
Finance and Administration Committee

City of Fort Bragg

Meeting Agenda

416 N Franklin Street

Fort Bragg, CA  95437

Phone: (707) 961-2823   

Fax: (707) 961-2802

City Hall Conference Room, 416 N. Franklin 

Street

3:00 PMWednesday, June 1, 2016

MEETING CALLED TO ORDER

ROLL CALL

1.  APPROVAL OF MINUTES

Approve Minutes of Special Meeting of May 3, 201616-2171A.

2.  PUBLIC COMMENTS ON NON-AGENDA ITEMS

3.  CONDUCT OF BUSINESS

Receive Report Regarding Modifications to City Council, Council 

Committee, and Planning Commission Meeting Minutes Format and 

Provide Recommendation to the City Council

16-2143A.

06012016 Brief Summary Minutes Staff Report

Attachment 1 - Features & Benefits of Brief Minutes

Attachment 2 - CCAC Guidelines for Preparing Minutes

Attachments:

Receive Oral Update from Staff on Departmental Activities16-2163B.

MATTERS FROM COMMITTEE / STAFF

ADJOURNMENT

STATE OF CALIFORNIA          )

                                                  )ss.

COUNTY OF MENDOCINO     )

I declare, under penalty of perjury, that I am employed by the City of Fort Bragg and that I 

caused this agenda to be posted in the City Hall notice case on May 27, 2016.

_______________________________________________

Brenda Jourdain, Administrative Assistant

NOTICE TO THE PUBLIC
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June 1, 2016Finance and Administration 

Committee

Meeting Agenda

DISTRIBUTION OF ADDITIONAL INFORMATION FOLLOWING AGENDA PACKET 

DISTRIBUTION:

• Materials related to an item on this Agenda submitted to the Council/District/Agency after distribution of 

the agenda packet are available for public inspection in the lobby of City Hall at 416 N. Franklin Street during 

normal business hours.

• Such documents are also available on the City of Fort Bragg’s website at http://city.fortbragg.com subject 

to staff’s ability to post the documents before the meeting

ADA NOTICE AND HEARING IMPAIRED PROVISIONS:

It is the policy of the City of Fort Bragg to offer its public programs, services and meetings in a manner that is 

readily accessible to everyone, including those with disabilities.  Upon request, this agenda will be made 

available in appropriate alternative formats to persons with disabilities.

If you need assistance to ensure your full participation, please contact the City Clerk at (707) 961-2823.  

Notification 48 hours in advance of any need for assistance will enable the City to make reasonable 

arrangements to ensure accessibility.

This notice is in compliance with the Americans with Disabilities Act (28 CFR, 35.102-35.104 ADA Title II).
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Text File

City of Fort Bragg 416 N Franklin Street

Fort Bragg, CA  95437

Phone: (707) 961-2823   

Fax: (707) 961-2802

File Number: 16-217

Agenda Date: 6/1/2016  Status: Minutes to be ApprovedVersion: 1

File Type: Committee MinutesIn Control: Finance and Administration Committee

Agenda Number: 1A.

Approve Minutes of Special Meeting of May 3, 2016
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Text File

City of Fort Bragg 416 N Franklin Street

Fort Bragg, CA  95437

Phone: (707) 961-2823   

Fax: (707) 961-2802

File Number: 16-214

Agenda Date: 6/1/2016  Status: BusinessVersion: 1

File Type: Staff ReportIn Control: Finance and Administration Committee

Agenda Number: 3A.

Receive Report Regarding Modifications to City Council, Council Committee, and Planning 

Commission Meeting Minutes Format and Provide Recommendation to the City Council
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CITY OF FORT BRAGG
416 N. FRANKLIN,  FORT BRAGG, CA 95437
PHONE 707/961-2823   FAX 707/961-2802

COUNCIL COMMITTEE ITEM SUMMARY REPORT

MEETING DATE: June 1, 2016

TO: Finance & Administration Committee

FROM: June Lemos, City Clerk

AGENDA ITEM TITLE: RECEIVE REPORT REGARDING MODIFICATIONS TO CITY 
COUNCIL, COUNCIL COMMITTEE, AND PLANNING 
COMMISSION MEETING MINUTES FORMAT AND PROVIDE 
RECOMMENDATION TO THE CITY COUNCIL

ISSUE:

The long-form style of minutes currently used by the City of Fort Bragg takes a significant 
amount of staff time to prepare, is unnecessary in light of audio/video recordings of meetings 
readily available to the public, and is not required by the California Government Code regarding 
the accurate recording of proceedings of a legislative body. Brief summary minutes are the 
preferred method of minute taking.

