arise when elected officials receive free 
admission to events. The use of office holder accounts in general is also 
controversial. Furthermore, the use of public funds to pay for 
entertainment or sporting events can be perceived as unjustified perks to 
the public oficial. 

ILG Sample Policy. Under the sample policy, an expense for an event 
must be preauthorized and necessary for the conduct of City business in 
order to be reimbursable. The onlv s~ecificallv authorized events under 
the sample policy include those: (7) rkcogniziig ser\iice to the City; (2) 
organized or hosted by the City; or (3) in furtherance of an approved 
business retention strategy. The sample policy specifically prohibits City 
expenditures ior political or charitable events, sporting events and 
entertainment expenses. 

Note that the sample policy does not distinguish among civic, religious, or 
cultural organizations or events, presumably because all would be 
prohibited charitable events. 

OMB Requlations. The federal regulations prohibit the use of public funds 
on entertainment, including shows or sporting events. They also prohibit 
reimbursement for donations and contributions as well as fundraising; and 
therefore admission to fundraising events would not be allowed. Meals 
are allowed only in connection with travel on official business, so the 
meals at these events would also not be allowed. 

e. Donations and Grants 

Current Practice. As explained previously, under the City's agreement 
with the Arena operators, the City receives $250,000 per year for the sale 
of naming rights to the Arena. These funds are allocated to the Office of 
the City Clerk and distributed by each Council District to provide grants to 
organizations for "educational, recreational or cultural purposes" as 
designated by the Council member. During the October 18,2006 Rules 
Committee, staff presented a workplan which is currently in the 
implementation process. The workplan will focus on more clearly defining 
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and standardizing procedures and criteria for the allocation of these funds. 
Staff from the Offices of the City Attorney and City Clerk will report back to 
the Rules and Open Government committee this spring on these efforts. 

In addition to the HP Grants, Council members also provide grants to 
community groups under the Council District Grant process. This program 
was originally instituted in June 1996 through the budget process. In FY 
1996-97, the Council approved funding in the amount of $20,000 per 
district on a one time basis to provide "enhanced District services such as 
improvements to public facilities, support for community organizations and 
events, and additional constituent services". The funding for this program 
was renewed annually until FY 1999-00. In that budget there was no 
separate funding for the program. However, the practice of Council 
members providing grants to community organizations has continued, 
funded through the Council office budget. The number of such grants has 
decreased significantly however since the HP Grant Program has come 
into effect. 

Another form of donation is the events that are sponsored or supported by 
various City programs and functions such as Strong Neighborhoods 
Initiative (SNI); senior, youth and community centers; crime prevention; 
and neighborhood development. Many City departments assign staff to 
attend these events at the Council Office request, to distribute information 
regarding programs and services and in support of various community 
initiatives. 

Other types of donations occur in the form of attendance at fundraisers, as 
discussed above, and sponsorship advertisements and memberships in 
charitable organizations which will be discussed below. 

Potential Issues. In most cases, grants to organizations for educational, 
cultural or recreational purposes will have a public purpose that justifies 
the use of public funds. However, when the grantor is perceived to be an 
elected official, as opposed the City, this practice may create an 
appearance that the issuance of the grant results in political or personal 
advantage. This is especially of concern when there is no express 
authorization or guidelines to ensure that there is a public purpose or 
benefit to the grant, and no selection process or criteria to ensure that the 
funds are beina fairlv allocated and administered. Additionallv. unless a ., , - .  
grant agreement gets approved by the Council, there is little opportunity 
for public scrutiny of the expenditure or the process. 

Similarly, if there are no guidelines in place with regard to other forms of 
donations, the risk of improper expenditures increases, as does the 
potential perception of personal or political benefit to'the public official. 
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ILG Sample ~o l icy .  The sample policy prohibits expenditure of public 
funds on political or charitable contributions of any kind, including 
sponsorships, donations and grants, for the same reasons explained in 
the discussion above about events. 

OMB Requlations. OMB Circular 87-A prohibits the use of federal funds 
for donations and contributions of any kind, as well as fundraising. 

f. Dues and Subscriptions 

Current Practice. Each year the City Council appropriates funds to the 
Office of the City Clerk to pay the City's dues and memberships in various 
organizations such as the National League of Cities, United States 
Conference of Mayors, and California League of Cities and other entities. 
The Mayor and City Council designate specific representatives and voting 
members to these associations as a part of the Council Committee 
assignment process. In addition, the City and its various offices may 
subscribe to a variety of publications (newspapers, magazines, computer 
list serves, etc.).to obtain information regarding legislation, regulations and 
other public policy issues. Typically, these subscriptions are a 
discretionary expense determined by the administration of each Council 
office. 

Potential Issues. Information, training and access provided by these 
organizations add to the diversity of perspectives Council members are 
exposed to and utilize in policy development and the deliberative process. 
However, two public perception issues arise in the context of the use of 
public funds to pay for dues and subscriptions of elected officials. The first 
is the perception that it is an unnecessary perk. In other words, unless 
membership in the organization is directly related to the Council member's 
duties of office, public funds are being used for his or her personal benefit. 
The second concern is that, depending on the organization, the 
Councilmember could be seen as enhancing his or her name recognition 
and public persona for political purposes. 

ILG Sample Policy.   he sample policy authorizes participation in regional, 
state and national organizations.whose activities affect the City's interests. 
Such participation would necessarily include dues for such organizations 
as the California League of Cities and the National League of Cities. No 
other memberships are authorized. The sample policy does not expressly 
authorize or prohibit subscriptions to publications. Under the policy, if the 
Council found that subscriptions to particular publications dealing with 
issues affecting the City were in the interest of the City, that expense 
would be reimbursable. 
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OMB Policy. The federal policy allows membership dues in business, 
technical and professional organizations and subscriptions to business, 
professional and technical periodicals. It allows costs of membership in 
civic, community and social organizations with prior approval of the 
specific federal agency. It prohibits the cost of membership in 
organizations substantially engaged in lobbying. 

g. Advertisements 

Current Practice. The City has no policy or guidelines with regard to the 
use of public funds by Cpuncil members for advertising. Council members 
have been reimbursed for advertising costs in publications under various 
circumstances. In some cases, the advertisement is seen as donation to 
a community group or the sponsorship of an event. In others it is 
considered constituent outreach. 

Potential Issues. As discussed above in the context of donations and 
constituent outreach, the public may perceive the ads placed by Council 
Members as an effort to enhance their name recognition and political 
image. Although not prohibited by the state mass mailing restrictions, the 
rationale behind that law applies to paid advertisements as well. 

ILG Sample Poiicv. The sample policy does not address advertisements 
and therefore would be prohibited unless specifically approved by Council 
prior to the expenditure. 

OMS Policv. Advertising costs are allowed only for personnel recruitment, 
procurement of goods and services, and the disposition of surplus 
property, unless otherwise permitted for the specific purposes necessary 
to implement the federal program. 

h. Meals, Flowers. Gifts to Staff 

Current Practice. The City's Food and Beverage Policy, which was 
recently reinstated after being suspended for several years for budgetary 
reasons, allows the provision of meals to staff under the following limited 
circumstances: training. sessions, non regularly scheduled meetings, and 
long City Council meetings that occur during mealtimes and it is not 
practical to break for a meal; employee recognition events (limited to $1 5 
per employee per year); and special events or receptions hosted by the 
City Council, City Manager or Agency Executive Director. Council 
members may utilize City-issued procurement cards and/or be reimbursed 
via petty cash for allowable meal expenses, as described above, subject 
to the City's normal procurement policies and procedures. The Office of 
the City Clerk has administrative oversight of the use of procurement 
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cards and petty cash funds utilized by the Mayor and Council members 
and their respective staffs. 

City funds for the purchase of flowers and gifts to staff are not expressly 
allowed under any City policy. 

Potential Issues. The provision of meals, flowers and gifts to staff raises 
concerns about improper perks to the City employees who receive them, 
as well as the improper use of public funds by those who give them. 
However, limited expenditures to recognize valuable employees is 
appropriate based on the value the City receives, both from the particular 
employee and in increased . employee . morale. . 

ILG Sample Policy. The sample policy authorizes reasonable expenses, 
including meals, incurred while engaged in various City activities. It does 
not authorize Council members to treat their staff to meals. The sample 
policy does allow employee recognition gifts or events of nominal value 
and cost. 

OMB Policv. The federal policy allows "expenses incurred in accordance 
with the government units established practice or custom for improvement 
of working conditions, employer-employee relations, employee morale, 
and employee periormance". 

i. Hiring Consultants 

Current Practice. Consultant agreements for services have on occasion 
been initiated by the Mayor or an individual Council office and 
administered through the Office of the City Clerk, subject to review and 
approval by the Office of the City Attorney and in conformance with all 
applicable City purchasing guidelines. The Municipal Code authorizes the 
City Manager, City Attorney and City Clerk to negotiate and execute 
contracts for services valued at $100,000 or less. It does not authorize the 
Mayor or Council to do the same. The authority for these contracts is not 
clear and there is no policy or guidelines specifying when such contracts 
are appropriate. 

Potential Issues. Depending on the scope of the consultant agreement 
and the method of selecting the consultant, Council members could be 
accused of favoritism, using public funds to currying political favor, or 
overstepping their charter authority by hiring their own consultants. 

ILG Sample Policv. The sample policy does not address the issue of 
hiring consultants, presumably because in most jurisdictions, a single 
member of the governing body does not have the authority to hire 
consultants. 
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OMB Policy. The OMB allows local governments to hire consultants only 
when it is reasonable to do so in light of several factors, including the 
particular skill required, whether in house staff can provide the service, the 
cost of the service, and similar factors. 

B. Methods of Payment. 

Current Practice. City policies allow for payment of expenses through various means 
including: 1) reimbursement through petty cash; 2) reimbursement through payroll; 3) 
City credit card; and 4) cash advances for travel. The City has policies governing each 
of these payment mechanisms and some allowable expenses are restricted to particular 
to payment methods. Payments on behalf of or reimbursements to the Mayor and City 
Council and their respective staffs are processed through the Office of the City Clerk 
and submitted to the Department of Finance. All such requests for payments are 
reviewed for consistency with applicable City policies and procedures. 

Potential Issues: Reimbursement through petty cash is difficult to administer because 
the re~lenishment of the pettv cash is done on an as needed basis, sometimes months . . 
after the expenditure has occurred. If a questionable expenditure has occurred, it may 
not be caught until well after the fact. 

Staff administration of Council reimbursements can also raise issues of potential 
intimidation by, or opportunity to curry favor with, a CouncilOftice. A strong system of 
checks and balances as well as clearly.written policies can mitigate against potential 
abuse. 

ILG Sample Policy. The sample policy presumes that the most common reimbursement 
~rocedure is when the official incurs the exDense ~ersonallv, and then submits an 
kxpense report for reimbursement. The doks allow f;;r cash advances under 
certain circumstances. It also provides parameters for use of a City credit card. It does 
not address petty cash reimbursement. 

The sample policy also does not address the original method of payment used by the 
Councilmember in incurring the expense. As long as the expense report is supported 
by receipts documenting each expense, the policy does not'distinguish among credit 
cards, check, or cash. 

C. Documentation of Use of Funds. 

Concern was raised at the October 3, 2006 Council meeting as to how to ensure that 
the recipient of a.contribution, donation, or event admission fee will use the public funds 
in a manner that complies with the various restrictions on such funds. All donations and 
contributions from the City to the organization should be in the form of a grant 
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agreement setting forth the required use(s) of the funds. In the case of admissions to 
events, if the adopted policy allows such expenditures, it could require that no public 
funds be used unless evidence of a public benefit has been provided by the 
organization. 

CONCLUSION 

The ILG publication and the sample policy addresses most of the issues raised by 
Council in its discussion of the need for a comprehensive Expenditure and 
Reimbursement Policy. The OMB list of allowable and prohibited expenses also gives 
guidance on how the federal government addresses these issues. However, there are 
many issues that need to be addressed before a policy specific to San Jose can be 
drafted. n 
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Institute for Local Government 
Sample Expense and Use of Public Resources Policy 

I. Policv Statement 

Whereas, the City takes its stewardship over the use of its limited public resources 
seriously. 

Whereas, public resources should only be used when there is a substantial benefit to the 
City. 

