
 

CITY CLERKS ASSOCIATION OF CALIFORNIA  
EXECUTIVE BOARD MEETING 

VIA 
TELECONFERENCE 

 

Conference Call Number (916) 658‐8286 
 

 

AGENDA 
Friday, January 23, 2009 

2:00 P.M. 
  

 
1. CALL TO ORDER 

2. ATTENDANCE/EXCUSED ABSENCES 

a. Approval of Absences 

3. INTRODUCTIONS/ANNOUNCEMENTS 

4. MINUTES 

a. Approval of December 5, 2008 Meeting Minutes (Williams) 

5. YEAR‐END TREASURER’S REPORT AND BUDGET  (Anderson) 

6. NEW BUSINESS/ACTION/DISCUSSION ITEMS  

a. IIMC Region IX Director Agreement Approval (Roberts) 

b. Southern Division Nuts & Bolts Workshop Update (Pope) 

c. Listserv Policy (Johl) 

d. Committee Interest Card (Van Wormer/Paige/Folcik) 



CCAC Executive Board Meeting Agenda              December 5, 2008 

11. UPCOMING BOARD MEETING DATES 

• March – teleconference (in lieu of April meeting at Annual Conference) 

• June – teleconference 

• September – at League of California Cities Conference 

12. ADJOURNMENT 



 

CITY CLERKS ASSOCIATION OF CALIFORNIA  
EXECUTIVE BOARD MEETING 

AT 
LEAGUE OF CALIFORNIA CITIES NEW LAW & ELECTION SEMINAR 

DISNEY’S GRAND CALIFORNIA HOTEL 
SEQUOIA BALLROOM F & G 

ANAHEIM, CA 
 

Conference Call Number (916) 658‐8286 
 

 

MINUTES 
Friday, December 5, 2008 

12:00 P.M. 
 

1. CALL TO ORDER 

President Roberts called the meeting to order at 12:12 p.m. 
 
 
2. ATTENDANCE / EXCUSED ABSENCES 

• Margaret Roberts, President 
• Lisa Pope, First Vice-President (teleconference) 
• Randi Johl, Second Vice-President 
• Lucinda Williams, Recording Secretary 
• Jamie Anderson, Treasurer 
• Rick Caldeira, Communications Director (teleconference) 
• Shalice Reynoso, Legislative Director 
• Dawn Abrahamson, Professional Development Director 
• Joann Tilton, Central Division Professional Development Representative 
• Evelyn Clark, Southern Division Professional Development Representative 
• Rod Diridon, Northern Division Chair 
• Nanci Lima, Central Division Chair 
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• Pat Hammers, Southern Division Chair 
• Cynthia Van Wormer, Northern Division Trustee 
• Julie Folcik, Southern Division Trustee 
• Pamela McCarthy, Immediate Past President 

 
a. Approval of Absences 

• Shirley Concolino, Northern Division Professional Development 
Representative 

• Bonnie Paige Central Division Trustee 
 

3. INTRODUCTIONS/ANNOUNCEMENTS 

• Lorraine Okabe, League of California Cities 
• Maureen Kane, TTC Executive Director 
• Roberta Gafford, Assistant City Clerk, Bakersfield 
• Colleen Nicol, Region IX Director (teleconference) 

 

4. MINUTES 

a. Approval of September 25, 2008 and October 25, 2008 Meeting Minutes 

M / S Abrahamson / Clark to approve the September 25, 2008 and October 25, 2008 
meeting minutes.  Motion unanimously passed. 

5. YEAR‐END TREASURER’S REPORT AND BUDGET 

  M / S Johl / Reynoso to accept the Year‐End Treasurer's Report and Budget as 
  presented.  Motion unanimously passed. 

