
No. Dept. Subject Fiscal Impact

Recurring/

Non-Recurring

1 CITY 

MANAGER

Opportunities for Ongoing Revenue 

Enhancements and Budget Efficiencies

          200,000 Non-Recurring

2 CITY 

MANAGER

Elimination of Primary Election            (72,346) Recurring

3 PRCS Spring Egg-Stravaganza               6,000 Recurring

4 PRCS Year Round Aquatics Program             34,569 Recurring

5 POLICE Security Services for Starlight Bowl              (7,000) Recurring

6 CITY 

MANAGER

City Clerk's Office: Unfunded Department 

Needs Requests

          404,000 Recurring/

Non-Recurring

7 PRCS Burbank on Parade Citywide Support             29,587 Recurring

8 PUBLIC 

WORKS

Post-Election Measure S Discussion - 

Sewer & Refuse Assistance Programs

          165,240 Non-Recurring*

TOTALS Recurring Non-Recurring

DISCUSSION PAPER ITEMS

Fiscal Year (FY) 2013-14

as of May 20, 2013

* Proposed funding includes a three year phase out of the Sewer & Refuse Assistance Programs with a FY 2014-

15 impact of $84,270 and a FY 2015-16 impact  of $42.980

General Fund Total  $         41,610  $             718,440 
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CITY OF BURBANK 
CITY MANAGER’S OFFICE 

STAFF REPORT 
 
 
 

Date:  May 23, 2013 
 
To:  Honorable Mayor and Members of the City Council  
 
From:  Ken Pulskamp, Interim City Manager 
 
Subject: Discussion Paper: City Clerk's Office - Unfunded Department Needs 

Requests 
________________________________________________________________ 
 
RECOMMENDATION: 
 
Bring back high priority capital and non-capital requests for Council direction during future 
budget considerations after due research, collaboration and analysis of all the City Clerk’s 
Office needs identified within this paper. 

 
BACKGROUND: 
 
During the May 7, 2013, budget presentations, the City Clerk’s Office provided a listing of 
future departmental needs. There was Council direction for the City Manager to bring back a 
discussion paper on these items. The discussion section below will provide a general overview 
of the requests and a breakdown of their estimated one-time and recurring costs to the City’s 
General Fund (some of which have been updated since the May 7th presentation so the 
revised amounts/ranges are reflected throughout this paper). The one-time and recurring costs 
are all estimates at this time, and some are unknown, as, in alignment with staff’s 
recommendation, additional research needs to be done to confirm the holistic fiscal impact of 
each request. At this time, it is important to note that Council, as part of its Fiscal Year (FY) 
2013-14 budget discussions, has been presented with a list of citywide unfunded, high priority 
capital and infrastructure needs that exceed $200 million. Council has also been provided with 
a list of unfunded, lower priority needs that total roughly $55 million. The list of unfunded needs 
already include all of the City Clerk’s unfunded needs presented on May 7th except for the 
return postage reimbursement and the Office’s travel and training requests.  As such, it is 
important that the requests below are considered within the context of the City’s, in its entirety, 
unfunded needs.  
 
DISCUSSION: 
 
The City Clerk’s Office identified nine areas of unfunded needs and prioritized the items via the 
numbered order below: 
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1. Digitizing Permanent Records (Phase 3): $100,000 one-time; no recurring cost 
The City Clerk’s Office has been working on the digitizing of permanent records. Council 
previously allocated $49,000 for this project.  There remains almost 500 boxes of records 
that need to be digitized for the preservation of these records.   
 
The importance of completing this project is to preserve history; for disaster recovery 
purposes; and to increase accessibility, efficiency and transparency.  The savings 
associated with digitizing records is reduced staff time on research projects, reduced 
response time; and, the potential of reduced storage fees which overall will decrease future 
budget needs. The costs provided above do not include those associating with increasing 
storage on the City’s server to handle increased electronic records.  