Whereas, such benefits include: 
1. The opportunity to discuss the community's concerns with state and federal 

officials; 
2. Participating in regional, state and national organizations whose activities 

affect the City. 
3. Attending educational seminars designed to improve officials' skill and 

information levels; and 
4. Promoting public service and morale by recognizing such service. 

Whereas, 1) legislative and other regional, state and federal agency business is frequently 
conducted over meals; 2) sharing a meal with regional, state and federal officials is 
frequently the best opportunity for a more extensive, focused and uninterrupted 
communication about the City's policy concerns; and 3) each meal expenditure must 
comply with the limits and reporting requirements of local, state and federal law. 

Whereas, this policy provides guidance to elected and appointed officials on the use and 
expenditure of City resources, as well as the standards against which those expenditures 
will be measured. 

Whereas, this policy supplements the definition of actual and necessary expenses for 
purposes of state laws relating to permissible uses of public resources. 

Whereas, this policy also supplements the definition of necessary and reasonable 
expenses for purposes of federal and state income tax laws. 

Whereas, this policy also applies to any charges made to a City credit card, cash advances 
or other line of credit. 

II. Authorized Expenses 

City funds, equipment, supplies (including letterhead), titles, and stafftie must only be 
used for authorized City business. The following types of expenses generally constitute 
authorized expenses, as long as the other requirements of this policy are met: 



1. Communicating with representatives of regional, state and national 
government on City adopted policy positions; 

2. Attending educational seminars designed to improve officials' skill and 
information levels; 

3. Participating in regional, state and national organizations whose activities 
affect the City's interests; 

4. Recognizing service to the City (for example, thanking a longtime 
employee with a retirement gift or celebration of nominal value and cost); 

5. Attending City events; 
6. Implementing a City -approved strategy for attracting or retaining 

businesses to the City which will typically involve at least one staff 
member; and 

All other expenditures require approval by the City Council. 

The following expenses also require City Council approval: 
1. International and out-of-state travel: 
2. Expenses which exceed the annual limits established for each office holder; 

and 
3. Expenses exceeding $ per trip. 

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

1. The personal portion of any trip; 
2. Political or charitable contributions or events: 
3. Family expenses, including partner's expenses when accompanying off~ciai 

on agency-related business, as well as children - or pet-related expenses. - .  
4. Entertainment expenses, including theater, movies (either in-room or a the 

theater), sporting events (including gym, massage and/or golf related 
expenses), or other cultural events; 

5. Non-mileage 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. 

  meet in^ Stipends NOTE: Does not Apply to The Council. Needs to be revised to 
reflect specific Commisions who are paid stipends) 

III. Cost Control 

To conserve City resources and keep within community standards for public officials, 
expenditures should adhere to the following guidelines. 



Transportafion 

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 limited to the cost of the most economical, direct, 
efficient and reasonable transportation form. 

Automobile mileage is reimbursable at Internal Revenue Service rates presently in effect - 
(see www.irs.gov). 7hese rates are designed to compensate the driver for gasoline, 
insurance, maintenance, and other expenses associated with operating rhe vehicle. This 
amount does not include bridge and road tolls, which are also;eimb&sable. 

Lodging 

Lodging costs will be reimbursed or paid for when travel on official City business 
reasonably requires an overnight stay. If such lodging is in connection with a conference, 
lodging costs should not exceed the group rate published by the conference sponsor for 
the meeting in question. For overnight stays in other contexts, another helpN source of 
guidance is Internal Revenue Service per diem rated for lodging, which include 
adjustments for higher cost locations (see Publication 1542 at www.irs.~ov or 
www.uolicvworks.eov/perdiem). The site also has references to hotels that have 
government rates at or below Internal Revenue Service per diem limits. 

Meal expenses and associated gratuities should be moderate, taking into account 
community standards and the prevailing restaurant costs of the area. A helpful source of 
guidance is Internal Revenue Service per diem rates for meals and incidental expenses, 
which include adjustments for bigher cost locations (see Publication 1542 at www.irs.gov 
or www.~olicvworks.~ov/perdiem). 

[The City will notpay for alcohol/personal bar expenses.] 

Officials will be reimbursed for actual telephone and fax expenses incurred on City 
business. Telephone bills should identify which calls were made on City business. For 
cellular calls when the official has a particular number of minutes included in the 
official's plan, the official can identify the percentage of calls made on public business. 

Airport Parking 

Long-term parking should be used for travel exceeding 24-hours. 



Baggage handling fees of up to $1 per bag and gratuities of up to 15 percent will be 
reimbursed Expenses for which City officials receive reimbursement from another 
agency are not reimbursable. 

IV. Cash Advance Policy 

From time to time, it may be necessary for an official to request a cash advance to cover 
anticipated expenses while traveling or doing business on the City's behalf. Such request 
for an advance should be submitted to the [indicate whom] - days prior to the need 
for the advance with the following information: 

The purpose of the expenditure(s); 
The benefits of such expenditure to the residents of the City ; 
The anticipated amount of the expenditure(s) (for example, hotel rates, meal costs, 
and transportation expenses); and 
The date of the expenditure(s). 

Any unused advance must be returned to the City treasury within two business days of 
the official's retum, along with an expense report and receipts documenting how the 
advance was used in compliance with this expense policy. 

In the event [[indicate who will be processing such requests] is mcextah 
as to whether a request complies with this policy, such individual must seek resolution 
from the City Council. 

V. ' Credit Card Use Policy 

City office holders may use the City credit card for such purposes as airline tickets and 
hotel reservations by following the same procedures for cash advances. Receipts 
documenting expekes incurred on the C& credit card and compliance with tGs policy 
must be submitted within five business days of use. 

City credit cards may not be used for personal expenses, even if the official subsequently 
reimburses the City. 

VI. Expense Report Content and Submission Deadline 

Expense reports must document that the expense in question met the requirements of the 
policy. For example, if the meeting is with a legislator the local agency official should 
explain whose meals were purchased, what issues wee discussed and how those relate to 
the City's adopted legislative positions and priorities. 



Officials must submit their expense reports within 30 days of an expense being incurred, 
accompanies by receipts documenting each expense. Restaurant receipts, in addition to 
any credit card receipts, are also part of the necessary documentation. Receipts for 
gratuities and tolls under $5 are not required. 

Inability to provide such documentation in a timely fashion may result in the expense 
being borne by the official. 

VII. Audits of Expense Reports 

All expenses are subject to verification of compliance with this policy. 

VIII. Reports to Governing Board 

At the following City Council or Board or Commission meeting, each official shall 
briefly report on meetings attended at City expense. If multiple officials attended, a joint 
report may be made. 

M. Compliance With Laws 

City officials 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 laws]. 

X. Violation of this Policy 

Use of public resources or falsifying expense reports in violation of this policy may result 
in any or all of the following: 1) loss of reimbutsement privileges, 2) a demand for 
restitution to the City, 3) the agency's reporting the expenses as income to the elected 
official to state and federal tax authorities, and 4) prosecution for misuse of public 
resources. 
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OMB CIRCULAR A-87 (REVISED 05/10/04) 

ATTACHMENT B 

SELECTED ITEMS OF COST 

1. Advertising and public relations costs 

2. Advisory councils 

3. Alcoholic beverages 

4. Audit costs and related services 

5. Bad debts 

6. Bonding costs 

7. Communication costs 

8. Compensation for personal services 

9. Contingency provisions 

10. Defense and prosecution of criminal and civil proceedings, and claims 

11. Depreciation and use a!lowances 

12. Donations and contibutions 

13. Employee morale, health, and welfare costs 

14. Entertainment costs 

15. Equipment and other capital expenditures 

16. Fines and penalties 

17. Fund raising and investment management costs 

18. Gains and losses on disposition of depreciable property and other capital assets 
and substantial relocation of Federal programs 

19. General government expenses 
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20. Goods or services for personal use 

21. Idle facilities and idle capacity 

22. Insurance and indemnification 

23. Interest 

24. Lobbying 

25. Maintenance, operations, and repairs 

26. Materials and supplies costs 

27. Meetings and conferences 

28. Memberships, subscriptions, and professional activity costs 

29. Patent costs 

30. Plant and homeland security.costs 

3 1. Pre-award costs 

32. Professional service costs 

33. Proposal costs 

34. Publication and printing costs 

35. Rearrangement and alteration costs 

36. Reconversion costs 

37. Rental costs of building and equipment 

38. Royalties and other costs for the use of patents 

39. Selling and marketing 

40. Taxes 

41. Termination costs applicable to sponsored agreements 

42. Training costs 

43. Travel costs. 
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COUNCIL AGENDA: 10-3-06 
ITEM: 3.10 

CITY OF 

SANJOSE Memorandum 
TO: HONORABLE MAYOR FROM: RlCHARD DOYLE 

AND CITY COUNCIL City Attorney 

SUBJECT: Councilmembers' Expenditures DATE: . October 2,2006 
and Reimbursement Policies 
and Guidelines 

BACKGROUND 

On September 27,2006, the Rules Committee approved Councilmember Williams' request 
that the City Attorney be directed to compile City rules, guidelinesand policies on petty 
cash, reimbursement procedures for expenditures made with personal funds, and City- 
issued credit cards which a ~ ~ l v  to Members of the Cilv Council. This memorandum will 
provide a summary of these policies and guidelines aid related laws implicated by certain 
uses of D U ~ ~ C  funds. The local reimbursement policies portion of this memorandum was 
coordinated with the Department of Finance and the c ~ G  Clerk. 

A. , Local Reimbursement Policies 

The San Jose City Charter provides that members of the City Council shall receive 
reimbursement, if and to the extent suchis authorized by the Council, for expenses incurred 
in the performance of their duties or functions of office. (Charter Section 408.) 

The Director of Finance has the power and duty under the City Charter to: (1) superiise and 
control disbursements and expenditures to assure that payment has been otherwise legally 
authorized and (2) certify as  to the legality and correctness of all bills, invoices, demands 
and charges against the City and sign checks in payment of such claims. (Charter Section 
806.) The Finance Director administers and supenrises the accounts payable function for 
the City. (San Jose Municipal Code § 2.04.2020(D).) 

The City Clerk in processing reimbursements for members of the Council relies on policies 
relating to expenditures and reimbursements authorized by the Council or the Director of 
Finance. Copies of policies directly related to reimbursements are attached to this 
memorandum. The following is a summary of relevant City policies: 

Credit Card - Credit cards are to be used for official City business and may not be used 
for personal purchases. For example, credit cards mav be used for: (1) purchases of 
supplies, materials and equipment: (2) travel related expenses; and (;?)services, if the 
vendor is incorporated, up to $1,000. No single transaction can exceed $2.500 and credit 
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cards are encouraaed to be used in lieu of pettv cash, emeraencv purchase orders or 
purchase requisitions for items under $2,500. credit cards may h i t  be used for: (1) cash 
advances: 12) ~urchases of communication equipment: (3) items available from citywide . . , .  
open purchase order; or (4) gifts for fellow employees. (kevised Credit Card procedures 
Memorandum issued by Purchasing and Materials Management dated August 29, 2002.) 

Peffy Cash - The petty cash fund may be used for: (1) purchase of materials and 
supplies not available through Central Stores; (2) subscriptions; and (3) the meals of 
individuals not affiliated with the City if the meeting is related to City business. Each petty 
cash transaction may not exceed $500. For smaller expenditures and in instances where 
credit cards may not be accepted, we are informed that the'finance Department 
-encourages reimbursements through the petty cash fund. (Finance Administrative Manual 
Section 5.6 last revised January 25, 2002.) 

Travel- Travel by City officers and employees must be for a public purpose in that the 
City derives specific benefits thmuah a City representative's attendance. If the travel is 
auihorized by'council, the ~ a ~ o r  6- ~oun&lmernber will be reimbursed by the City for all 
reasonable and necessary expenses incurred while traveling on City business. (City Council 
Policy No. 9-5 Travel by Elected and Appointed City Officials; SJMC Chapter 4.28.) Policy 
No. 9-5 sets forth in detail the justifications required for approved travel andthe types of 
expenditures during travel that may be reimbursed. Depending on whether the approved 
travel is in state, out of state, or international, the Mayor or Councilmember's travel may be 
reimbursed through their office budget, the Council Travel Fund, another department 
budget, or ihe 0fF;ceholder ~ccounk  provided for under the San Jose ~ u n i h ~ a l  Code. 
(Council Travel Policy Matrix attached to Memorandum from the City Clerk dated January 

Food and Beverage (Non-Travel) - City policy provides that, in limited circumstances, 
food and non-alcoholic beverages may be paid with City funds. Some examples include 
staff training sessions, non-regularly scheduled meetings in the evenings or weekends, and 
recognition events where the City is the host. (Food and Beverage Expenditure Policy 
(Non-Travel) adopted in July 21,2006.) 