6. NEW BUSINESS/ACTION/DISCUSSION ITEMS  

a. Professional Development Items (out of order)  

i. Mentor Training 

  Professional  Development  Director  Abrahamson  reported  that  CCAC  will  hold  a 
  Mentor Training in Northern California on Friday, January 9, 2009. 

ii. Revision to Scholarship Application / Policy 

    Discussed under Item 6.a.v. 

iii. Synopsis Reports for August CEPO and September TTC 

  President Roberts reported that she has received the August CEPO report.  She will 
  distribute  the  report  to  the  Board  after  reviewing  with  the  Professional 
  Development Committee. 
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  The Board reviewed the TTC report and asked TTC Executive Director Kane for  
  more detail of some of the expense categories. 

 

  (First Vice‐President Pope joined the meeting by teleconference at 12:35 p.m.) 

 

iv. Conference  Call  with  IIMC  Education  Department  Regarding 
Structure/Format of NLES & Annual Conference 

  Professional  Development  Director  Abrahamson  reported  that  a  group  of  Board 
  Members  are  working  with  IIMC  Director  of  Education  /  Research  Eftekhari 
  regarding  a  number  of  education  issues  including  the  limited  number  of  points 
  awarded for the 2008 New Law and Election Seminar and other CCAC programs.  

  (Region  IX  Director  Nicol  joined  via  teleconference  at  this  12:43  p.m.  and  left  at 
  12:58 p.m.) 

v. CCAC Scholarship Round I – 2009 

    The  Board  reviewed  Round  I  of  the  2009  CCAC  Scholarships.    The  Board 
  agreed  to  remove  “each  MMC  level”  from  the  scholarships  policy  and  a 
  declaration to the signature line attesting to the accuracy of the information 
  provided on the application. 

b. Approval of IIMC Region IX Director Agreement  

    M / S Reynoso / McCarthy to approve the IIMC Region IX Director Agreement and to 
  clarify the following items at the January 2009 Board Meeting: 

• Why  does  Region  IX  have  requirements  for  Directors  beyond  the  IIMC 
requirements? 

• Who  manages  the  $4  /  member  travel  funds  and  what  happens  with  the 
surplus or deficit of those funds. 

    Motion unanimously passed. 
 
    M / S Hammers / Reynoso to discuss funding to send the CCAC First Vice‐President 

  and President to the Annual IIMC Conference at the January 2009 meeting.  Motion 
  unanimously passed. 

 
c. Trustee Job Duties / CCAC Store and Silent Auction 

M / S Reynoso / Johl to remove the CCAC Store and Silent Auction duties from the 
Trustees’  job  description  and  make  responsibility  for  those  duties  separate 
committee assignments.  Motion unanimously passed. 
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7. 2008‐2009 CCAC GOALS & OBJECTIVES 

a. Review / Status Reports  

The  Board  reviewed  the  status  and  progress  of  the  2008‐2009  CCAC  Goals  & 
Objectives.   

M / S McCarthy / Hammers to have the Boundaries Research Committee discuss and 
compile a draft message to disseminate to the membership, forward the draft 
message to the Board for review and the Board will disseminate the message to the 
membership.  The Board agrees to have no formal discussion or active solicitation of 
this issue outside of a Board meeting at this time.  Motion passed with all present in 
favor of the motion except Northern Division Chair Diridon who opposed. 

8. DIRECTORS’ REPORTS 

a. First Vice President 

No report 

b. Second Vice President 

i. Report on Membership / Martin & Chapman 

Second  Vice‐President  Johl  reported  on  the  progress  of  streamlining  the 
membership process. 

c. Communications Director 

i. Records Retention Policy Committee Update 

Communications Director Calderia provided an update on the work of the 
Records Retention Policy Committee. 

d. Legislative Director 

Legislative  Director  Reynoso  provided  an  update  on  legislative  and  League  of 
California Cities activities. 

