
DEPARTMENT OVERVIEW 



CITY COUNCIL DEPARTMENT 

DEPARTMENT PURPOSE 
The City Council is composed of four Council Members and the Mayor, all of who are directly 
elected by the people. The Council elects the Mayor and Vice-Mayor annually and the Council 
Members serve four-year staggered terms. Although not granted special decision-making powers, the 
Mayor does represent the City in all ceremonial and official affairs. In 2002, the voters approved a 2 
consecutive terms limit for council members. The City's Municipal elections are held the first 
Tuesday of November in each even-numbered year. 

The Council meets regularly twice monthly on the second and fourth Thursdays. The purpose of the 
City Council is to establish local laws, to set policy, to reject or to approve programs, to allocate 
funds and provide direction, through the City Manager, to City staff to implement its policy. The 
Council can also appoint members to various local and regional committees, commissions and other 
boards. 

As Capitola is a General Law City, its Council must act within the framework of limitations and 
procedures established by State Law. Local laws are established by ordinance and are compiled in a 
book called the Municipal Code. These laws are enforceable by the City, and violations thereof 
constitute an infraction. Other directives and policies of the City Council are recorded in Council 
resolutions and Council minutes. 

Revenues: 
This program is funded entirely by General Fund revenues. 

Expenditures: 
Salary & BeneJits: Council Members receive compensation of $500/month for serving on the City 
Council as approved on March 23, 2006, Ordinance No. 716 which added Section 2.04.290 to the 
Municipal Code adjusting the salary to $500/month effective Dec. 2006. h addition the Council 
members receive $30 per meeting attended when acting as a Director of the City of Capitola 
Redevelopment Agency with a cap of $120/month. 

Contract Services: Funding includes the Chamber of Commerce, the Santa Cruz Conference & 
Visitors Council, Begonia Festival, Winter Shelter Program and Bike to Work. New this year, $2,000 
has been appropriated for the United Way 2 11 Health and Human Services Call Center. 

Materials & Supplies: Expenses related to dues, memberships, subscriptions, supplies, training, and 
travel. A stipend of $200 per month for additional supplies and travel expenses was eliminated Jan. 1, 
2006 due to AB11. Nominal funding remains but Council Members must submit reimbursement 
statements for expenditures. Council contributions to AMBAG (Association of Monterey Bay Area 
Governments), United Way Community Assessment Program, Monterey Bay Sanctuary and LAFCO 
(Local Agency Formation Commission) are also in this categ0r.y. Council contribution of $1,000 to 
the Monterey Bay Sanctuary Task Force. 



CITY COUNCIL DEPARTMENT BUDGET SUMMARY 

SOURCE OF FUNDS Actual Actual Adopted Mid-Yr Est Adopted 
General Fund $1 18,967 $72,446 $70,700 $89,900 $87,100 

TOTAL $ 118,967 $ 72,446 $ 70,700 $ 89,900 $ 87,100 

EXPENDITURES Actual Actual Adopted Mid-Yr Est Adopted 

Personnel 
Contract services 
Supplies 
Internal service fund charges $3,400 $3,000 $2,100 $2,100 $2,200 
Expenditure Totals: $1 18,967 $72,446 $70,700 $89,900 $87,100 

2007-2008 2008-2009 2009-201 0 2009-201 0 201 0-201 1 
AUTHORIZED POSITIONS: Actual Actual Adopted Mid-Yr Est Adopted 

Mayor - Appointed 1 1 1 1 1 
Vice Mayor - Appointed I 1 1 1 1 
Council Member - Elected 3 3 3 3 3 
TOTAL FTE'S 5 5 5 5 5 



CITY MANAGER DEPARTMENTS - OVERVIEW 

MISSION STATEMENT 

The City Manager's Department is responsible for the overall administration of the City. Working 
closely with the City Council this department's priority is to assist them with policy legislation and 
direct policy implementation. In pursuing these endeavors emphasis is placed on excellence in 
customer services, thorough community out reach, recruiting and retaining skilled and knowledgeable 
employees, creating and maintaining a working environment that fosters creativity and innovation, 
and prioritizing scarce resources. 