Personal Use o f  City Time, Funds, Equipment and Like - City policy prohibits the use 
of City time, funds, facilities, supplies or equipment for personal use or personal gain or for 
campaign-related political activities. (Code of Ethics. last revised June 28,2005.) 

B. Council Office Expense Reimbursement Process 

The City Clerk is authorized to pay personal services and expenses of the City Council. 
(Annual Appropriation Ordinance No. 27801 adopted by Council on June 27,2006.) 

Each Council Office and the Office of the Mayor has an office budget from which they pay 
the salary of their unclassified staff and non-personal (equipment and supplies) expenses of 
their office. Although some of the City policies mention above refer to the Director of the 
Depahent as the person who authorizes reimbursements, staff involved in the 
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reimbursement process have indicated that they rely on these policies and treat the City 
Clerk as a de facto Department Director. 

For example, if a member of the Council has been reimbursed through the petty cash fund, 
the City Clerk will review the receipts for the reimbursements at the time the fund is 
replenished. The City Clerk reviews the receipts for consistency with the existing policies 
and may request the funds be repaid in instances where petty cash was not used properly. 
The reauest to reolenish the fund and receiots are then forwarded to the Finance 
~ e ~ a k e n t .    he Finance Department also reviews the expenditures and reimbursements 
to determine if thev are consistent with oolicv. This review Drocess is substantiallv similar 
for credit card trarkactions. 

Accordina to staff from the Citv Clerk's Office and the De~artment of Finance. it has been 
the geneFal and longstanding practice of the Council offides to seek and obtain 
reimbursement for various activities includina attendina a cultural or civic event, becomina a - 
member of or donating to a nonprofit community-basei organization, or placing ads in 
publications. If approved, the reimbursements to the petty cash fund are drawn from the 
office budget of the individual Council office. 

C. Officeholder Accounts 

The San Jose Municipal Code regulates the use of officeholder accounts by the Mayor and . 
Councilmembers. (SJMC. Chapter 12.06, Part 8.) GFicaholder accounts are not public 
funds because they are funded'with donor contributions. A Councilmember may establish 
an officeholder account of up to $10,000 "to facilitate his or her performance as an 
officeholder." (SJMC § 12.06.860.) This means that funds are to be used for officeholder 
expenses and constituent servicks, including but not limited to paying for newsletter 
expenses, subscribing to publications, taking constituents out to dinner to discuss city 
business, defraying the cost of trips made in connection with the discharge of official duties 
and attending community events. The Councilmember's officeholder accounts may not be 
used for campaign purposes. 

The tvoes of ex~enditures oermitted from the Mavor's officeholder account is broader in that 
the finds may be used for gny political, legislativ6, governmental or other lawful purpose 
includina but not limited to fundraisina for the officeholder account. donations to tax-exemot 
charitabk, civic or service organizations, contributions or expenditures to support or oppo'se 
candidates seeking election to an office other than an elective city office, and contributions 
or expenditures to support or oppose ballot measures.' (SJMC § 12.06.830.) The Mayor's 
officehoider account also differs in that total contributions to the account may be as much as 
$50,000 as opposed to a Councilmember's officeholder account which is limited to $10,000. 

' San Josb City Charter Section 501 provides that the Mayor is the political leader of the community and 
provides guidance and leadership to the Council by expressing and explaining to the community the 
City's policies and programs and by assisting the Council in the informed, vigorous and effective exercise 
of its powers. ( 
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D. Leqal Restrictions on Expense Reimbursemerits 

As a general rule, the expenditure of any public funds must have an accompanying public 
purpose. A public purpose has for its objective the promotion of the public health, safety, 
morals. aeneral welfare, securitv, prosperitv and contentment of all, or at least a substantial 
part of,.tlhe inhabitants dr residents of 4 ci$. (McQuillin, Municipal Corporations, Ch. 39.25.) 
The determination of ~ublic purpose lies with the City Cduncil and will be upheld by the 
Courts unless it is wholly arbitrary. The expenditure-of public funds implicates several laws 
and regulations which are addressed below. 

1. Establishment Clause 

The Establishment Clause of the United States Constitution provides that Congress shall 
make no law respecting an establishment of religion. The Supreme Court has interpreted 
the Establishment Clause as prohibiting government sponsorship, financial support, and 
active involvement in religious activity. However, the Establishment Clause is not offended 
by government actions that have a secularpurpose, which is a principal or primary fundion 
that does not advance or inhibit religion. 

When government aid is allocated on the basis of neutral, secular criteria thatneither favors 
nor disfavors religion, and is made available to both religious and secular beneficiaries on a 
nondiscriminatory basis, the aid is less likely to have the effect of advancing religion. 

Similar to the United States Constitution, the California Constitution prohihits the State from 
making any law respecting the establishment of religion. In addition, the California 
Constitution auarantees the free exercise and enjoyment of religion without discrimination or 
preference, ihich is commonly referred to as thenAo preferen& Clause" of the California 
Constitution. California courts have indicated that the State's Establishment Clause is 
broader than the federal Establishment Clause due to its No Preference Clause. However, 
the No Preference Clause is not violated where the government refrains from endorsing 
religion or giving favored status to religion in general 

The California Constitution also contains a "No Aid Clause" which provides that no city or 
county shall expend funds to advance a religious purpose. This clause bans government 
action which has the direct, immediate, and substantial effect of promoting religious 
purposes. It is intended to guarantee that the power, authority, and financial resources of 
the government shall never be devoted to the advancement or support of religious - 
purposes. 

But aid to a religious group is permissible where the benefit to the religious organization is 
merely incidental. The benefit may qualify as incidental if the benefit is available on an 
equal basis to those with sectarian and those with secular objectives. In other words, aid 
that is allocated on the basis of neutral, secular criteria that neither favors nor disfavors 
religion, and is made available to both religious and secular beneficiaries on a 
nondiscriminatory basis is less likely to have the effect of advancing religion and violating 
the California Constitution. 
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2. Use of Public Funds for Political Purpose 

The general rule is that public funds may not be spent on activities directed to influence the 
electorate. Public funds, for example, may not be spent to influence the public to support or 
oppose a candidate or to vote a particular way on a ballot measure. (Sfanson v. Moff, 17 
Cal. 3d 206 (1976).) As we have stated in previous memoranda, City expenditures, 
including use of City facilities for political events, must be carefully scrutinized to ensure that 
the expenditure cannot be construed in any way to be partisan or to support or oppose a 
political organization or a candidate. 

3. Mass Mailinq Prohibition 

The Political Reform Act prohibits the sending of newsletters and other "mass mailings" at 
public expense. (Govt. Code § 89001 .) A "mass mailing" is defined as the mailing or 
distribution at public expense of 200 or more items in a calendar month featuring the name. 
office, photo or other reference to an elected official. (Fair Political Practices Commission 
Regulation 18901.) The Regulation is intended to preclude elected officials from using 
"mass mailingsn as indirect campaign material for themselves. 

Generally, the distribution of a tangible item such as a written document or mailing is 
prohibited if all of the following conditions are met: 

1. A delivery of a tangible item to a residence, place of employment or business or 
post office box. 

2. That features or includes reference to an elected official, 

3. .Any of the costs of distribution are paid with public funds or the costs of design, 
production, or printing, and 

4. In an amount of 200 or more items. 

If another entity other than the City or the Redevelopment Agency delivers or mails the item, 
then a mass mailing is not deemed to be sent at public expense or with public funds unless 
any of the costs of distribution are paid with City or Agency funds or the costs of production 
exceeding $50 is paid with City or Agency funds. 

The FPPC regulation contains a number of exemptions from the mass mailing prohibition 
such as meeting or event announcements, press releases and intra-agency 
communications. The exemptions are subject to specific limitations as set forth in the 
regulation and are narrowly construed by the FPPC. 
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RECOMMENDATION 

In 2005, the State enacted AB 1234 which requires, among other things, local agencies that 
reimburse their elected and appointed officials to adopt, in a public meeting, expense 
reimbursement policies that specify when expenses are necessary. (Govt. Code 5 
53232.2(b).) The City has various expenditure and reimbursement policies. These policies, 
however, do not completely address what expenses are properly reimbursable. In order to 
clarify the existing policies and consolidate them into a single policy, this Office - .  
recommends thafthe City Council adopt a reimbursement policy fdrthe Mayor and the City 
Council as well asboards and commissions eligible to receive reimbursements. The 
consolidated aolicv would specifv what exaenses relatina to donations to communihr 
organizations, memberships, advertisements in commuit-y newspapers, travel, meals. 
lodging, and other actual and necessary expenses would qualifv for reimbursement from - - - .  
City funds. 

In addition, the City Council could amend the Municipal Code to increase the officeholder 
acmunt limits so that these funds could be used instead of the office budget for certain 
expenses related to constituent services. As noted above. the current limits on officeholder 
funds are $10,000 annually for Councilmembers and $50,000 annually for the Mayor. While 
the Mayor's officeholder account limit was increased in 2004, the limit for Councilmembers' 
officeholder account has not changed since q997. 

City Attorney 

Attachments 

cc: Les White 

For questions please contact Richard Doyle, City Attorney, at (408) 535-1900. 



CITY OF SllN JOSE - MEMORANDUM 
TO. All Credit Card Eolders and Approving Officials FROM: John Alden 

SUBJECT: REVISED CREJXT CARD PROCEDURES DATE: August 29,2002 

APPROVED: DATE: 

Attached is your new credit card along with revisedproced~es for its use. Please 
take the time to review the procedures on the appropriate use of the credit card. 

There are two additional approved uses for the cards. First, the credit card 
program has been app~ovedfor travel related expenses but does not alter any  of 
the procedures for Travel and Transportation as deiined in the Administrative 
~ G u a l  Section 141. second, the credit card prog& is now available for 

. services if the vendor is incorporated and the total does not exceed $1,000. 
Therefore, credit cards for small services such as courier services, maintenance 

: , . . . ; . contracts, rentals, etc. can now be used so long as thecardholder determiries that . ,c i 1 . i 

'.the vendor is incorporated and the total does.nat. exceed $.1,000. It is the credit .' ' .I: . . . . .  
cardholder's responsibility to ask the sentice vendor if helshe is incorporated; if .. . 
so, the cardholder may proceed with the transaction. If not, the cardholder may hi-.  : 12: :?: .,!. ' ;,., 

.not use the credit card for those services. ,)!.;I .:". . . : :; -::t 

, . 1 

Key points to remember when using the credit card: L- . ,,. .. , . . . ... I:. 
?,. . . ....... : 

I. No single transaction can exceed the maximum of $2,500 ($1,000 for , : ; i . .  

services) including sales tax and shipping charges. Be sure to ask the . . .  
vendor for the TOTAL cost including these charges. 

2. If your card is denied while you are at the supplier's place of business, 
contact Gen Ng 918-7817 and request an Emergency Purchase Order 
to cover the purchase. This will allow you to complete your purchase 
immediately. 

3. If you use the card to pay for travel expenses, remember that all City 
processes for travel must also be followed The credit card is simply 
an alternate form of payment and does not preclude following all other 
procedures estabtished for travel. 

The credit card program has been very successful due to each cardholder's 
willingness to abide by the guidelines. Any questions on the program should be 
addressed to the Program Coordinator, Jennifer Noble at 918-7800. 

John Alden, C.P.M. 
Division Manager 
Purchasing and Materials Management 



CITY OF SAN JOSE 
PROCEDURES FOR USE OF CREDIT CARD 

PURPOSE 

To provide instructions on the proper use of the City of San Jose credit card for 
purchases of supplies, materials and equipment not to exceed limits established by 
your department's Approving Official. The maximum limits are as follows: 

MAXIMUM OF $2,500.00 PER TRANSACTION' 
MAXTMUM OF $10,000.00 PER 30 DAY PERlOD PER C '  

. . 
. . .  