The  Board  had  no  issues  with  using  Legislative  Committee  funds  to  pay  for  the 
Legislative Director’s membership in CACEO. 

e. Professional Development Director 

Report given earlier in the meeting. 

f. Division Professional Development Reps 
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No report. 

g. Division Trustees  (Van Wormer/Paige/Folcik) 

  Division  Trustees  reported  that  they  are  working  on  the  Bylaws  review  with  First 
  Vice‐President Johl. 

h. Division Chairs 

Division Chairs reported on activities in their respective Divisions. 

i. Past President (McCarthy) 

i. Division Boundaries 

    Discussed earlier in the meeting.  

9. REGION IX DIRECTOR’S REPORT (Nicol) 

a. IIMC and campaign update. 

None. 

10. PRESIDENT’S REPORT 

First Vice‐President Johl will bring language for a Listserv policy to a future Board meeting. 

President  Roberts  proposed  placing  a  measure  on  the  next  CCAC  ballot  to  allow  voting 
rights for Deputy and District Clerks. 

President  Roberts  asked  for  information  on  bar  code  scanner  systems  for  the  April 
conference. 

11. ADJOURNMENT 

President  Roberts  adjourned  the  meeting  at  2:51  p.m.    Next  meeting  is  January  23, 
2009, 2:00 p.m. – 4:00 p.m. via teleconference. 



 
 
 

TO:  Executive Board 
 
FROM: Lorraine Okabe, League Representative 

Randi Johl, Second Vice-President 
 
DATE: January 14, 2009 
 
SUBJECT: LEAGUE LISTSERV POLICY 
 
 
At the last Board meeting, direction was given to Randi Johl and Lorraine 
Okabe to bring forth the listserv policy with certain draft language. Specifically 
the policy is to clearly convey that the listserv is to be used as a means to 
exchange pertinent information related to the profession, and it is not to be 
used as a “chatroom” and/or “blog” or related forum for personal opinion.  
 
The draft revised policy is attached for the Board’s consideration. If appropriate, 
it is requested that the Board approve the attached policy and give direction to 
disseminate the same as necessary (i.e., website, etc.)   
 
 
 
 



League of California Cities 
City Clerks’ Listserv Policy  

2009 
 
The purpose of the League of California Cities’ city clerks’ listserv is to provide a 
means for city clerks to communicate and share information.  It should not be the 
resource of first resort.  Please check appropriate sources (i.e., city clerks 
handbook, city attorney, etc.) before posting your query on the listserv. 
 

1. City clerks should avoid posting inquiries on the city clerks’ private listserv on behalf of other city 
officials and departments.  Here is the link to sign up for the “public” listservs: 
 
http://lists.cacities.org/mailman/listinfo/ - for PUBLIC listservs. 

 
2. Posting of job announcements are not allowed on the listserv.  However, if you advertise in 

Western City magazine or on the City Clerks Assn. Of California (CCAC) website, you may 
request a notice be placed on the listserv announcing the job posting. 

 
3. Posting of press inquiries on behalf of the media is not allowed. 

 
4. Non-city officials, other than consultants or vendors, who wish to communicate electronically with 

city clerks, may submit the message to Lorraine Okabe who moderates the listserv.  The listserv 
is not available to consultants or vendors.  However, the consultant or vendor may ask their 
member city client to post the message. 

 
5. The purpose of the listserv is to exchange pertinent information related to the profession. The 

purpose of the listserv is not to serve as a “chatroom” and/or “blog” for personal opinion and/or 
general commentary. Messages will be moderated and posted based on their direct informational 
relevance to the subject matter.  

 
6. Contact Lorraine Okabe (League staff) to see if the question has already been asked.  She might 

have summaries or other information she can share. 
 

7. The League does not sell or make available its lists of e-mail addresses. 
 

8. The League’s listservs are not to be used for commercial purposes. 
 

9. The League discourages the posting of council reorganization notices on the listserv. 
 

 
City Clerks Listserv tips 
 
Posting a message:  
 
Subscribers can post messages by emailing them to: city_clerks@lists.cacities.org.  Your message will be 
reviewed for consistency with the city clerks’ listserv policy and approved, or denied, by the listserv 
moderator.   
 