DISCUSSION:

The City Clerks Association of California (CCAC) has published its Guidelines for Preparing 
Minutes and recommends municipalities consider adopting these guidelines that call for either 
brief summary or action style minutes. Attachment 1 is a chart describing the features and 
benefits of both brief summary and action style minutes.

Presently, the City uses long-form style minutes, as opposed to brief summary or action 
minutes. Long-form (also called “verbatim style”) minutes provide a very detailed account of the 
meeting, covering major points, speaker comments (both legislative body and public), and the 
flow of the discussion. In past years, this type of minutes served a necessary purpose, since the 
public had limited access to live streaming, audio/video recordings, and electronic copies of 
agenda reports and supporting materials. Today, the majority of the City’s public records 
requests related to legislative body meetings are for recordings, electronic copies of supporting 
documents, and occasionally minute excerpts. Few requests are received for the official 
minutes.

Most California cities have transitioned from long-form minutes to brief summary or action 
minutes, as these provide a more efficient, succinct, and cost-effective manner of preparing a 
record of City Council, Council committee, and Planning Commission actions. Auditors, judicial 
officers, the public, and other stakeholders rely on minutes to accurately reflect the final 
decisions of the body. Transitioning to brief summary or action style minutes removes the 



ambiguity and misdirection that is unintentionally created by long-form minutes when the flow of 
the conversation is included in the written record. Additionally, streamlining to brief summary or 
action minutes reduces the amount of staff time spent in minute preparation. Other cities that 
have made the transition are spending 50 to 75 percent less time transcribing and preparing 
minutes. Another cost savings is a reduction in materials (pages, books) used for preserving 
archival minutes.

In case someone wishes to review the discussion leading up to the Council’s final decision, 
audio/video recordings of the Council’s proceedings, as well as agenda packets are maintained 
pursuant to the City’s records retention policy.

It is recommended that the City Council direct the City Clerk to transition from long-form style 
minutes to brief summary minutes following the CCAC guidelines (Attachment 2). A similar 
transition is requested for the minutes of all Council Committee and Planning Commission 
meetings. Staff can provide a status report to the City Council in six months on the amount of 
staff time saved, the affiliated public records requests, and feedback, if any, received from 
stakeholders.

Long-form minutes should continue to be prepared for quasi-judicial Public Hearings and 
Administrative Hearings which involve the taking of evidence and result in the rendering of a 
written decision and adoption of findings. 

RECOMMENDATION:

With the exception of Public Hearings, the City Clerk recommends transitioning to “brief 
summary style” for the official minutes of the City Council, Council Committees, and Planning 
Commission as outlined in the City Clerks Association of California Guidelines for Preparing 
Minutes.

The Finance & Administration Committee is asked to make a recommendation regarding this 
matter prior to it being brought forward to the City Council for direction.

ATTACHMENTS:

1. Features and Benefits of Action and Brief Summary Style Minutes
2. CCAC Guidelines for Preparing Minutes
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FEATURES AND BENEFITS OF 
ACTION AND BRIEF SUMMARY STYLE MINUTES 

 
 

Features of Action Style Minutes 
 
 Records Final Decisions Made 

 For Public Hearings – Lists Speaker’s Name and Position on Each Issue Raised (i.e. Supported 
or Opposed) 

 
Features of Brief Summary Style Minutes 

 
 Records Final Decisions Made  

 For Public Hearings – Lists Speaker’s Name and Position on Each Issue Raised (i.e. Supported 
or Opposed) 

 Summarizes Only Main Points that Lead to a Final Decision 

 Records Only Fully Developed Points in Final Form  

 Consolidates Points Made by Several Speakers Into One Sentence or Short Paragraph 

 Attributes Views and Points to the Collective City Council, Not Individual Persons 

 Records the Thought Process of the Entire City Council as a Body, Not Individuals’ Thoughts 