: GENERAL, INFORMATION . . . . .  . . . .  . - - . ,. . 
. . .  . . . . .  - . . i  C ,. . . . .  .. , . , ; '..:, . . ,-.:, :,..iv 5 ,  

, ?7 , 
:!-cit:s.,i. % .I .!.:.la --:neimSA card you will receive ~ ~ . ~ v & ' y d ~ i n & ~ , m d : t h e  city -oc$m,:&, (. !.: i . .: : 
......... , ,:,; 1 , I , .  . :. I: .,.;. 

. . - . -*al.'&b&sed on the card. ' Ab&~@&in' t&ij '$q~$;~~d ......... . . . . .  is.restrict~&$~~y~il~i:: .. 1 : . . , 
;<.;..::,: ;.. ,i, :,: .,,.,t ,..:: -, ..., yi.!,,jC),. 1 ! 

. . . ,$dividuaIly.~: It ,may not .be delegated ">Nd 'member. of yo&,.staff,.ydi$if~13r,i:~ . : : . 
IiOI.  :r,< r.*,~i;'..,:l<,L, !:la.d ... \ 1 : :  \ : I l l  I . ; : ; , l  I: . . . .  ,. . 

I.* . . I :  

your.sup&y&or'br anyone ,$$ie,.maj. . . .  !:..- ..-, , use: ::...... tlus card. It has 'b&in~'p&atly~q !'+: .. 
designed to avoid cbhfusion with your personal credit cards. The cardiisifo!b&!i; n::t . . .  ,,', . < .? . used for'. OFFICIAL CiW: business . ~ h d  .%UYl: NOT BE USEWC$O& . . f.. : I 

PERSONAL PURCHASES. . - : ,  .. ! .,:. . . : ;. ,<: . , : . . - . . :.- !-.::.,i :..:> c.":: .:.;i .: ..I. . . . . . . .  ... . 8 ;i . .. i .: .... ,,!I . n : 
. . . . ....... .. .... . . . . . . . . . . . . . .  :, . . . .  . . . . . . .  . .  ,,.. L ... I j .  ..l... ! :. 

2. Prior to receiving a credit card; you will receive a copy of the Request for 
Credit Card that indicates the maximum dollar amount for each single purchase 
and a total for all purchases made with the credit card within a given month. 
The City's limit is $2,500 per transaction, and $lO,OOO per 'month. However, 
your Approving Official may establish lower limits. If an emergency arises 
which you believe necessitates use of the card that will exceed the maximums 
established for your credit card, you must contact your Approving Official prior 
to using the card. 

3. The credit card is a supplement to the procurement process. As with other 
procurement methods the following conditions must be met when using the 
credit card: 

a. The credit card should be used whenever possible in lieu of petty cash, 
emergency purchase orders or purchase requisitions when the dollar amount 
for a single item or group of items is under $2,500. 



b. Each single purchase may be comprised of multiple items, but the total 
including tax cannot exceed the single purchase dollar limit on your credit 
card. 

c. If a purchase will exceed the limit established by your Approving Official or 
the City normalpurchusingprocedures must be followed. 

d. The least expensive item that meets your basic needs should be sought. 

e. cardholders must ensure that sufficient fUnds are available prior to making 
any purchases. Your Fiscal Officer: andlor. Approving Official can assist you 
inverifying funds are available. 

4. The issuance of a credit card in your name does not allow the credit card 
..... company to do any credit check on your personal credit.. They will not-request LC, 

'T,: . L "  ; y  . ; : !' :.i.~. {'any :p&i~oMi<mfonnation *fi.om .you,. nor;.sh~~&l~.l~y.'p~~onal info~atio@c:b~~ik.t.. .,.I: ' .. I 
... .. .; $ >$-cLlic ;; ; w e & . ,  :::,;\l!- i L : -i. L . ,  :$;;).a,. , !;.. y:i.: !.{s.': ,.:. <:: _ . .  :: ;>n;i&.;.21... ,:...,,:j 

........ . .  . . , : : i . . . . . . .  IF': ..., ;f 51.:!-; .<.<:Lit,[,..,,: '.. I.. ,,.. ,:o ! 2 .. -. . .xI....i 
..<.-. .l:ci)::,.,: ::: ..:: : . ,  :, :::; , i ; : ;  .,:.. . .  ,.;::fE;: ,::l::! :;,.;) ...,:...<c[!: :.> 

i i i. 5 @'kl~~~hkiaf&lit ;card is not i n t & d e ~ . : t 0 ~ ~ e @ a ~ ~ ~ - e ~ m h v e 1 p ; ' r o c ~  . . . . . . . . . .  ~pldnni$& i:i +lit:, . . :r 
. . . . 
!., I , a  .-.:.,!.. L . L z l  .). .i-.whir;bim~~s.L,?oiume discou&,ti -,,, ..:,iil. -..yi:y*,,:i c .  . : i . .  . . . . .  ,~.,,! :~~J;:k~y~.~~$;!'$ :I :[ 

". ,'" T ? ! ,  ! ,s?;&>: J;[-j+; < ,.. f ;'!,.: .:.8;.-.c*; ::<:s: $$ ;!: '. f ,.;; . ! . :, :< _ : . . :  .- 
6. Purchs:e$must not be split toi&.fEkmve~t . . procurement policies. 3 .rt:h$:& ,r:;:;c: ; ,, I. : 

..... :.':!I..: .... r :  'C... . . .  
I , , ! .  :. . . . . . . . . .  

7. If a made with your 'credit card is questioned, you must be: able to ,. . , 

explain the nature of the purchase. If you cannot substantiate that the purchase 
was necessaTy and for official use, your department will address this situation in 
accordance with City policy. 

8. Questions regarding your account or specific procedures should be directed to 
the credit card company at 1-800-227-6736 or Jennifer Noble, Program 
Coordinator at 918-7800. 

CARD RESTRTCTIONS 

The credit card can be used to purchase supplies, materials, and equipment that do 
not exceed the single transaction limit; phone orders for materials or books, 
subscriptions, etc. The credit card shall not be used for the following: 



1. Cash advances 
2. Services EXCEPT small services such as courier, office machine repair, film 

development, etc. ..and ONLY if the vendor is incorporated and the total 
does not exceed $1,000. 

3. Purchases of items carried in General Services Stores unless out of stock . . 

4. Purchases of communications equipment such as pagers, cellular phones, 
wallcie talkies, etc. 

5. Rentals EXCEPT for small pieces of equipment not exceeding a week in 
duration. 

6. Items available &om Citywide open purchase order such as office supplies. 
. . 

7. Machinery that requires a maintenance agreement. . . ,  . . 

8. Purchase of items &om a vendor with an established open purchase order for . . 
. . . . . . .  . . your depmen t .  . . 

. . . ' .  ii ;: 9: ;F.urchase:~.+af flowers, shower gifts, birthday,. gifts, etc.. ;; . f o ~ .  Ellow: &:I ~.iri:. ..: 1 .-: . . . . . .. .. .. . r : ;  ? !  p .  ! ... : i .,> :. .. .;y , ..?c*;:b{ :;:..,:>., ..:. -:c . . , c;,.:;;;e,.s.=q. ; , .. -kc ii ...:.> .:. 
. ,.... ,. . ...% . . .lo. Purchases $it Super Kmart per. Reiolution #67706! supportkig the bbYc& .of~:.s'il.~ %.I S,+ 

. . _ . .  \.... . , 
:.! 5. . .Super:Kmart : . . . .,.; . I . :>  . ! . . . . . .  .. .. ....... . Sr.~,!i... :< n:::?..i't . . . .  ,. .., '. . . . . . . . . . .  . . . .  . . ~ ~ : ~ ~ ~ ~ ~ . ; ~ ~ ~ > c ~ , i ~ ~ , ; ~ ~ & i  i~~? i i~E> i~<~; ! , : :~ : :~~~:~  . - . : a - .  . , 7 ;;$i>~>~~~.~;,~~:~~:~j~~~:,p<.::-~~;,:. , . .  .:,<: . ::. :I:::::;!;, ii;:!.;;>y.>?;,; : : 

h .  

: : Other restridtionsi@y:be, applied byy~j~pproving:~f f i~ ia l :  i ... ! !;!ICY : L.<?:: ::.,k;:;~~ r$?i,...b 
% . s . . .  . .  . . ! : i  . . . . . . .  . . $:.: .:. '.: ;:,,;;. : "; . . . . . .  . . .  : ..: 

. I..;.. . ., , . . - - . . %.;! :,., .abip>i.j..;i,L 21,: ;g.i..;>.:!,,. . , . . . . . .  .. 
.. . , 1. ..... . .  . . ! . ! . .  . *  . . . . .  . . . . . . . . . .  ,.;>+,,:.; . . a .  t .  ... 

PROCEDURE . . . . . . . . . . .  . . .  . ?  . . . .  -, -. 

You will be notified by your ~ ~ ~ r o v i n ~  Official when your credit card-has been 
received. You will be required to sign for the card. . .  

You may use the credit card at any merchant that accepts VISA cards for payment 
of purchases. You may find that some of your suppliers do not currently accept 
VISA cards. If any of these suppliers are interested in accepting the IMPAC 
VISA, they should be directed to their local bank or financial institution(s). 

Upon selecting your purchases, present them and your card to the merchant. The 
merchant will complete a sales draft that includes the following information: 

Imprint of your card; including card number, expiration date, and your 

name. 

Date and aniount of purchase. 



Brief description of item(s) being purchased. (NOTE: You should have the 
merchant put something other than "miscellaneous" for description) 

Imprint of merchant name and identification. 

The merchant will obtain authorization for the transaction via either a telephone 
call or direct telecomunication link to the VISA authorization network. The 
merchant will obtain an authorization nuniber a s  long as the purchase is within the 
limits established for your card that will be written on the sales draft. 

Before you sign the sales draft, verify that the amount is correct and thatxales tax 
has been added. You will receive one copy of the signed sales draft. RETAIN 

. . .  A :  THlS COPY in order to attach to your monthly statement of account. . .  : . .  , y  : 

. TELEPHONE OR MAIL .ORDER PROCEDURES : . 
". " : , ' ? ~ i , :  : ' '  ... c., ., 

. . . . . . . . . . . . . . . . . . . .  .. >,. %!. >::, ; ;$,$:$ ..:.- 
. . . . .  .... .: . I .  . 1'. . : .. . .  ; ;., . - ' .. > : . . .  " ' . : : . < < L . .  . - 

.: . ........ ,,.~~~~y~~.'arei~~~thonzeed.~byY , , LIIL t.i.,i~> .; .. ,(..... . .., ... y o w ~ p p r o ~ g ~  -,-. ! I  . . .  ~ f f i c i a l ' $ ~ , m & e ~ t e l ~ h o ~  . . . I . . :..:, !d.:r$ers ... :. :I,... :with!:.;:..-.: b:.. .. i;.:+l . . 5 

.... - .  
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If you p l a c e - ~  order 'through the mail, maintain a copy of your order for&Athh I ..(I 

the order form and sales receipt, if available, to the statement in which .the .charge 
appears. 

When placing a telephone or mail order, you will be asked to provide your name, 
card number, the expiration date on the card, and an address. 

PROCEDURES AFTER PURCHASE 

At the close of each billing cycle, you will receive a Statement of Account from 
the IMPAC Bankcard System. The statement will itemize each transaction that 
was charged to your credit card account. 

Upon receipt of the statement, complete each of the steps below: 

Review the statement for accuracy 
Indicate the appropriate visible code by each transaction, if appropriate 



Attach all sales receipts or copies of telephone logs for mailltelephone orders 
to the statement. 
Sign the statement and forvirard to your Approving Official within. five (5) 
working days of receipt. 

If i tem purchased with the credit card are found defective, the cardholder has the 
responsibility to return the item@) to the merchant for replacement or to.receive a 
credit on the purchase. If the merchant rekses to replace or correct the. faulty item, . . 

then the purchase of this item will be considered to be DISPUTE and will not be . . 
. . . . .  . . . .  paid &ti1 resolved. . . . . . .  . . .  . . 

A disputed itqp p?st be noted qn the "Cardholders Statement of Questioned Item? ...... : . : .. 
. . .  

: form and.f&bd'dii%ctlj. fb.b..~$~&at'(70'1) a6113466. 'Any item que~donediniukti~~ i i : ; I  :t.r : . 
. . . . . . .  