DEPARTMENT PURPOSE 
Under the Council-Manager form of government used by Capitola, the City Council appoints a City 
Manager to serve as the City's chief administrative officer and be responsible for ensuring the policies 
of the City Council are implemented. The City Manager provides administrative direction and 
leadership to all City departments. The City Manager's Office is responsible for a wide variety of 
activities including general administration, personnel and labor relations and the Redevelopment 
program. 

The City Clerk, under the administrative direction of the City Manager, is custodian of the City's 
records and City Seal. The City Clerk serves as the city's Elections Official. The City Clerk acts as 
general secretary to the City Council, t h n g  minutes, publishmg agendas, certifying records and 
administers oaths. 

Revenues: 
This program is funded entirely by General Fund revenues. 

Expenditures: 
Salary & Benejts: There are 6 % FTE's. A temporary Administrative Assistant position is funded for 
172 hours to assist in agenda packet preparation and back-fill for the Receptionist. In FY09-10, 
salaries were reduced by 4.6%, those have been restored in FY 10-1 1. 

Contract Services: The following are the largest contracts: Household Hazardous Waste Contract 
with the County of Santa Cruz, the Recycling Programs, and healthlretirement benefit management. 
The Unanticipated Events budget remains at $20,000. 

Materials & Supplies: This budget is composed of memberships, subscriptions, travel, training, 
advertising and recycling supplies. Also, part of this category is Education Reimbursement. 



CITY MANAGER DEPARTMENT BUDGET SUMMARY 

SOURCE OF FUNDS 
2007-2008 2008-2009 2009-201 0 2009-201 0 2010-201 1 

Actual Actual Adooted Mid-Yr Est Adooted 
General Fund $ 934,911 $ 919,282 $ 961,000 $ 940,700 $ 963,800 

TOTAL $ 934,91 1 $ 919,282 $ 961,000 $ 940,700 $ 963,800 

2007-2008 2008-2009 2009-201 0 2009-2010 2010-201 1 
EXPENDITURES Actual Actual Adopted Mid-Yr Est Adopted 
Personnel $71 1,653 $736,570 $762,600 $740,300 $734,300 
Contract services $130,795 $1 11,435 $117,100 $122,100 $148,700 
S u ~ ~ l i e s  $42,364 $24,177 $35,300 $32,300 $32,300 
internal service fund charges $50,100 $47,100 $46,000 $46,000 $48,500 
Expenditure Totals: $934,911 $91 9,282 $961,000 $940,700 $963,800 

2007-2008 2008-2009 2009-201 0 2009-201 0 2010-201 1 
AUTHORIZED POSITIONS: Actual Actual Adopted Mid-Yr Est Adopted 

CLASSIFICATION 
City Manager 
City Clerk 
Assistant to City Manager 
Executive Assistant 
Information System Specialist 
Records Coordinator 
Receptionist 
TOTAL FTE'S 

Hourly employee allocation - annual hours 
CLASSIFICATION 
Temp. Administrative Assistant 



CITY MANAGER DEPT: ADMINISTRATION 

MISSION STATEMENT 
The City Manager's Department is responsible for the overall administration of the City. Working 
closely with the City Council this department's priority is to assist them with policy legislation and 
direct policy implementation. In pursuing these endeavors emphasis is placed on excellence in 
customer services, thorough community out reach, recruiting and retaining skilled and knowledgeable 
employees, creating and maintaining a working environment that fosters creativity and innovation, 
and prioritizing scarce resources. 

DEPARTMENT PURPOSE 
The purpose of this division is to implement the policies of the City Council and provide leadership 
and direction to the city departments. 

0 

Revenues: 
This program is funded entirely by General Fund revenues. 