 
2. Agenda Management Software: $3,000 to $22,300 one-time; $2,800 to $11,800 

recurring 
In an increased effort to produce more timely and accurate agenda packets, an area that 
has been identified to help improve the process is the conversion to a paperless agenda 
process.  The agenda packet would be compiled electronically, which allows for consistent 
page numbering, and only those copies required to be printed for distribution (primarily to 
fulfill posting requirements per the Brown Act) would be done. This would improve 
efficiency city-wide, in the creation of the agenda packet and reduce printing costs.  The 
costs identified above depend upon multiple factors including potential cost allocation 
throughout the City to the vendors the City would utilize, which could include the expanded 
use of the City’s current vendor, Granicus. As such, this request requires additional 
discussions throughout departments, especially the City’s Information Technology (IT) 
Department who would be responsible for the software’s implementation and maintenance.  
 

3. Citywide Electronic Records System: $21,455 to $200,000 one-time; at least $4,450 
recurring  
With emerging technology the types of records a City has are no longer just paper, and the 
management of electronic records has become increasingly important and time consuming.  

 
Having a citywide system will allow for staff to find the records they need immediately 
without having to wait; allow for the public to have access to certain records; increase the 
ability to retain records in the event of an emergency; decrease the amount of response 
time to Public Records Requests; and reduce staff time in the management of records, 
allowing for increased focus on other projects that benefit the community.  Since this 
system would be valuable for the entire City, processes are already in place to work toward 
implementing this type of system. 
 
As it stands, this process has been under discussion by the City’s Executive Team since 
August of 2012. The initial recommendation is to utilize monies ($54,000) that have been 
set-aside for this project to perform a citywide needs assessment that would more 
appropriately address the electronic records needs of all the City’s departments. As such, a 
core committee of citywide liaisons has already been assembled and asked to identify 
departmental needs in preparation for a citywide assessment.  The assessment would 
further identify the lead vendors who could holistically meet the City’s needs with this 
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comprehensive system.  It is important to note that preliminary discussions with the IT 
Department’s strategic planning vendor indicate the fiscal impact to be between $500,000 
to $1.2 million for a citywide system implementation which would include hardware, 
software, consultant services, training, workflow development, etc. Accordingly, the 
estimated cost range listed above may not be capturing the full costs of citywide 
implementation.   
  
Additionally, the City’s approach to this system could eliminate the need for the first request 
(digitizing records) as that function could be assumed into a future citywide electronic 
records system. As such, this process is already underway and staff recommends going 
forward with the needs assessment utilizing the already designated funds. Upon receipt of 
the data from the needs assessment, staff would return to Council as needed to request 
funds for the appropriate implementation and maintenance of a citywide electronic records 
system.   

 
4.   Campaign Disclosure Software: $10,000 recurring; no one-time cost 

Recently, legislation has passed allowing for the submittal of Fair Political Practices forms 
electronically.  Having this software could increase the accuracy of the documents 
submitted, as they have fail-safes that do not allow the submittal of incomplete information, 
and could save the filers time in having to submit amendments. Realistically, the number of 
individuals that are required to file such forms does not necessarily outweigh the costs 
associated with implementing this software at this time.  

 
5.   Public Records Tracking Software: $3,500 one-time; recurring costs are unknown 

The City of Burbank is responsible for a significant amount of Public Records Requests that 
are submitted on a daily basis either in person, via telephone, via email or through written 
request.  These requests range from simple (how do I get my marriage license) to the more 
extensive (I would like a listing of all deeds and easements within the City).  While all 
departments are responsible for responding to their requests, the City Clerk’s and the City 
Attorney’s Offices generally have the responsibility of ensuring that each request is 
answered within the legal time frame.  This software would allow for the tracking of these 
requests by all departments to ensure the needs of the public are being met.   
 
Another alternative would be to utilize more cost effective systems the City has in place like 
SharePoint. This system is currently utilized in various tracking and interdepartmental 
communication capacities throughout the City. For example, SharePoint is used by the 
City’s Community Assistance Coordinator to tracks citizen’s inquiries and requests; by 
Public Works to monitors building requests; and the City Attorney’s Office for case 
management tracking. Therefore, this item needs to be further discussed with other 
departments prior to the implementation of a new system.  