.... 

.... 

. :. : ..... . . . . .  
. . . .  . . . . . . .  OFficial. to pro.cess in your. absence. ,,Upon . . your . re-, . you will. still b6%@red?tp: rc :;. .; 

sign the b~i~inal'staternent of ~ccount.  . . . . .  

LOST OR STOLEN CARDS 

Immediately notify your Approving Official and IMPAC Bankcard System. The 
latter may be reached at: 1-800-227-6736 

Provide the following information to your Approving Official: Your complete 
name; card number; the date reported to police, if stolen; date W A C  Bankcard 
system was notified; and any purchase(s) made on the day the card was lost or 
stolen. A new card will be mailed to you within two business days from. the time 
you reported the loss or theft to the Bankcard System. A new account number will 
be &signed to your new card. 

IT IS IMPORTANT THAT YOU NOTIFY IMPAC BANKCARD SYSTEM 
AND YOUR APPROVING OFFXCIAL OF THE LOSS OR THEFT OF A 
CARD, IMMEDIATELY. 



Changes to a cardholder's name, address, and organization should be immediately 
reported to your Approving Official who will forward the information to 
Purchasing. 

Upon leaving the City or transferring to another department, you must return your 
card to your.Approving Official. 

If you have any questions on the appropriate use of your credit card, please contact 
,. your Approving Official or the Purchasing offices. 



CITY OF SAN JOSE 
CREDIT CARD PROGRAM 

MERCHANT CATEGORY CODE TABLE 

B VEHTCLE RENTAL 

C HOTEL, MOTEL 

D COURIER SERVICE 

. . .  . . . .  G MAIL ORDER HOUSES - Catalog Stores .;. 

H FOOD/DAIRY/DRUG STORES 

. . Grocery Stores, Supermarkets,.D.%Products Stores, Candy, Nut & . . 
- . Confectiotieiy stores, Baken&$'Phhhaiiies . 
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.. General Mdse.,.WhoikkaIe C?U%S, Dlscmt . . .  Stores, ~,epartmint.~tores, vkety ' 
. . . . . . .  Stores . . . . .. .._ .. : . 

:. j:.  . '  . . . . . .  . . .  . b . , . , ,  .! .,., :.,,.: 
........ . . . . .  K.: . . .  i; M'SC; & SPECIALTY mT.AZI;:STOmS. .. . .  I .I\ 

t. I , , .  . . I;~ber/Hqdware, Lawn, ~ a ~ ~ ~ ~ ~ ~ l . o ~ g ~ ~ o ~ e  ~umi.shin~ & Equipment, 
Household Appliances, MiscJRecords,.Government Services, Electronic Sales, 
Computer  oftw ware Stores, Sporting Goods Stores, Book Stores, Stationery, 
Office & School Suoply stores, Hobby, TOY & Game Stores, Gift &Novel@ 
stores, ~rtists  upp pi; it  raft Shops,-~~Florists, Pet Stores,  bit ~wning  Shops, 
Camera & Photographic. 

SCHOOLS, EDUCATIONAL SERVICES (Registrations) 
Conespondence Schools, Business & Secretarial Colleges, Universities, Junior 
College & Professional Schools. 

MEMBERSHIP ORGANIZATIONS, CHARITABLE & SOCIAL 
ORGANIZATIONS. 



FINANCE ADMINIrnTTVE MANUAL 
City o f  San Jose 

. . 

PURPOSE 
To provide uniform guidelines for the use and maintenance of petty cash and change 
funds. 

Subject: PE'ITY CASH CHANGE FUNDS 

Approved: Date: 

POLICY 

Section Number 5.6 
Page 1 o f 4  
Effective D.ate 11/30/00 
Revised Date 1/25/02 

Petty Cash 
Each deparbnent may be allotted a specified sum of money for the acquisition of 
materials and supplies not available through Cenbal Stores, subscriptions, and meal 
reimbursements. Petty cash bansactions may not exceed $500 (including sales tax, 
shipping and handling charges). 

Change Funds 
If operations necessitate making change for cash transactions, departments may be 
allotted a specified sum of money to fulfill that purpose. 

Department Heads are responsible for the security and maintenance of petty cash and 
change funds in their deparhnents. Department Head approval is required to establish or 
make any modifications to a petty cash or change fund. 

PROCEDURE 

Establishing A Petty Cash Or Change Fund 
Departments may request a petty cash or change fund by completing a Petty Cash and 
Change Fund Authorization form (49-29). 

. The Authorization form must designate a Custodian and may designate an Alternate 
Custodian. Only the Custodian and Alternate, in the absence of the Custodian, shall 
have a&s to the fund(s). 

A Cash Journal Voucher, debiting the Petty Cash amunt: (001-42000000-1030), for 
the amount of the fund must accompany the Authorization form. 

Fonvard the original Authorization form and Cash Journal Voucher to 
Finance/Amunting for review and approval. 

Modifying A Petty Cash Or Change Fund 
0 Changes to the amount of a fund, the Custodian, or the Altemate Custodian may be 

requested by completing a Petty Cash and Change Fund Authorization form. 



J3NANCE ADMMSTRATZVE MANUAL 
City o f  San Jose 

New and former ~ustodians should sepalately reconcile and verify the fund prior to 
submitting the Authorization form. 

Subject: PETTY CASH AND CHANGE FUNDS 

Approved: Date: 

. Forward the original Authorization form and Cash Journal Voucher to 
Finance/Accounting for review and approval. 

Section Number 5.6 
Page 2 of 4 
Effective Date 11/30/00 
Revised Rate 1/25/02 

Reimbursements From Petty Cash (No Cash Advance) . Employee compleks Sections A and B of the Petty Cash Disbunement form (49-32), 
attaches the sales receipt, and obtains an authorized signature. 

s Employee submits the form and receipts to the Custodian 

Custodian verifies that the reimbursement request complies with the Policy and 
disburses cash for the amount authorized. 

Employee completes Section C at the time of reimbursement. 

Custodian retains the form and documentation until a Eple~shment of funds is 
proce5sed. 

Advance of Petty Cash 
Employee completes Section A, and Prior br, Purchase in Section D of the Petty Cash 
Disbursement form (49-32). 

Custodian disburses an advance of funds not to exceed $500. 

Within seven (7) calendar days of the advance, employee completes Section B and 
obtains an authorized signature. 

Employee submits the form and receipts to the Custodian 

. Custodian reconciles the amount advanced to the actual expense by completing Aftw 
Purchase in Section D. 

Custodian disbufses or collects the difference between the advance and the actual 
expense and obtains the employee's signature. 

Custodian attaches receipts to the Petty Cash Disbursement form and relains the 
documentation until a replenishment of funds is processed. 



FINANCE ADIMlMSTRArn MANUAL 
City of San Jose 

Replenishment of Petty Cash Fund 
When the fund is approximately 75% expended, Custodians shall: - Reconcile disbursements, outstanding cash advances and cash remaining in the 

fund to the authorized petty cash fund limit 

Subject: P E W  CASH AND CHANGE FUNDS 

Appioved: Date: 

Prepare a Cash Journal Voucher for the amount of the petty cash 
disbursements and attach the Petty Cash Disbursement forms and original 
receipts to the Voucher. 

Section Number 5.6 
Page 3 of 4 
EffectiveDate 11/30/00 
Revised Date 1/25/02 

Obtain an authorized signature on the Cash Journal Voucher and forward the 
batch to the Finance Department/Amunting Division. 

ARer the Finance Department has approved the Cash Joumal Voucher, the 
Petty Cash Custodian or authorized representative shall pi& up a copy of the 
approved Cash Joumal Voucher and redeem the amount of the voucher for 
a s h  in the Finance DepartmentjTrea~ury Division. 

Shorlages and Overages 
Departments are responsible for reporting cash overages and shortages in accordance with 
Section 4.5 of the Rnance Adminimative Manual. 

As part of the replenishment process, a Petty Cash Disbursement form shall be completed 
and a~oroved by an a u t h o i d  signor. The form shall include an ex~lanation of the 
ovem&shortaie in Section A, ~t&se of ~dvance/~eimbunement.' 

Closing a Petty Cash o r  Change Fund 

Petty Cash Fund 
w A Cash Joumal Voucher is prepared to restore the fund to the full amount 

authorized (see Replenishment of Petty Cash Fund). 

The Custodian prepares a Cash Collection batch crediting the Petty Cash amount 
(001-42000000-1030), obtains an authorized signature, and submits the batch and 
&sh for deposit with the Finance ~epartment/r&sury Division. 

The Custodian must file a Petty Cash and Change Fund Authorization form and a 
copy of the Cash Out Edit List with the Finance Department/Amunting Division as 
notification that the fund is closed. 



FINANCE ADMIMSTRATIVE MANUAL 
City of  San Jose 

Change Fund 
The Custodian prepares a Cash Collection batch crediting the Petty Cash amunt  
(001-42000000-1030), obtains an authorized signature, and submits the batch and 
cash for deposit with the Finance Departmenflreasury Division. 

Subject: PETTY CASH AND CHANGE FUNDS 

Approved: Date: 

The custodian must file a petty Cash and Change Fund Authorization form and a 
copy of the Cash Out Edit List with the Finance Departrnent/Accounting Division as 
notification that the fund is closed. 

SectionNumbm 5.6 
Page 4 of 4 
Effective Date 1 1/30/00 
Revised Date 1/25/02 

Fund Audits 
Departments shall cqnduct audik of their Petty Cash and Change Funds annually. Audits 
should be performed by staff other than the Custodian or Alternate. The department 
should retain documentation verifying completion and findings of the audit. 

Exceptions and Rrdusions 
Petty Cash and Change Funds may not be used for the following: 

to cash personal checks 
= make personal loans 
= advance travel funds 
* cash employee reccgnition awards' 
= payment for services 

or for other non-C3ty business transactions. 

Forms 
The Petty Cash and Change Fund Authoiaation Form, Petty Cash Disbursement Form and 
a Petty Cash Reconciliation Worksheet are available on the City's Inbanet using one OF the 
following addresses: htto:11156.39.127.140 or htt~://www.ai.oov then select Finance 
from the Department pull down menu. 

' Cash employee recognition awards are prowsed through Payroll 



TO: See Distribution FROM: Dan Kadomoto 
Finance1 Disbursements 
Manager 

SUBJECT. NEW TRAVEL POLICY AND DATE: September 5,2006 
NEW FOOD & BEVERAGE POLICY Revised 10/06/06 

Travel Policy 

On July 3 1,2006 a new Travel Policy became effective. You can find this new policy and 
corresponding travel forms on the Office ~ m ~ l o y e e  Relations and Finance Departments Intranet 
sites, see links below. Two of the substantial modifications to this new policy are outlined below. 
Please review the policy and if you have any questions, please feel free to contact the Finance 
department. 

The first major modification impacts how all travel related expenses, advances and 
disbursements to employees are facilitated. All direct payments to employees for travel will now 
be paid through Payroll. Continue to send all travel forms and back-up to Accounts Payable for 
processing. Accounts Payable will review and forward on to Payroll for processing. No travel 
related payments to employees will be processed through FMS. Also, all funds owed to the City 
by employees for travel advances, will now be deducted from their payroll check. 

The second significant modification affects the per diem rates for meals and incidentals. The 
City has adopted the use of the standard U.S. General Services Continental U.S. (CONUS) per 
diem rates. The CONUS rate is currently $39.00 per day. This is the per diem rate that can be 
claimed when traveling to standard areas as identified by the General Services Administration. 
When traveling to non-standard areas as identified by the U.S. General Services Administration 
the CONUS rate for that area will apply. These rates may be retrieved from the following 
website: 

U.S. General Servites Administration - ~omekt ic  Per Diem Rates 

Please review current policy for details. As stated, you will find the new policy and 
corresponding travel forms on the Office Employee Relations and Finance Departments Intranet 
sites. 