 May Record Key Advice Given to the Council in Making the Final Decision 

 May Note Brief Reason for Dissention of One or More Members 

 For Oral Communications/Public Comments – Lists Speaker’s Name, Overall Topic, 
Stance/Position 

 For Ceremonial Presentations, Announcements, Non-Business Items – Lists Subject Matter 

 
Benefits of Both Action and Brief Summary Style Minutes 

 
 Provides Brevity and Clarity for Audits & Judicial Review 

 Reduces Staff Time 

 Removes Staff Interpretation of Statements and Determination of What Comments Should Be 
Included 

 Eliminates Ambiguity by Omitting Discussion Not Relevant to Final Decision 

 Eliminates Single-Member Opinions 

 Places Emphasis on a Collective City Council, Not Individual Persons 
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CITY CLERKS ASSOCIATION OF CALIFORNIA 
GUIDELINES FOR 

PREPARING MINUTES FOR GOVERNMENTAL AGENCIES 
 
 
PURPOSE 
 
The City Clerks Association of California issues these guidelines as a tool for government agencies 
to transition to minutes styles that are efficient, succinct, cost-effective for staff to prepare, and 
more appropriately aligned with the intent of the Government Code.  
 
FINDINGS 
 

 Legislative bodies must act, and must be seen to act, within the laws of the State of California and 
local charters, if applicable.  Being seen to act within the law is important, because the legislative 
body’s decisions may be subject to external scrutiny by the public, auditors, or judicial inquiry.  
Minutes testify that the correct procedures for decision-making were followed.  

 Legislative body minutes shall be prepared in a manner consistent with the intent of the 
Government Code.  Relevant Government Codes are as follows: 
 

 Government Code 40801.  The city clerk shall keep an accurate record of the proceeding of the 
legislative body and the board of equalization in books bearing appropriate titles and devoted 
exclusively to such purposes, respectively. The books shall have a comprehensive general index. 
 

 Government Code 36814.  The council shall cause the clerk to keep a correct record of its 
proceedings. At the request of a member, the city clerk shall enter the ayes and noes in the journal. 
 

 Government Code 54953(c)(2). The legislative body of a local agency shall publicly report any 
action taken and the vote or abstention on that action of each member present for the action. 
 

 Government Code 53232.3(d). Members of a legislative body shall provide brief reports on 
meetings attended at the expense of the local agency at the next regular meeting of the legislative 
body. 
 

 All components of minutes shall be for the primary purpose of memorializing decisions made by 
the legislative body.  Any minute component that does not serve this primary purpose should be 
minimized or eliminated; this includes comments made by individual body members and members 
of the public. 

 

GUIDELINES 

 Minutes should provide a record of a) when and where a meeting took place, and who was present 
(including member absences, late arrivals, departures, adjournment time); b) type of meeting 
(Regular/Special/Adjourned Regular); c) what was considered; d) what was decided; and e) agreed 
upon follow-up action.  Pursuant to Government Code 54953(c)(2), minutes shall report any action 
taken and the vote or abstention on that action of each member present for the action. 
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 Appropriate styles are action minutes or brief summary minutes.  Verbatim style minutes should not 
be used, because verbatim or lengthy summary minutes do not serve the intent of the Government 
Code, which is to record the proceedings of the legislative body.   

 Action minutes merely record final decisions made. 

 Brief summary minutes, at a minimum, record the final decisions made; and, at a maximum, may 
record what advice the body was given to enable it to make its decisions, the body’s thought 
process in making the decision, and the final decisions made.  Emphasis is given on the body’s 
thought process, not individual members’ thought processes.  The minutes should summarize only 
the main points which arose in discussion if and only if they are relevant to the decision. 

 Comments made by members such as “for the record” or “for the minutes” have no bearing on the 
content of minutes and are given no greater and no lesser consideration than other comments made 
at the public meeting.  Members seeking to memorialize comments should incorporate such 
verbiage into the language of the motion.  As an alternative, members may submit written 
statements to be retained with the agenda item. 

 Since the main purpose of minutes is to record the legislative body’s decision, summary minutes 
should be brief.  By concentrating on the legislative body’s decision, brief summary minutes will 
provide only a select recording of what was discussed at the meeting.  Brief summary minutes 
should not attempt to reproduce, however summarily, what every speaker said.  It should only 
record the essence of the discussion and include the main threads that lead to the body’s conclusion. 

