Santa Clara City Code Sec. 904

Sec. 903 City clerk; powersand duties.
The City Clerk shall have the power and be required to:

(a) Attend all meetings of the City Council and be responsible for the recording and maintaining of a full
and true record of all the proceedings of the City Council in books that shall bear appropriate titles and be
devoted to such purposes;

(b) Maintain separate books, in which shall be recorded respectively all ordinances and resolutions, with
the certificate of the clerk annexed to each thereof stating the same to be the original or a correct copy, and as
to an ordinance requiring publication, stating that the same has been published or posted in accordance with
this Charter;

(c) Maintain separate books, in which arecord shall be made of all written contracts and official bonds;
(d) Keep all aforementioned books properly indexed and open to public inspection when not in actual use;
(e) Bethe custodian of the seal of the City;

(f) Administer oaths or affirmations, take affidavits and depositions pertaining to the affairs and business
of the City and certify copies of official records; and

(g) Have charge of al City elections.

The City Council may, in its discretion, appoint any other officer or employee of the City as City Clerk and
grant such person additional compensation for the performance of such duties.

Sec. 904 Director of Finance.

There shall be adepartment of finance; the head of which shall be the Director of Finance, who as determined
by the City Council, shall be, or be appointed by, the City Manager. The Director of Finance under the super-
vision of the City Manager shall have charge of the administration of the financial affairs of the City, includ-
ing the financial affairs of the City-owned public utilities, and he/she shall have power and be required to:

(@) Compile the budget expense and capital estimates for the City Manager;

(b) Supervise and be responsible for the disbursement of all monies and have control over al expenditures
which have been budgeted;

() Maintain a general accounting system for the City government and of its offices, departments and
agencies; keep books for, prescribe the financial forms to be used by and exercise financial budgetary control
over each office, department or agency;

(d) Submit to the City Council, through the City Manager, a monthly statement of al receipts and dis-
bursementsin sufficient detail to show the exact financial condition of the City;

(e) Prepare for the City Manager, as of the end of each fiscal year, a complete financial statement and
report;

(f) Collect al taxes, special assessments, utility charges, license fees and other revenues of the City for
whose collection the City is responsible except City taxes collected by the County and as provided in Section
1306, and receive al money receivable by the City from the State or Federal government, or from any court,
or from any office, department or agency of the City;

(g) Receive and have custody of all monies receivable by the City from any source;
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