Employee Travel Policy: http:l/w.csi.nov/oer/pd~CPM182.pdf 
Employee Travel Request Form: htt~://finance/Forms/TravelRe~uest 06.2006.xls 
Employee Travel Statement Form: htt~:Nfinance.FormslStmntOfTravel 06.2006.xls 

200 East Santa Clara Street, San Jost, CA 951 13 teI(408) 535-7000 fax (408) 292-6482 www.csjfinance.org 



Name 
Subject 
Date 
Page 2 of 2 

Food & Beverage Expenditure Policy 

On July 21,2006, a new Food and Beverage Expenditure Policy became effective. The policy 
can be found on the Office Employee Relations intranet site, see link below. The payment 
vehicles allowed to purchase food and beverages under this new policy are either a City issued 
credit cards or personal funds. If personal funds are utilized an Employee Reimbursement Form 
should be completed and forwarded to Accounts Payable. 

Accounts Payable will review and forward on to Payroll for processing and payment to employee 
on their next check. No petty cash should be utilized for the purchase of food and beverages. 
Please review the policy and if you have any questions, please feel free to contact the Finance 
department. 

Food and Beverage Policy: htt~://www.csi.gov/oer/~df/CPM5 15.pdf 
Employee Reimbursement Form: http://finance/EmuReimbursementForrn.Ddf 

Employee Payments 

Both of the above policies will be using the City payroll system to reimburse employees for 
advances and reimbursement. This is a new procedure for the two policies above, but has been 
used for non-taxable employee mileage reimbursements. It is being implemented to further 
consolidate payments to an employee and to reduce or eliminate the effort in other areas, such as 
petty cash and Accounts Payable check generation. 

The taxability of these employee payments conform to the IRS regulations as they did in the old 
reimbursement procedures. A very high percentage of the employee reimbursements were paid 
and still will be paid on a NON-TAXABLE basis. If the policies are followed, all employee 
reimbursement for Travel and Food & Beverage are paid as NON-TAXABLE reimbursements. 

Because both of the above policies have been set up as "Accountable Plans" defined by IRS 
regulation, there are certain City practices that must be paid to employees as a TAXABLE 
amount. An example of this would be the use of per diem rate in excess of the CONUS rate 
mentioned above. In this case the amount over the CONUS per diem rate would be taxable, as it 
would have been before the new procedures were implemented. 

Ouestions I Training 

Finance /Disbursements group is planning on providing high level training and Q&A sessions to 
address the new change to the policy. If you have any questions prior to training, please contact 
on of the following persons: 

Christina Andrade Accounts Payable 408.53.57082 
Anita Pennington Payroll 408.53.57073 
Dan Kadomoto Disbursements 408.53.57071 



CITY OF SAN JOSE, CALIFORNIA 

C I N  COUNCIL POLICY NO. 9 5  

TRAVEL BY ELECTED AND APPOINTED CITY OFFICIALS 

BACKGROUND 

Council policy to regulate official travel by elected and appointed City officials was 
established by Council action on October 10, 1972. Subsequently, at the Council 
Meeting of June 3, 1980, Council directed that this Policy Statement be revie.wed and 
amended as necessary to accommodate the. anticipated increase in Council 
membership resulting from establishment of Council Districts and the changed 
ecbnomic conditions affecting the City which have transpired since thjs statement was 
first ordained. On October 7, 1980 Council directed that the revised Policy include 
reference to applicable portions of Ordinance No. 20366. In 1989 the Policy was 
amended to add several changes, including the reimbursement of child care expenses, 
and to make it clearer and more concise. On September 16, 1997, the Policy was 
amended to address travei by Mayoral and Council unclassified or contractual staff. 
There have been other changes from time to time, but no changes were made to the 
Policy between September 16, 1997 and August 8,2006. The changes made to the 
Policy on August 8, 2006 were as follows: (1) to provide that only the City Council may 
designate one or more Councilmembers cr members of Boards or Commission to ad 
as the official representative of the City;and (2) to require that all out-of-state travel of 
an official nature by the Mayor, even if taken at no expense to the City, must be 
approved by the Council. 

PURPOSE 

To establish City policy and prescribe guidelines applicable to official travel by elected 
City officials and their staff, and appointed City officials. 

SCOPE 

This policy Statement and travel guidelines apply to the Mayor, to Members of the 
Council, to staff of the Mayor and Councilmembers, to active members of Boards and 
Commissions and Committees established by Charter or created by Council, and to 
Council Appointees. Travel by City Officials and employees other than those specified 
under this Policy Statement shall be administered and regulated by the City Manager 
pursuant to the City's Administrative Manual, Chapter 141. 

1. Public Purpose: Travel by City officers and employees is an appropriate activity 
and expense when performed for a public purpose. Requests for travel shall be 
limited to events from which the City derives specific benefits through aftendance 



of a City representative(s), and shall be supported, if needed, by travel 
brochures, official notifications or other documentation to help Council in 
ensidering the travel request. 

2. Expense Reimbursement: The Mayor, the Mayor's staff, Council Members and 
their staff, members of City Boards, Commissions and Committees and Council 
Appointees may be authorized to undertake official travel and be reimbursed by 
the City for all reasonable and necessary expenses incurred while traveling on 
City business, subject t.o the provisions and guidelines prescribed in this Policy 
Statement and in accordance with applicable provisions in Chapters 4.28 and 
12.08 of the San Jose Municipal Code. 

3. Child Care Reimbursement 

A. Where in-state or out-of-date travel creates the need for child care, the 
City will reimburse child care expenses. Expenses may be incurred locally 
or at the point of destination. 

B. The reimbursement maximum may not exceed $5.00 per hour, per child. 
. The total daily maximum is $80.00 unless special .circumstances, e.g., 

more than one child. dictate otherwise. 

C. The claim for reimbursement must be supported by signed child care 
provider receipts, which should be submitted with the completed 
Statement of Travel Expenses. 

D. Reimbursement will likely be treated as income by the Internal Revenue 
Service. The City will not withhold any taxes from the reimbursement. 

E. The reimbursement maximum may be increased annually, based on the 
San Jose Consumer Price Index (CPI) beginning July 1, 1991. The Child 
Care Coordinator shall advise the City Clerk of annual changes to the 
reimbursement maximum. The City Clerk will amend the Council Policy 
Manual as necessary. 

4. Official City Representative: When travel to a conference, convention or other 
similar event is authorized and undertaken for municipal purposes, one or more 
Council Members or members of City Boards. Commissions and Committees 
shall be specifically designated by the City Council or 
Board/Commission/Committee Chair to act as the official representatives of the 
City of San Jose. 

5. Travel Approval: Except as noted below, all out-of-state travel of an official 
nature, even if taken at no expense to the City, must be approved by Council. 



A. Council approval is not required for travel of Council Members made 
necessary by standing Council assignments. Travel taken under these 
conditions without Council approval should be limited to regularly 
scheduled or specially convened meetings of an official nature. The 
Mayor and Council Offices should be notified of impending or anticipated 
travel which is not being submitted for Council approval under this 
provision. 

B. Less than a quorum shail usually be the maximum number of Council 
Members to receive approval for travel at any one time. When a quorum 
or more of Council Members are requesting approval for travel at the 
same time, the requests shall be considered together as a group and 
Council Meetings shall be canceled if necessary as a result of such 
approvals. 

C. The Council hereby approves all official travel for which funds are 
budgeted for the Council Members, and Council Appointees, without 
separate approval required for Council Members, to meetings of: The U 
S. Conference of Mayors; National League of Cities and its Committees; 
League of California Cities and its Committees; and other committees to 
which appointment is made by the Mayor andlor Council. Council 
approval is required for all official travel by the Mayor. 

D Notwithstanding other provisions contained in this Policy Statement, the 
' Mayor may recommend and Council shall consider revocation or 

disapproval of travel by Council Members if necessary in order to assure 
that a quorum is present at regularly scheduled Council Meetings. 

6. Board, Commission and Committee.Members: Travel by members of City 
Boards, Commissions and Committees which is out of state or exceeds one day 
in duration shall require Council approval. This approval will take place via the 
annual budget process. Proposed local, in-state and out-of-state travel should 
be identifiedand separately budgeted in the annual budget document by the City 
deoaitment resoonsible for the Board. Commission or Committee. Travel 
pr6posals which arise after the adoption.of the budget shall be submitted to the 
Rules Committee prior to submittal to the City Council. These proposals will 
include a funding source for the proposed travel. 

7. Council Staff Travel: The Mayor or Councilmember will review and approve all 
local, in-state and out-of-state travel by their office staff, whether such assistant 
is a member of the unclassified civil service or a contract employee, provided 
fundshave been budgeted within the Mayor or Councilmember's own Office 
Budget. 

8. Funding of Council Travel Activities: The Mayor and Councilmembers' and 
their staffs travel activities for public purposes which are beneficial to the City 
may take many forms. The list below gives criteria for deciding which type of 
Council travel activity should be funded from what source. 



~ u n d i &  Alternatives : 

A. Non-City funds: Non-City funds, e.g., personal or contributed funds, are 
always a funding alternative. The use of contributed funds requires a 
Council Resolution. 

6. Mayor's Office Budget: All Mayor's travel and Mayor's staff travel. If 
activity is requested by the Administration - Manager, Department or 
Office of Economic Development Budget. 

C. Council Office Budgets: 

(1) International Travel (Economic Development Budget if so 
reauested bv Administration) and all Conferences where Council 
r ember is adelegate, presenter, participant or attendee except for 
Annual Conferences of the League of California Cities and the 
National League of Cities. 

(2) Leadership position or membership on any local or regional 
organization or committee. 

(3) All Council Staff travel, except as noted under Council General 
' befow. 

D. Council General Budget, subject to the availability of funds as allocated 
by the Finance Committee each year. 

(1) Leadership position (Officer, Steering Committee, Executive Board, 
Policy Committee) of any international, national or state association 
of governments. 

(2) .TestifyinglLobbying at state or federal level (Department or 
Manager's Office budgets if so requested by Administration for a 
specific project.) 

(3) Other international, national or state organizations as specifically 
approved by the Rules Committee. 

(4) Mayor and Council staff support of leadership position in an 
organization eligible for Council General funding. 

9. The Mayor and Council Members will establish their Office travel budget with 
informationlschedules currently available for the upcoming fiscal year during the 
annual budget process. The Finance Committee will make recommendations . 
regarding the amount to be budgeted for Council General travel during the 



normal budget cycle and forward those recommendations to the Mayor for 
inclusion in the annual budget process. 

10. Travel proposals which require Council approval will include justification and 
identify the funding source if other than the Oftice Budget of the Mayor or 
Councilmember. Those members proposing to use Council General Funds shall 
submit their travel proposal, including justification, to the Rules Committee for 
approval. The following guidelines should be used by the Rules Committee 
when reviewing travel requests proposing to use Council General monies: 

A. Travel is consistent with current adopt& budget priorities 

B. . Travel is consisterit with current adopted legislative priorities 

C. Clear monetary benefit must be evident, i.e., testifying regarding 
legislation that could have an impact on the City's revenues (i.e., SB 
2557), as well as legislation that may enhance the City's fiscal integrity. 

D. Revenue enhancement opportunity clearly attainable. 

E. Travel must be related to the Mayor or Council Members' roles or duties, 
i.e., Standing Committee assignment, liaison assignment, task force 
assignment, etc. 

F. If there are multiple requests to testifytlobbjr on the same issue, 
jusiificaiion must be given iorthe appropriate number needed to iestii. 

G. Discretion given to the Rules Committee to safeguard that all available 
Council General monies for a given fiscal year not be spent on one trip or 
by any one Council Member. 

For those proposals asking for Council General funding, the City Clerk's 
OfFice will add a statement of how much uncommitted Council General 
travel budget remains and how much year-to-date each Member has used 
of the Council General travel budget. 

I I. Accountability and Authority: The Council is the responsible authority. 

12. Procedures: The following procedures apply to travel by elected City officials 
and their staff, and appointed City officials. 

A. An advance of funds for anticipated travel expenses shall Be granted 
upon submission of a "Request for Advance of Funds" to the Director of 
Finance. 



B. Reimbursement for actual expenses incurred in travel, which meet the 
conditions defined in this Policy Statement shall be granted upon 
submission of a Statement of Travel Expenses to the Director of Finance 

. within fifteen working days of return. Receipts for the following expenses 
must be included: 

(1) Transportation (public carrier) 

(2) Hotel 

(3) Registration 

(4) Meals 

(5) Child Care 

(6) Other reasonable and necessary expenses, e.g., car. rental when 
necessary. 