Subscribing/unsubscribing: 
 
http://lists.cacities.org/mailman/listinfo/city_clerks
 
Digest function: 
 
If you would like to receive only one email a day digesting the listserv inquiries for that day—go to: 

http://lists.cacities.org/mailman/listinfo/
mailto:city_clerks@lists.cacities.org
http://lists.cacities.org/mailman/listinfo/city_clerks


 
http://lists.cacities.org/mailman/options/city_clerks/  (ignore the “Error: no address given” at the top of the 
page) Type in your email address and password and login.   
 
On the next page you can change your subscription configuration.  Go to the “subscription options” and 
turn on the “Set Digest mode.”   Once this is enabled, you will be sent one email a day with all the 
inquiries/responses for that day.  This prevents being constantly bombarded by emails throughout the 
day. 
 
Sharing the information: 
 
Subscribers are responsible for providing a summary of the responses they received to their listserv 
question.  It is important for members to share information; this is the fundamental purpose of the listserv.  
When sending a summary, please identify the message as a “Summary” in the subject area.  Also include 
the date, the source and the name of the person who conducted the survey.  Please include the “original” 
question. 
 
Forgot your password? 
 
Go to the link above, type in your email address, scroll down and hit the password ‘reminder’ button and 
your password will be emailed to you. 
 
General information:  
 
http://lists.cacities.org/mailman/listinfo/city_clerks
 
Questions/comments? 
 
Contact Lorraine Okabe at mailto:okabel@cacities.org.
 

http://lists.cacities.org/mailman/options/city_clerks/
http://lists.cacities.org/mailman/listinfo/city_clerks
mailto:okabel@cacities.org.


 
 

INTEREST CARD 
 

The California City Clerk’s Association needs willing members to volunteer for various committee assignments 
throughout the year.  If you are interested in serving on a committee and would like to be contacted as 
opportunities arise, please fill out this interest card.  It is a great way to meet other Clerk’s and earn points 
towards MMC Certification.   
 
You do not need to be a voting member to serve on committees.  A great deal of committee assignments are 
handled via conference call.   
 
If you are interested in assisting the Association, please fill out the form and submit it via e-mail or regular mail to 
your respective Division Trustee listed below (i.e. Northern, Central or Southern Division Trustee).  Cards may be 
submitted at any time throughout the year.  The President of CCAC will communicate via e-mail when a new 
committee is formed or volunteers are needed. 
 
Additional information regarding positions on the state board can be found on the Association’s website at 
www.californiacityclerks.com  

 
Name:  ______________________________ Address: ______________________________________ 
 
Municipality: ________________________________________________________________________ 
 
E-mail:  ___________________________________________________________________________ 
 
Daytime Phone Number: _______________________  FAX __________________________________ 
 
I am a member of  _______ Northern Division _______ Central Division  ______ Southern Division 
 
I am a         ___ Voting Member          ___ Non Voting Member 
 
 

I am interested in:  (Check all that apply)

  Serving on a committee  I would like more information about serving on the 
State Board 

  I can assist during a conference  I would be interested on serving on a committee at 
the division level 

  I would like to serve on a committee that 
meets via conference call only 

 I would be interested in more information about 
serving on the Division Board 

 
Return completed interest cards to _________________________   
Southern Division Trustee Central Division Northern Division 
Julie Folcik, City Clerk Bonnie Paige, MMC, Assistant City Clerk Cindy VanWormer, CMC, City Clerk 
City of Costa Mesa City of Stockton City of Fort Bragg 
P O Box 1200 425 N. El Dorado St. 416 N. Franklin Street 
Costa Mesa, CA 92628-1200 Stockton, CA 95202-1997 Fort Bragg, CA  95437 
jfolcick@ci.costa-mesa.ca.us bonnie.page@ci.stockton.ca.us cvanwormer@fortbragg.com  

http://www.californiacityclerks.com/
mailto:jfolcick@ci.costa-mesa.ca.us
mailto:bonnie.page@ci.stockton.ca.us
mailto:cvanwormer@fortbragg.com