Expenditures: 
Salary and Benefits: There are 5.8 FTE's. A temporary Administrative Assistant position is funded 
for 172 hours. All city employees agreed to a temporary, 4.6% salary reduction effective January 1, 
2009 due to the economic crisis facing the city, with a termination date of June 30,201 0. This budget 
reflects the elimination of the salary reduction program. 

Contract Services: The largest expenditure is for the Household Hazardous Waste Contract with the 
County. Other contract services include Recycling Programs, the City newsletter and the web site. 

Unanticipated Events: Funding remains at $20,000. 

Materials & Supplies: Funding includes memberships, subscriptions, travel to conferences, training, 
and recycling supplies. 



CITY MARTAGER DEPARTMENT: ADMINISTRATION 
BUDGET SUMMARY 

2007-2008 2008-2009 2009-201 0 2009-201 0 201 0-201 1 
SOURCE OF FUNDS Actual Actual Adopted Mid-Yr Est Adopted 
General Fund $760,914 $753,972 $764,200 $780,700 $766,200 

TOTAL $ 760,914 $ 753,972 $ 764,200 $ 780,700 $ 766,200 

2007-2008 2008-2009 2009-201 0 2009-201 0 201 0-201 1 
EXPENDITURES Actual Actual Adopted Mid-Yr Est Adopted 
Personnel $593,621 $609,582 $608,800 $628,400 $591,300 
Contract services $99,341 $88,567 $95,900 $95,800 $1 16,400 
Supplies $23,1 52 $1 3,822 $1 8,200 $1 5,200 $1 5,200 
Internal service fund charges $50,100 $42,000 $41,300 $41,300 $43,300 
Expenditure Totals: $760,914 $753,972 $764,200 $780,700 $766,200 

AUTHORIZED POSITIONS: Actual Actual Adopted Mid-Yr Est Adopted 

CLASSIFICATION 
City Manager 0.65 0.65 0.65 0.65 0.65 
City Clerk 1 .OO 1 .OO 1 .OO 1 .OO 1 .OO 
Assistant to City Manager 0.65 0.65 0.65 0.65 0.65 
Executive Assistant 0.50 0.50 0.50 0.50 0.50 
Information System Specialist 1 .OO 1 .OO 1 .OO 1 .OO 1 .OO 
Records Coordinator 1 .OO 1 .OO 1 .OO 1 .OO 1 .OO 
Receptionist 
TOTAL FTE'S 

Hourly employee allocation - annual hours* 
CLASSIFICATION 
Temp. Administrative Assistant 1 72 1 72 1 72 1 72 1 72 



CITY MANAGER DEPT: PERSONNEL DIVISION 

MISSION STATEMENT 
To provide excellent internal and external customer service and assist departments in recruiting and 
retaining exceptional employees. 

DIVSION PURPOSE 

The Personnel Division is a subdivision of the City Managers Department. Personnel functions 
are the responsibility of the City Manager and all programs associated with personnel including: 

Employee Recruitment and Selection Testing, including examination development and 
administration. 
Benefits Coordination, including administration of the employee insurance and retirement 
benefit programs. 
Employee Relations, including labor negotiations. 
Classification and Compensation, including development and maintenance of job descriptions 
and compensation plans. 
Employee Development, including coordination of the citywide employee training program. 
Risk Management, including the administration of liability claims against the City, and the 
purchase of excess liability and property insurance policies 

Revenues: 
This program is funded entirely by General Fund revenues. 

Expenditures: 
Salary &Benefits: There is a 0.95 FTE positions associated with this division composed of the City 
Manager (.35), the Assistant to the City Manager (. 10) and the Executive Assistant to the City 
Manager (SO). All city employees agreed to a temporary, 4.6% salary reduction effective January 1, 
2009 due to the economic crisis facing the city, with a termination date of June 30,2010. July 1, 
201 0, the salaries were restored. 

Contract Services: Contracts include: benefit administration, staff training, and legal labor issues, 
police department background investigations, medical exams, and employee fingerprinting, the 
Employee Assistance Program was moved to the Liability Fund. 