 
6.   Vote Remote System: $11,000 one-time; $1,300 recurring plus $.30 per signature; 

potential revenue offset $1,500 per rental  
This system could increase efficiency, reduce staff overtime in the verification of ballots, 
and allow for more timely results.  The complete cost is $22,000. If the City shared the cost 
with another purchaser it is $11,000 with the possibility of renting the machine out to other 
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cities (the City’s share of rental revenue could be $1,500).  If the City continues to rent the 
machine during elections, it would cost $4,300, plus $.30 per signature verified (this is per 
election, so it would be doubled for the City’s current primary and general election cycle). 

 
7.   Ballot Counter: $8,000 one-time; $3,050 recurring 

Currently, the City rents a ballot counter from its election vendor at a cost $3,500 per 
election ($7,000 for the primary and general election cycle).  The full cost of the machine is 
$16,000, but if the City found a partner and shared the cost it would be $8,000.  

 
The primary concern associated with both capital requests (numbers 6 and 7) would be the 
liability to the City regarding any equipment that the City rents to other agencies. Additional 
questions include the responsibility to maintain and support both machines (and those 
associated costs).  

 
8. Training & Travel Needs: $10,420 (combination of one-time and recurring costs; 

additional travel expenses are unknown)  
In alignment with the travel and training challenges felt by each department, the funding for 
the City Clerk’s training and travel needs does not fully fund the desired trainings for the 
department.  Specifically, the City Clerk eventually needs to obtain a certification for her 
position and the Deputy City Clerk and Records Manager need to maintain their 
certification requirements. The office currently has $2,355 for travel and $7,600 for training. 
Below is a list of some of the trainings that the Office would like to participate in on an 
annual basis. That said, in addition to adding this request to the unfunded citywide list, it is 
recommended that the Clerk’s Office return during a future budget process with a prioritized 
list of travel and training needs highlighting additional funding required to address the 
personnel’s professional requirements.    

Trainings: 

New Laws & Elections    $450/person 

Technical Training for Clerks    $1,500/session (3) 

IIMC Conference     $800/person 

ARMA (Records Management)  $900/person 

CCAC Conference    $375/person 

SCCCA Meetings    $40/meeting (6) 

League Conference    $100/person 
 
 
9. Return Postage: $10,500 recurring 

In FY 2012-13 the Council allocated $10,500 to pay for the return postage on ballots.  This 
was a one-time allocation.   If Council chooses to continue paying for return postage in 
future elections, funds would have to be allocated again. As such, in addition to adding this 
request to the unfunded needs list, staff recommends the City Clerk return to Council 
during a future budget process to request the appropriate funds.  
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FISCAL IMPACT: 
 
If Council were to approve all of the City Clerk’s requested items, there will be a fiscal impact 
to the City’s General Fund within an estimated range of $155,400 to $353,200 (not including 
the $500,000 to $1.2 million quote IT received from its strategic plan vendor for the citywide 
electronic records system process) in one-time costs and an estimated $50,800 in recurring 
costs to the City’s General Fund. There is also an opportunity for some nominal revenue 
associated with the capital requests. To reiterate, without additional research and analysis, the 
true impacts to the General Fund are unclear at this point so the amounts provided above are 
only an estimate.  
 

CONCLUSION: 

While all of the requested items would assist in the overall operations within the City Clerk’s 
Office, as well as potentially benefitting other departments, the requested items require 
additional research and citywide prioritization, discussion and collaboration to identify their true 
fiscal impact and need, especially within the context of the City’s overall budget and 
operations. Significant to operations, it is also important to note that the requests for new 
software will require support from the City’s IT department. As such, it’s crucial that further 
discussions take place to ensure new software is both successfully implemented and 
maintained in a manner that is mindful of the parameters of the IT department’s resources and 
capabilities.  

Therefore, staff recommends that all of the City Clerk’s requests be maintained on the list of 
citywide unfunded non-capital and capital needs (that currently totals over $200 million in high 
priority projects and an estimated $55 million in lower priority projects) with the understanding 
that after further research, collaboration and analysis, higher priority items will be presented for 
Council direction during a future budget process. 
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