Standing Committee Descriptions 
 
Legislative Committee
 
It shall be the duty of the Legislative Committee to stimulate interest and activity in legislation 
affecting municipal government; to study proposed legislation and report thereon to members of this 
Association; to recommend legislation to be sponsored by the Association; and to report to the 
members concerning such Association sponsored legislation. The Legislative Committee shall be 
composed of the First Vice-President of each Division and those other members as appointed by the 
Legislative Director. Membership has traditionally included all appointees to the League of California 
Cities Administrative Services Policy Committee. 
 
Program Committees 
 
It shall be the duty of the Program Committees to develop and coordinate a program for the Annual 
Institute, for the League’s Annual Conference, for the New Law/Election Seminar, and Special 
Meetings in harmony with the objectives and related needs of the Association. 
 
Professional Development Committee 
 
It shall be the duty of the Professional Development Committee to keep the members informed and 
report on all matters pertaining to continuing educational and professional development programs 
sponsored by the Association; and to insure that such programs fulfill the professional objectives of 
City Clerk’s.  This committee shall investigate and report on course and seminars which may be of 
benefit to members in furthering their professional status.   
 
Audit Committee 
 
The President shall appoint three Voting Members to be the Audit Committee, and shall designate 
one of the three members to be the Chair.  The Treasurer and Deputy Treasurer, if any, shall be 
ineligible to serve on the Audit Committee.   
 
Nominating Committee 
 
The newly installed President shall appoint the Nominating Committee, to consist of at least six 
Voting Members, an equal number to be appointed from each Division, one of whom shall be 
designated by said President as the Chair.   
 
Special Committees 
 
The President may, without authorization of the Executive Board, and shall, upon direction of the 
Executive Board, appoint such other committees and task  
 



 
 
 

TO:  Executive Board 
 
FROM: Randi Johl, Second Vice-President 
 
DATE: January 14, 2009 
 
SUBJECT: MEMBERSHIP TIMELINES 
 
 
As the Board is aware, the fiscal cycle for CCAC runs from November 1st, 
through October 31st.  
 
Over the past few months, a few instances have come up where a member has 
joined CCAC within a few months of the current fiscal cycle, paying the full 
dues, and find that they must pay the dues again shortly thereafter for the next 
fiscal cycle. For example, a member joins in September 2008 and paid the full 
amount of $120. The member then received an invoice in December 2008 for 
$120 for the upcoming year. The member was frustrated that had they waited 
another two months, they would have only had to pay once.  
 
It appears that two possible solutions may be prorating and/or encouraging 
members to wait if their membership application is received after a particular 
month.  
 
The item is being brought up for general Board consideration and direction. 
 
 
 



 

 
 

City Of Fountain Valley 

City Clerk Memorandum   

 
 
 
 
 

 
TO:  Rick Calderia, CCAC Communications Director 
 
FROM: Robin Roberts, City Clerk (CCAC Records Retention Policy Committee) 

 
DATE:  January 16, 2009 
 
SUBJECT: Committee Recommendation for a Records Retention Policy for CCAC 
_____________________________________________________________________ 

 
 
In November 2008, the CCAC organized a Records Retention Policy Committee to 1) examine 
and identify all records of the CCAC, 2) determine retention guidelines for all CCAC records, 
and 3) prepare a draft Records Retention Policy for consideration at the CCAC Executive 
Board Meeting in April of 2009.  The committee is comprised of eight CCAC members as listed 
on the attached Records Retention Policy Committee 2008/2009 roster.  Conference call 
meetings were held November 6th, November 19th, December 10th of 2008, and today.  
Documents provided to the committee included the roster, CCAC Website Regulations, and the 
location of CCAC documents currently being digitized.   
 