C. Generally, reimbursement for hotel rooms shall be limited to single-room 
accommodations. The Mayor shall be authorized one-bedroom suite 
accommodations whenever deemed necessary for the benefit of the City. 

D. Travel expenses not generally considered reasonable and necessary shall 
not be reimbursable. These include, but are not limited to: 

(1) Fines for traffic violations 

(2) Dry cleaning and laundry expenses 

(3) Non-business transportation expenses 

(4) Expenses for spouses, other family members or unauthorized 
guests 

(5) Non-business related telephone calls 

(6) Entertainment expenses, unless the entertainment serves a 
municipal purpose. 

E. Travel and related expenses may constitute a giff prohibited by Chapter 
12.08 of the San Jose Municipal Code unless authorked by a majority of 
the Council. This policy~shall be interpreted in accordance with said 
chapter of the Municipal Code. Any request for Council approval of travel 
which would constitute a prohibited gift in the absence of Council approval 



shall be supported by travel brochures, official notifications or other 
documentation to help Council in considering the travel request. 

F. When traveling on official City business by scheduled air carrier, use of 
the San Jose International Airport as the origin and destination point shall 
be mandatory unless: 

(1) Scheduled air carrier service to or from the destination is not 
available from San Jose International Airport; or 

(2) There is more than a one and one-half hour scheduled layover at 
any intermediate airport before reaching the final destination from 
flights arriving or departing from San Jose International Airport 
compared to flights arriving or departing from other Bay Area 
airports. 

G. The Mayor, Council Members, their staff, members of Boards, 
Commissions and Committees and Council Appointees may be asked to 
submit or present t o  Council a report on the results of their travel within 
ffteen working days of their return to San Jose. When funding is 
allocated from the Council General Fund, the Mayor and Council 
Members are required to submit or present to Council a report on the 
results of their travel within ffieen working days of their return to San 
Jose. 

The reporf may inciude, but in no way be limited to: 

(2)  A listing of any workshops, seminars, presentations, speeches or 
other sessions attended with descriptions of information gathered; 

(2) A listing of any presentations made with a description of 
information presented; 

(3) ' A listing of individuals or groups with whom the Council Member or 
Mayor met while traveling including subjects addressed at the 
meeting and any outcome of the meeting. 
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- 
San J o g  Municipal Code 

Title 4 REVENUE. FINANCE AND BUSINESS TAXES 1 

Cha~ter 4.28 OFFICIAL TRAVEL 6 

Chapter 4.28 
OFFICIAL TRAVEL 6 
Sections: 

4.28.010 Mayor, vice mayor and councilmembers - Travel expenses authorized when. 

4.28.050 Travel within the state but outside the county - City council authority. 

4.28.060 Travel outside the'state - City council authority. 

4.28.010 Mayor, vice mayor and councilmembers - Travel expenses authorized 
when. 

The mayor and the vice mayor are hereby authorized to attend meetings and functions within the 
county of Santa Clara when their presence, in their official capacities at such meetings or functions is 
requested by citizens and residents of the city of San JosC, or the county, and each counciImember of the 
city, including said mayor and vice mayor, is hereby authorized and each is hereby delegated as a 
committee of one, to inspect and investigate conditions in and about the city's public streets, properties 
and places in ind about other parts of the city a d o r  inL& cowty af Smta Cistia, cad to meet with 2nd 
attend meetings, in their official capacities, within the county with representatives of other governmental 
bodies andlor with citizens and reGdents of the countv. a l l  for the vurwse of securing or exchanging - - 
firsthand information and knowledge respecting the &Ay munici& iroblems and matters presented to 
or coming before the city council for consideration, decision, determination or legislation or for any 
other municipal purpose. 

(Prior code 5 2907.20.) 

4.28.050 Travel within the state but outside the county -City conncil authority. 

The council may adopt, amend from time to time, and otherwise provide regulations governing travel 
within the state but outside the coudty of Santa CIara by officer and empIoyees of the city, and 
specifying grounds upon which expenses thereof may be reimbursed or paid in advance. Such 
regulations may be promulgated and amended by resolution of the council. 

(Prior code 5 2907.10.) 

4.28.060 Travel outside the state - City council authority. 

The council may adopt, amend from time to time, and otherwise provide regulations governing travel 
outside the state of ~aIiiomia by officers and employees of the city &d specifling grounds upon which 
expenses thereof may be reimbursed or paid in advance. Such regulations may be promulgated and 
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amended by resolution of the council. 

(Prior code 4 2907.1 .) 

Endnotes 

For Charter provisions on reimbursement of officers and employees for actual and necessary 
'expenses, see Charter 5 902. 

This Code of Ordinances andlor any other documents that appear on this site may not r a e d  the most current legislation adopted by the 
Municipality. American Legal Publishing Corporation provides Ulese documents for infarnational purposes only.These documents should not 
be relied upon as the defmitive authoray for local legislation. Additionally, the formatting and pagination of the posted documenls varies horn . 
the formatting and pagination of the ollicial copy. The official prlnled copy of a Code of Ordinancesshauld be consulted prior to any action 
being taken. 

For further informalion regarding the official version of any of this Code of Ordinances or other documenls posted on this site, please contact 
the Municipalii directly or contact American Legal Publishing toll-free at 800-445-5588. 

02W5 American Legal Publishing Corporation 
techsu~~o~arn iwa l .corn  

1.800.445.5588. 



. . . . 

T O :  . . .  ~ a ~ o r  . . .  &d c~unc i~ember s  FROM: Lee Price, City Clerk 
. . 

. . . .  . . ' 

SUBJECT: Mayor and ~ouncil~~ravel ~ u n d  and . :DATE: . 3aguary 26,2005 . 
. . .  the Council . . Travel.Policy Matrix . . . . 

. . . . -. . 
. . . .  . . . . . . . . .  . . 

+Gation only , . : . . . . . i . . 
A %at& of ~ r a v k ~  A ~ ~ ~ O V ~  ~e&ke&entf was pkviousl~ created by .this office to . ,. .: ' 

sumrharize the approvals necessary for each type of o%ciaI me1 vndeitaken by the . , . 
Mayor, Council Members and the& uncl&sified staff. The CouncFs recent 'creation of a 
Mayor and Council Travel Fund provides an . . oppor@ity to rdsi t .  the Matrix and the . . , 

approvals required for official travel:. . . 
. . . . . . . . .  . . , . 
' While the adopt> Comci l~~ol ic~ on ~ravkl (~ity.d.ouhci1 POEC~NO. 915, attached) has ' 

. not changg since 1997, the creation of the new Travel Fund'proirides k a t i o n a l  . . . . funding alternative for w@in types of official travel, espeiially now that the Council 
General Travel budget mentioned in the Policy is amently defunded The guidelines fir 
use of this fimd were approved by Council on October lgm, 2004 and lig the fonowing , ; 

. , ' criteria for use of the Mayor and C o d  Travel Fund: , . . .. . . . .  . .  - , ... . . . . . . . . . . .  , . 
= . . ~ ' . a n n &  City-t6-City ~p jointly sgons&ed by the $a SoscIWwn Vaey 

. Chamber of Commerce, San Jose. State Universitytyand the City of San Jose; 
= Trips to advocate for.priority Iegislation when appbmted by Council to . . .  

represent the City's position; 
Tiips to represent the City on Boards and ~ o m m i t t k  of fhe League of 
California Cities, the U.S. ~onference of Mayors or the National League of 

. Citiy when appointed by the Council or othawise . officially . appointed to' 
serve on such boards or 'committees . . .  . , 

. . .  . . , .. 
.' The. ~ & l  'Matrix has b.eei updated tb show that use.,& the F I & ~  for &vel requiies 

.. ' ~ u l e s  Cdmmittee approval. Q e  Matrix also shows that separate'Couhcil approviil is . 
. always required for any out-of-state tr'avel.that does not meet the criteria for use of he . . 

' .. new fund arid travel using donated funds mes a $esol~tion tb accept the funds as a 
gift to the City. . . . . .  . . . . 

. , '  . . .  
. . 

I hope the a&hed matrix helps to clarify cia1 councii travel. I am. 
available to a k e r  any additional qudozk . . 

'. . . . .  
. . .  . . . . .  .) . . . .  

, . 
. . . . . . . . 
. . City Clerk . . . . .  . . 

. . . . .  i 
. . 

. . . . . . . . 
. . .  

. . attachments . . 
. . . . 



. . 

MATRIX OF TML APPROVAL REQUIREMENTS 
. . . . .  

FOR OFFICIAL TRAVEL BY : . . ' 

MAYOR AND CITY COUNCIL MEMBERS * i 
'. . . . 

. ' 

* &y official travel by Council ~iksfants or ~ a ~ d f s  ~ssistsi'nts is approved by the Council : 
" . Member or Mayor . . . 

.. . 

. 

.. 

: 

. 
. 

. 

*, If an NLC or US Conference of Mayors meetinglcqnferen& . . is ouf-of;stat& separate city 
Council approval is not necessary , . . . . 

. . 

Mayor/Council 
Member approves 

f ravel 

. . 

. . 

I I 1 I . . - . . . . . 

In-state travel using Disfiict 
b-udget or Mayor's Office' 

. . budget , . 

out-of:stafe trayel using . 
District budget or Mayor's . 

. . .  Office budget . 

Interna'tional travel using ' 

District budget or Mayor's, . .  . . 
Oftice budget 

Travel when'oficially appt'd to. 
LCC, NLC or US Conference 
of Mayors Committees . . 
Travel W e n  appfd by Council 
torepresent the City to ' 

advocafe for legislation . 

RUI& committee 
approves the 

funding source 

City Council 
. approves the 

travel 
. . 

. . 

' 8 .  
. . . . 

. . . , ' .  

, . . .. . . 

. . 
. ' 

. 

% 

. . '. . . . 

. . 

. . 

.. . 

.8 

8 

. 
. . .  

8 

0' 

. . 

. 

- .  



City of San Jose City Policy Manual 

[ ~ o o d  and Beverage Expenditure Policy (Non-Travel) 5.1.51 

PURPOSE 

To provide guidelines for purchases of food and beverages with City funds. 

POLICY 

1. In ~cpartments may provide food and non-alcoholic beverages 
with City funds. All food and beverage expenditures shall be paid from each 
department's existing budget. Examples of situations for which City funds may be used 
for food and beverages include: 

Staff training sessions where it is not practical to disrupt the session for an offsite 
lunch break. For this policy, staff training may be defined as development, 
leadership, or specialized training essential to help staff acqu ire subject mafter 
expertise in their functional areas. 

Non-regularly scheduled meetings, held during the lunch hour, where it is not 
practical to go off-site for lunch to complete City business or meetings held during 
non-business houis (i.e. early morning meetings, evening meetings, or weekends) 
where it is not practical or may be disruptive to go offsite to obtain food or beverages. 

Anticipated long City Council meetings where it would not be practical for the City 
Council and staff to go offsite. 

Recognition events, receptions, special events, andlor meetings where the City 
Council. City or Agency is hosting individuals, groups, etc. and provide 
foodlbeverage services to reflect the City's hospitality. 

Minimal food and beverage purchases, such as bagels and coffee, may be made for 
meetings and trainings as approved by the Department Director or City Manager. 
These purchases should be reasonable for the meeting purpose and attendees. Any 
questionable expenses may be reviewed by the Director of Finance for 
appropriateness. 

A maximum of $15 per employee attending the function per year may be spent on 
recognition events such as picnics or luncheons. 

Note: If a training or a meeting tuns through an employee's lunch, hourly employees 
may need to be compensated for that time. Please consult with the Ofice of Employee ~. 
Relations. 

2. This allowance shall not result in the purchase of food and beverages for common daily 
work needs, which are purchased through pooled employee contributions (i.e. water 

- 

service, coffee service, etc.). No alcoholic beverage purchases will be reimbursed. 

Effective Date: July 21 2006 
Page 1 012 



City of San Josi  Cify Policy Manual 

l ~ o o d  and Beverage Expenditure Policy (Non-Travel) 5.1.5 ( 

3. The Department Director or designee shall be responsible for all food and beverage 
expenditures and shall ensure that these expenditures are reasonable. are within 
budgetary h i t s ,  and are consistent with the intent of this policy. 

PROCEDURES 

Supervisor 1. Purchase food and/or non-alcoholic beverages using either City 
credit card or personal funds. 