Materials & Supplies: This category includes cost associated with education reimbursement, 
advertising and recruiting, memberships & subscriptions, recognition & awards. 



CITY MA-NAGER DEPARTMENT: PERSONNEL DIVISION 
BUDGET SUMMARY 

2007-2008 2008-2009 2009-201 0 2009-201 0 201 0-201 1 
SOURCE OF FUNDS Actual Actual Adopted Mid-Yr Est Adopted 
General Fund $1 73,997 $1 65,312 $1 96,800 $1 60,000 $1 97,600 

TOTAL $ 173,997 $ 165,312 $ 196,800 $ 160,000 $ 197,600 

EXPENDITURES 
2007-2008 2008-2009 2009-201 0 2009-201 0 201 0-201 1 

Actual Actual Adopted Mid-Yr Est Adooted 
Personnel I $1 18,031 $126,988 , $153,800 $1 11,900 $1 43,000 
Contract services 
Supplies 
Internal service fund charges $5,300 $5, I00 $4,700 $4,700 $5,200 
ExpenditureTotals: $1 73,997 $1 65,312 $1 96,800 $1 60,000 $1 97,600 

2007-2008 2008-2009 2009-201 0 2009-201 0 201 0-201 1 
AUTHORIZED POSITIONS: Actual Actual Adopted Mid-Yr Est Adopted 

CLASSIFICATION 
City Manager 
Assistant to City Manager 
Executive Assistant 0.50 0.50 0.50 0.50 0.50 
TOTAL FTE'S 0.95 0.95 0.95 0.95 0.95 



CITY ATTORNEY DEPARTMENT 

DEPARTMENT PURPOSE 

The City Attorney became a contract position during the FY01-02. The City Attorney represents the 
City as primary Counsel in all legal matters. To this end, the City Attorney provides legal analysis 
and advice on a variety of matters; assists staff with legal issues such as: municipal code 
interpretation, understanding and complying with state and federal laws, drafting various legal 
documents such as agreements, resolutions and ordinances; provides counsel on labor matters and 
employeelemployer relations; provides counsel on mobile home rent control; and, acts as General 
Counsel to the Redevelopment Agency. 

Revenues: 

This program is funded by General Fund revenues and a fee, Mobile Home Administrative Service 
Fee, adopted by the City Council in 2003 and requires mobile home residents to contribute funds to 
be used to offset the cost of litigation defending rent control. The original fee was $60 per year; in 
2005 the fee was increased to $240 per year at the resident's request. 

Expenditures: 

Salary &Benefits: There are no FTE's assigned to this department. 

Contract Services: The City has a contract with the firm of Atchison, Barisone, Condotti & 
Kovasivich. In addition to the monthly retainer fee, the firm also provides additional services for 
special legal actions. The City also contracts with the firm of Endeman, Lincoln, Turek and Heater for 
Mobile Home Rent Control related litigation. In FY03104, the City Council adopted an ordinance 
requiring the Mobile Home residents to contribute annually to an administration fund to help off-set 
the cost of the mobile home litigation. The administration of the collections and billing was done by a 
contractor up until FY07-08 but is now done by staff. 

The budget is a combination of the City Attorney annual contract; City Attorney additional litigation 
services $20,000 and Mobile Home Rent Control $120,000. 



CITY ATTORNEY DEPARTMENT 
BUDGET SUMMARY 

SOURCE OF FUNDS Actual Actual Adopted Mid-Yr Est Adopted 
General Fund $ 212,012 $ 106,723 $ 158,560 $ 300,900 $223,600 
Mobile Home Admin Fee $ 79,194 $ 93,522 $ 45,000 $ 65,000 $ 50,000 

TOTAL $ 291,206 $ 200,245 $ 203,560 $ 365,900 $ 273,600 

2007-2008 2008-2009 2009-201 0 2009-201 0 201 0-201 1 
EXPENDITURES Actual Actual Adopted Mid-Yr Est Adopted 