Committee member Stephanie Chaney was able to host a location for the Committee to review 
the documents provided by CCAC through an FTP site at the City of West Sacramento 
(ftp://CCAC:CCAC!@www.cityofwestsacramento.org); said records currently remain at this 
site. The committee reviewed the documents provided, researched the current records 
retention schedules of the IIMC, NCCCA, and SCCCA, as well as our individual City records 
retention schedules and policies. This effort has culminated to the attached draft documents: 
 

 CCAC Records Management Policy 
 Records Retention Schedule 
 Request for Destruction of Records Form 

 
Committee recommendation is that the CCAC approve the attached Policy and implement this 
business process expediently. The Committee further recommends that a subsequent Records 
Retention Policy committee consider the following as goals and objectives: 
 

 Minimum Standards for Division Records Retention Policy  
 Electronic retention for permanent CCAC records 
 Centralized location or storage of permanent electronic records 

 
Thank you for this opportunity to serve the CCAC Board and Members in this capacity. 
 
 
C: Committee Members  

ftp://CCAC:CCAC!@www.cityofwestsacramento.org/


NUMBER 
XXX 
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         1       1 

 

D R A F T  
RECORDS MANAGEMENT 

POLICY 
REVISION 

X 
SUPERSEDES 
 

SUBJECT 
 
RECORDS RETENTION AND DESTRUCTION POLICY 

APPROVED BY 
 
____________________ 
RICK CALDERA 
Communications 
Director 

EFFECTIVE 
DATE 
_____________ 

 

I. PURPOSE 
 

The purpose to the Retention Policy is to set forth guidelines and procedures regarding maintenance, 
storage and disposition of CCAC electronic and paper records, in accordance with federal, state, and 
local laws and acceptable business practices. 

 
II. OBJECTIVE 
 

The primary objective is to identify records to be maintained by the organization;  identify the Office of 
Record for each record series; and establish the practice of storing, maintaining and disposing of 
CCAC records. 
 

III. GENERAL PROVISIONS 
 

1. The Records Retention Schedule is the guiding document for disposition of all Board records.  
2. The Board Secretary is the person responsible for managing the destruction of records.  
3. Each Board member is responsible for the maintenance of their records. When a Board member 

leaves office, it is his/her responsibility to transfer his/her records to the incoming Board member. 
4. The Board President and the Board Secretary have the authority to approve destruction of records and 

update the retention schedule as needed. The Board Secretary will provide copies of updated retention 
schedules to each Board member. 

5. Retention dates apply to all forms of records including paper, electronic, CD, tape, etc.  
6. Copies may be destroyed without obtaining approval as long as the location and disposition of the 

original has been confirmed.  
7. When the originals of a record are destroyed, all paper and electronic copies of that original record 

must also be destroyed. The retention of copies should not exceed the retention of the original.  
8. Records may be retained longer than the retention period for historical purposes. This is the exception, 

not the rule.  
9. Records may also be retained longer than the retention period for legal reasons. When legal action 

has been taken on the subject matter of the record, the retention period of that particular record(s) is 
suspended. The retention period resumes after settlement or completion of the legal matter. A legal 
action would include but is not limited to claims, litigation, investigations/audits, complaints, 
subpoenas, and public records requests.  

10. Annual purging of records is good practice and should be implemented by each member.  
11. A “Request for Destruction” authorization form must be completed and submitted to the Board 

Secretary for approval before any original record that requires approval can be destroyed. The 
authorization form is attached. Signed authorization forms will be kept on file by the Board Secretary.  

12. Records for destruction containing confidential information must be destroyed by method of shredding. 
All other records can be recycled.  
 