2. Submit receipt, and Employee Reimbursement Form if personal 
funds were used, to Department Director or Designee. 

Department 3. Review and approve credit card statements orapprove 
Director or reimbursement on the Employee Reimbursement Form. 
Designee 

4. Track non-travel food and beverage expendiiur es for the 
Department. 

5. If employee reimbursement is required, send Employee 
Reimbursement Form to FinancdDisbursement (Accounts Payable) 
for review and processing. 

Accounts Payable 6. Review food and beverage purchases for compliance with the City's 
Food and Beverage Policy. 

7. If applicable, process employee reimbursement through Payroll. 

Approved: 

IS/ Les White 
City Manager 

July 21. 2006 
Date 

Effeclive Date: July 21. 2006 
Page 2 of 2 



TO: See Distribution FROM: Dan Kadomoto 
Finance/ Disbursements 
Manager 

SUBJECT: NEW TRAVEL POLICY AND DATE: September 5,2006 
NEW FOOD & BEVERAGE POLICY 

Travel Policy 

On July 31,2006 a new Travel Policy became effective. You can find this new policy and 
corresponding travel forms on the Office Employee Relations and F i c e  Departments Intranet 
sites, see links below. Two of the substantial modiications to this new policy are outlined below. 
Please review the policy and if you have any questions, please feel ffee to contact the Fiance 
department 

The f i s t  major modification impacts how all travel related expenses, advances and 
disbursements to employees are facilitated. All direct payments to employees for travel will now 
be paid through Payroll. You will continue to send all travel forms and back-up to Accounts 
Payable for processing. Accounts Payable will review and forward on to Payroll for processing. 
N; travel reiated to employees will be processed through FMS. Also, all funds owed to 
the City by employees for travel advances, will now be deducted from their payroll check. 

The second significant modiiication affects the per diem rates. The standard COWS per diem 
rate is now $39.00 per day. That is the rate for incidentals expenses that can be claimed when 
traveling to standard areas as identilied by the General Services Administration. When traveling 
to non-standard areas as identified by the General Services, Administration the CONUS rate for 
that area will apply. 

Please review current policy for details. As stated, you will f i d  the new policy and 
corresponding travel forms on the Office Employee Relations and F i c e  Departments Intranet 
sites. 

Employee Travel Policy: h~://m.csi.~ovfoerl~dfM3PM182.~df 
Em~loyee Travel Request Form: htto://finance/Forms/TravelResuest 06.2006.xls 
Employee Travel Statement Form: httD~/finance/Foms/S~tOffravel 06.2006.xIs 

200 East Santa Clara Street, San .lo&, CA 951 13 tel(408) 535-7000 Iax (408) 292-6482 www.csjfmance.org 



..-- -\ 

Name 
Subject 
Date 
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Food &Beverage Expenditure Policy 

On July 21,2006, a new Food and Beverage Expenditure Policy became effective. You can find 
this policy on the Office Employee Relations inkanet site, see link below. The payment vehicles 
allowed to purchase food and beverages under this new policy are either a City issued credit 
cards or personal funds. If personal funds are utilized an Employee Reimbursement Form should 
be completed and forwarded to Accounts Payable. 

Accounts Payable will review and forward on to Payroll for processing and payment to employee 
on their next check. No petty cash should be utilized for the purchase of food and beverages. 
Please review thepolicy and if you have any questions, please feel fiee to contact the Finance 
department. 

Food and Beverage Policy: http://www.csi.~ov/oer/~d~CPM515.~df 
Employee Reimbursement Form: httD://financelErn~Reimb~~sementFom.~df 

Finance I Disbursements group is planning on providing high level training and Q&A sessions to 
address the new change to the policy. If you have any questions prior to training, please contact 
on of the following persons: 

Christina Andrade Accounts Payable 408.53.57082 
Anita Pennington Payroll 408.53.57073 
Dan Kadomoto Disbursements 408.53.57071 
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Part 8 
OFFICEHOLDER ACCOUNTS 

Sections: 

12.06.810 Intent. 

12.06.820 Mayor's oficeholder accounts. 

12.06.830 Mayor's officeholder account uses. 

12.06.840 Councilmember officeholder accounts. 

12.06.850 Mayor and councilmember officeholder account freeze period. 

12.06.860 Councilmember officeholder account uses. 

12.06.870 Restrictions on officeholder accounts. 

12.06.880 Prohibition on other officeholder accounts. 

12.06.890 Ofticeholder disclosure. 

12.06.810 Intent. 

it is the intent o i h e  ciiy council of the city of San Jos6 in enacting this part to place h i t s  on &e 
ag~ount individuals may contribute to officeholders in order to prevent the perception by the public that 
such contributions may give rise to undue or improper influence over elected officials. 

(Ords. 24499,24577,25257,26440,27290.) 

12.06.820 Mayor's officeholder accounts. 

A. Contributions to the mayor's officeholder account are limited to five hundred dollars per calendar 
year eom any person and may not be collected during the officeholder fieeze period. 

B. The contributions to the mayor's officeholder account are limited to fifty thousand dollars in the 
aggregate within any calendar year. 

(Ords. 24499,24577,25257,25446,2547,26440,27290.) 

12.06.830 Mayor's oficeholder account uses. 

A. Officeholder contributions are not campaign contributions for purposes of this chapter. Such 
contributions are solely intended to facilitate the performance of the incumbent officeholder. Any use 
for the mayor's campaign purposes or expenditures in connection with any election by the Mayor for 
elective office is prohibited. 
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B. Expenditures fiom the mayor's officeholder account may be made for any political, legislative, 
governmental or other lawful purpose. Such expenditures include but are not limited to expenditures for 
fund-raising for the officeholder account; expenditures of donations to tax-exempt charitable, civic or 
service organizations; contributions or expenditures to support or oppose candidates seeking election to 
an office other than an elective city office; and contributions or expenditures to support or oppose ballot 
measures. 

C. Contributions shall not be expended directly for salaries of the mayor's office personnel. However, 
k d s  may be donated to the city of San Jod and appropriated by the city council for the mayor's office 
personnel. 
(Ords. 24499,24577,25257,26440,27290.) 

12.06.840 Councilmember officeholder accounts. 

A. Contributions to councilmember officeholder accounts are limited to two hundred fifty dollars per 
calendar year from any person and may not be collected during the officeholder account fieeze period. 

B. The contributions to the officeholder account are limited to ten thousand dollars aggregate within 
any calendar year. 
(Ord. 27290.) 

12.06.850 Mayor and councilmember officeholder account freeze period. 

The officeholder account freeze period is the period from the beginning date of the campaign 
contribution collection ~eriod for aw office for which the officeholder is eli,gible to run until the 
election is ended or thgcandidacy is-formally withdrawn. 

- 

(Ords. 25446,25447,26440,27290.) 

12.06.860 Councilmember officeholder account uses. 

A. Councilmember officeholder contributions are not campaign contributions for purposes of this 
chapter. They are solely intended to be used to facilitate the performance of the incumbent officeholder. 
Any use for campaign purposes is prohibited. 

B. Councilmember officeholder fundsdsare to be used exclusively for officeholder expenses and 
constituent services, including but not limited to newsletter expenses, subscriiig to p;blications, taking 
constituents to dinner to discuss city business, defraying the cost of trips made in connection with the . - 
discharge of official duties and attehding co&uni& events. 

C. Contributions shall not be expended directly for salaries of a councilmember's or mayor's office 
personnel. However, funds may be donated to the city of San Jose and appropriated by the city council 
for office personnel. 

(Ord. 27290.) 

12.06.870 Restrictions on officeholder accounts. 

A. No officeholder or controlled committee of the officeholder may solicit or accept contributions for 
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the purpose of paying ofYiceholder expenses during the officeholder account fieeze period. 

B. No expenditures shall be made from an officeholder account during an officeholder account freeze 
period, except that nothing herein shall preclude the payment of obligations incurred for s e ~ c e s  or 
goods received prior to the officeholder account freeze period. 

C. For purposes of this part, the officeholder account freeze period does not apply to: 

1. Officeholders who are ineligible to run for any city office during the officeholder account freeze 
period; and 

2. Officeholders who have made a final determination not to run for any city office during the 
election cycle and have filed a statement of noncandidacy for city office with the office of the city clerk. 
Until such statement is filed, no expenditures shall be made from an officeholder account during the 
officeholder account keeze period. 

(Ords. 24499,24577,25257,25446,25447,26440,27290.) 

12.06.880 Prohibition on other officeholder accounts. 

A city officeholder, arid any person or committee on behalf of a city officeholder, is hereby 
prohibited fiom establishing an officeholder account or an account established under the Political 
keform Act for the solicitaGon and expenditure of officeholder funds, except as provided in this 
chapter. Nothing in this section shall prohibit an officeholder ffom spending personal funds on official 
or related business activities. 

12.06.890 Officeholder disclosure. 

Reporting and disclosure of the mayor's officeholder account and the councilmember officeholder 
accounts shall be done in accordance with the requirements of the Political Reform Act, (California 
Government Code Sections 81000 et seq. as amended) and the San Jos6 Municipal Code. 

(Ords. 24499,24577,25257,26440,27290.) 

Part 9 
CAMPAIGN DISCLOSURE 

Sections: 

12.06.910 Statements and reporting requirements. 

12.06.920 Duties of the city clerk. 

12.06.930 Disclosure of post-election payment agreements. 

12.06.910 Statements and reporting requirements. 



A. Each candidate and each committee, except committees whose sole purpose is to support or oppose 
a ballot measure, shall file, as a public record with the city clerk, cumulative itemized reports at the 
times specified herein showing the total amounts of contdbutions accepted and expenditures made. The 
required statements may be completed on campaign statement forms required to be filed by the 
regulations of the fair political practices commission so long as such forms are comoleted in sufficient 
d e k l  to comply with&e.requuements of this chapter. ~uc<statements shall con& a declaration by the 
candidate or commit& treasurer that the candidate or committee has neither acceoted nor solicited anv 
campaign contribution in excess of the limitations of this chapter. 

A 

B. The listing of contributions shall include all contributions accepted during the campaign 
contribution collection periods specified in this chapter including all amounts less than one hundred 
dollars. 

C. The first and second campaign statements shall be filed at the times prescribed for pre-election 
statements by the PoliticdReform Act. The second statement &all in addition include all contributions 
accepted through the end of campaip contribution collection period specified in Section 12.06.290. 

D. Thereafter, semi-anuual statements shall be filed in the form and at the times required by the 
regulations of the fair political practices commission. 

(Ords. 24499,24577,24733,25257,26440,) 

12.06.920 Duties of the city clerk. 

A. The city clerk shall, five days prior to the election, prepare a report to be published in the Saa Jose 
Mercray News. The report shall contain the total contributions and expenditures for each of the ( 
candidates md for each Independent committee. The clerk &dl ceuse the report to be publiihed hvo 
days prior to the election. 

B. In the event the city clerk has reason to bsieve a late contribution has not been reported, the clerk 
shall notify the ethics board. 

12.06.930 Disclosure of post-election payment agreements. 

A. ' A candidate or his or her controlled committee must disclose, on a form provided by the city clerk, 
any campaign-related agreements entered into by the candidate or controlled committee which provide 
for post-election payments. Such agreements include, but are not Iimited to, contingency payment 
or "bonus" payment plans offered by campaign consultants and agreements with persons who will 
receive compensation after the election for campaign services performed prior to the election 

B. A post-election payment agreement must be reported on or before the filing date of the next 
preelection statement which must be filed after the agreement is entered into. 

(Ords. 24499,24577,25257,26440.) 

This Code of Ordinances andlor any other documents lhal appear on this site may not reflect the most current legislation adopted by the 
Municipality. American Legal Publishing Corporation provides these documents for informational purposes only. These documenls should not 
be relied upon as the definitive authoilty for local legislation. Addilionany, the lormalong and pagination of the posted documents varies from 
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Ihe formalting and pagination of the official copy. The official prinled copy of a Code of Ordinances should be consulted prior to any action 
being taken. 

For further information regarding the omcial version ofany of lhis Code of Ordinances or olher documents posted on this site, please contact 
the Municipality direcUy or contact American Legal Publishing toll-free al800-445-5588. 

G32005American Legal Publishing Corporation 
lechsuo~orl@amle~al.Com 

1.800.445.5588. 