 To the fullest extent possible, brief summary minutes should be impersonal and should not attribute 
views to individual persons.  Only the positions and decisions taken by the whole legislative body 
are relevant, not those of individual members.  The passive voice is favored i.e. “It was suggested 
that…,” “It was generally felt that...,” “It was questioned whether…,” “During discussion, it was 
clarified…” 

 There are reasons for not attributing comments to specific speakers.  First, it makes for brevity--a 
point can be recorded more concisely in impersonal form.  Second, a point raised by one speaker 
will often be further developed by others—in impersonal brief summary minutes, only the fully-
developed point is recorded in its final form.  Third, points by several speakers can be consolidated 
into a single paragraph.  Fourth, the impersonal style averts future corrections to minutes. 

 While the primary purpose of minutes is to memorialize decisions made by the legislative body as a 
whole, under limited circumstances it is necessary and/or appropriate to attribute comments to 
individual members including: 

 Individual member’s reports pursuant to Government Code 53232.3(d) (enacted by AB 1234, 
2005).  The minute record shall include the type of meeting attended at the expense of the local 
agency and the subject matter.   

 Individual member’s reports on intergovernmental agencies.  Brief summary minutes should 
include the type of meeting at a minimum, and, at the maximum, include the subject matter. 

 Individuals speaking under public comment.  Brief summary minutes shall, at a minimum, list the 
public member’s name (if provided); and, at a maximum, include the overall topic and 
stance/position.  Such as Mr. Jones spoke in opposition to the Project X.  Being mindful that the 
minutes are recordings of the legislative body’s proceedings, it is not appropriate to include detail 
of individual comments.  There is an exception for public testimony provided during public 
hearings, for which the minutes shall include the speaker’s name (if provided) and a summary 
position of the speaker (i.e., supported or opposed). 
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 For purposes of meeting Government Code 36814 and/or 54953(c)(2), the city clerk should enter 
the ayes and noes in the minutes.  For informal consensus (i.e. providing staff direction), it is 
appropriate to note the dissention of one or more members by, at a minimum, stating the dissenting 
member’s name and dissention, such as “Mr. Jones dissented,” and at a maximum to also include a 
brief reason, such as “Mr. Jones dissented citing budget concerns.”  

 While the primary purpose of legislative body meetings is for the legislative body to take legislative 
action and make decisions to advance agency business, it is acknowledged that agency meetings 
also serve as platforms for ceremonial presentations and reports on social and community events.  
At a minimum, brief summary minutes should identify that presentations were made and event 
reports were given; and, at a maximum, report only the subject matter of the presentation or event.   

 For community workshops and town hall meetings subject to the Brown Act, brief summary 
minutes, at a maximum, record the overall topic, provided that no legislative actions were taken.  It 
is advisable to note in the minutes that no legislative action was taken.    

 The guidelines contained herein are applicable to committees and commissions subject to the 
Brown Act.  It is acknowledged that many boards and commissions take few legislative actions, and 
the tendency is to include more detail in the minutes on event reports and planning.  At a maximum, 
brief summary minutes may include key points of the final reports or determinations, and all 
comments shall be attributable to the entire body and not attributable to individual members.   

 Brief summary minutes shall serve to clarify decisions taken and who is expected to execute the 
decisions.  It is not necessary to write down all action points or all tasks identified.  Minutes shall 
not serve as a substitute for task lists, and the focus shall remain on the final decisions made by the 
legislative body. 

 The language of brief summary minutes should be relatively restrained and neutral, however 
impassioned the discussion.  Brief summary minutes will record the substance of the point in an 
intemperate way. 

 To the fullest extent possible, minutes should be self-contained to be intelligible without reference 
to other documents.   

 As a general rule, individual member comments are not identified in the brief summary minutes of 
discussions, and minutes should concentrate on the collective body’s thought process and the 
collective decisions made by the majority, not individuals.   

 Brief summary minutes should concentrate on central issues germane to the final decision.  The 
record of the discussion should be presented in a logical sequence, rather than reproduced in the 
actual order they were made in discussion. 
 

 The legislative body may wish to choose more substantive (summary) minutes if there’s no archival 
audio/video backup recording available of its proceedings.  If audio/video recording is available for 
future reference, minute notations can be more limited (action). 
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