Attachment:  Destruction Authorization Form 
                      Records Retention Schedule  

WP  01-01   7/12/06 
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CCAC Records Retention Schedule 
 

January 13, 2008  Page 1 

 

Records Description Retention 

Accounting Documents (Bank Statements, 
Deposits,  Income and Expense) 7 Years 
Agenda 2 years 
Annual Reports Permanent 
Audit Reports Permanent 
Awards (Applications, Nominations 
Correspondence) 2 Years 
Awards (Roster or Recipients) Permanent 
Budget  Superseded + 2 Years 
Bylaws Permanent 
Committee/Division Member List Superseded + 2 Years 
Contracts & Agreements Completion + 4 Years 
Correspondence 2 Years 
Destruction of Records Request Permanent 
Elections (Nominations, Ballots) Date of Election + 6 Months 
Goals and Objectives Superseded + 2 Years 
Grants and Scholarships (Applications, 
Correspondence, Notifications) Successful Closed + 5 Years 
Grants and Scholarships (Applications, 
Correspondence, Notifications) Unsuccessful Closed + 2 Years 
Insurance  Permanent 
Minutes Permanent 
Official Word/Newsletter 2 Years or Permanent for 

Historical Value 
Policy and Procedures Superseded + 2 Years 
Public Records Request Completion + 2 Years 
Reference Material When no longer needed 
Special Projects Completion + 2 Years 
Surveys Superseded + 2 Years 
Treasurer Reports Permanent 

 

 



01/16/2009        

CCAC 
AUTHORIZATION FORM TO DESTROY RECORDS – D R A F T 

 
I request authorization to destroy the following records pursuant to the Board’s Records Retention Schedule adopted XXX: 
 

Record Description Record Year Retention 
Schedule 
Page # 

Paper/Electronic 
(Check one) 

Record(s) 
Scanned & QC’d  
 Yes           No 

       

       

       

       

       

       
 
REQUESTED BY: 
 
           
 Board Member Name                Print Name     Signature 
 
 
    I,      , Board 

Secretary, hereby certify that I have caused the 
records listed above to be destroyed. 

AUTHORIZED FOR DESTRUCTION:  
    
    
 BOARD SECRETARY D SATE IGNATURE 
 
   
 BOARD PRESIDENT DATE 

 



Updated on 1/16/2009 3:10 PM 

CITY CLERKS ASSOCIATION OF CALIFORNIA 
RECORDS RETENTION POLICY COMMITTEE 

2008/09 
PURPOSE: 
 

To establish a comprehensive Records Retention Policy for the records of the City Clerk’s Association 
of California’s (CCAC) including Bylaws, Agendas, Minutes, Policies, and the Official Word. 

 

2008/09 GOALS & OBJECTIVES: 
 

1. Examine and identify all records of the CCAC; 
2. Determine retention guidelines for all CCAC records; 
3. Prepare a draft Records Retention Policy for consideration of the CCAC Executive Board at the April 2009 

meeting. 
 
DEADLINES: 
November 30, 2008 Identify record and associated series for inclusion in the Records Retention Policy and file an update 

report to the CCAC Communications Director to present at the December Executive Board 
Meeting. 

 
January 31, 2009 Determine retention guidelines for all CCAC records and file an update report to the CCAC 

Communications Director to present at the February Executive Board Meeting. 
 
March 31, 2009 File the final report and attach draft Records Retention Policy with CCAC Communications Director  

for inclusion with the April 2009 Executive Board Packet for consideration by the Executive Board. 

Chair                        Appointment Date
 
Robin Roberts, CMC                   11/4/2008 
City Clerk 
City of Fountain Valley 
10200 Slater Ave. 
Fountain Valley, CA 92708 
 
Phone: (714) 593-4445 
Fax:  (714) 593-4551 
E-Mail: robin.roberts@fountainvalley.org

Member                                  Appointment Date
 
Stephanie Chaney, CMC                  11/4/2008 
Records Manager/Senior Deputy City Clerk 
City of West Sacramento 
1110 West Capitol Ave., Third Floor 
West Sacramento, CA 95691 
 
Phone: (916) 617-4500 
Fax:  (916) 372-8765 
E-Mail: stephaniec@cityofwestsacramento.org

Member                                     Appointment Date
 
Denise Basham, CMC                  11/4/2008 
City Clerk 
City of Cypress 
5275 Orange Ave. 
Cypress, CA  90630 
 
Phone: (714) 229-6683 
Fax:  (714) 229-6682 
E-Mail: dbasham@ci.cypress.ca.us

Member                                  Appointment Date
 
Dale Jones                    11/4/2008 
City Clerk 
City of Needles 
817 3rd St. 
Needles, CA 92363 
 
Phone: (760) 326-2113 
Fax:  (760) 326-6765 
E-Mail: ndlsclerk@citilink.net

mailto:robin.roberts@fountainvalley.org
mailto:stephaniec@cityofwestsacramento.org
mailto:dbasham@ci.cypress.ca.us
mailto:ndlsclerk@citilink.net


CITY CLERKS ASSOCIATION OF CALIFORNIA 
RECORDS RETENTION POLICY COMMITTEE 
2008/09 Roster 
 

Updated on 1/16/2009 3:10 PM 

Member                                     Appointment Date
 
Mitzi Ortiz, CMC                   11/4/2008 
Assistant City Clerk 
City of Murrieta 
24601 Jefferson Ave. 
Murrieta, CA 92562 
 
Phone: (951) 461-6035 
Fax:  (951) 698-9885 
E-Mail: mortiz@murrieta.org

Member                                  Appointment Date
 
Judy Price, CMC                   11/4/2008 
Town Clerk 
Town of Truckee 
10183 Truckee Airport Rd. 
Truckee, CA 96161 
 
Phone: (530) 582-7700 
Fax:  (530) 582-7710 
E-Mail: jprice@townoftruckee.com

Member                                     Appointment Date
 
Susan Ramos, CMC                   11/4/2008 
City Clerk 
City of Aliso Viejo 
12 Journey, Suite 100 
Aliso Viejo, CA 92656 
 
Phone: (949) 425-2505 
Fax:  (949) 425-3899 
E-Mail: sramos@cityofalisoviejo.com

Member                                  Appointment Date
 
Kelly Fick                    11/4/2008 
Deputy City Clerk 
City of Bakersfield 
1501 Truxtun Ave. 
Bakersfield, CA  93301 
 
Phone: (661)326-3074 
Fax:  (661) 323-3780 
E-Mail: kfick@bersfieldcity.us

  

 

Board Liaison
 
Rick Caldeira, CMC 
City Clerk & CCAC Communications Director 
City of Lathrop 
390 Towne Centre Dr. 
Lathrop, CA 95330 
 
Phone: (209) 941-7228 
Fax:  (209) 941-7229 
E-Mail: rcaldeira@ci.lathrop.ca.us
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From: Rick Caldeira [rcaldera@ci.lathrop.ca.us] 
Sent: Thursday, January 15, 2009 2:12 PM 
To: 'Roberts, Margaret S'; Williams, Lucinda 
Subject: CCAC Board Meeting Information 
Please include this e-mail under my reports titled “Website Policy Committee Update”
 
Thanks, Rick.
 

From: Susan Ramos [mailto:sramos@cityofalisoviejo.com]  
Sent: Wednesday, January 14, 2009 10:39 AM 
To: Rick Caldeira 
Subject: website policy committee
 
Hi Rick,
 
Here’s my update to date:
 

1)     The Committee was appointed on November 18.
2)     The committee has met two times---November 24 and January 14. The December 11 meeting 
was canceled due to holidays and work schedules.
3)     Reviewed and discussed several sample website policies and CCAC’s current policy. Also have 
discussed in depth advertisers/commercial links and disclaimers.
4)     Committee working on drafting a revised policy to include commercial links for advertisers---
placements and rates, and disclaimers/terms of use.
5)     Next conference call: January 28  to review and finalize a draft policy for recommendation to 
CCAC 

 
For now, I hope this is helpful. If you have any questions, let me know.
 
Thanks for the opportunity to serve!
Susan
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