Contract services $ 291,206 $ 200,245 $ 203,560 $ 365,900 $273,600 
Expenditure Grand Totals: $ 291,206 $ 200,245 $ 203,560 $ 365,900 $273,600 

Cost Recovery 27% - 47% - 22% 18% - 18% 

Contract Services Detail 

FY07-08 
EXPENDITURES 
City Attorney 
CA- Litigation $ 48,000 $ 20,000 $ 20,000 

Mobile Home Litigation $ Il0,OOO $ 100,000 $ 50,000 $ 172,300 
Mobile Home Admin 
Feelother 

TOTAL 



FINANCE DEPARTMENT 

MISSION STATEMENT 
The Finance Department encourages innovation and promotes learning and growth in the individual, the 
team, and the organization. Our goals are to provide timely, value added information and excellent service to 
our customers. We use empowered teams, continuous feedback, enabling technology, and personal 
responsibility at all levels to accomplish our goals. We take pride in being of service to our community. 

DEPARTMENT PURPOSE 
Finance provides staff support to internal departments, assures legal and financial accountability to the 
public, and provides superior customer service to both internal and external clientele. Finance maintains a 
standard of excellence in financial reporting and oversight, and administers all of the City and RDA funds 
and accounts, as well as the Comprehensive Annual Financial Report. Finance directs the City's finance 
functions, including accounts payable, payroll, accounts receivable, cash receipts, bank statement 
reconciliation, business licenses, collection of Transient Occupancy Tax, operating budget, preparation of 
financial reports, preparation of monthly Treasurer's Reports, and analysis of fiscal impact. 

Revenues: 
Business Licenses: Business Licenses are issued on a calendar year basis per code 5.04. 
Transient Occupancy Tax (TOT): TOT is collected on a monthly basis. The rate is 10%. A description and 
analysis of each of these unrestricted sources of funds is in the General Fund Revenue section of the budget 
document. 

Expenditures: 
Salary &Benefits: The budget includes 5.38 FTE's. Ln FY09-10, there was no Finance Director, the 
position has been funded in this budget at .61%. The City Treasurer receives $250 per month. All 
city employees agreed to a temporary, 4.6% salary reduction effective January 1,2009 due to the 
economic crisis facing the city, with a termination date of June 30,201 0. July 1,2010, the salaries 
were restored. 

Contract Services: The budget includes County and State administrative services for sales, property, 
VLF and Measure D taxes. 

Materials & Supplies: This budget includes funding for memberships, subscriptions and supplies. 



FINANCE DEPARTMENT BUDGET SUMMARY 

SOURCE OF FUNDS Actual Actual Adopted Mid-Yr Est Adopted 
General Fund $428,788 $454,295 $450,400 $297,700 $407,800 
Business License Tax $299,394 $277,958 $300,000 $280,000 $280,000 
BIA Support Services $4,200 $4,200 $3,000 $3,000 $3,000 

TOTAL $732,382 $736,454 $753,400 $580,700 $690,800 

EXPENDITURES 
2007-2008 2008-2009 2009-201 0 2009-201 0 2010-201 1 

Actual Actual Adopted Mid-Yr Est Adopted 

Personnel 
Contract services 
Supplies 
Internal service fund charges $ 34,300 $ 33,100 $ 32,500 $ 32,500 $ 34,300 
Expenditure Totals: $ 732,382 $ 736,454 $ 753,400 $ 580,700 $ 690,800 

Cost Recoverv 41% 38% 40% 49% 41% 

2007-2008 2008-2009 2009-201 0 2009-201 0 2010-2011 
AUTHORIZED POSITIONS: Actual Actual Adopted Mid-Yr Est Ado~ted 
CLASSIFICATION 

1 .oo 1 .oo 1 .oo 0.00 Finance Director 0.61 
Supervising Accountant 
Accountant ll 
Accts ReclPayable Clerk 
Account Technician 
TOTAL FTE'S 

ELECTED OFFICAL 
Treasurer 

(Annual Salary $3,000) 



COMMUNITY DEVELOPMENT DEPARTMENT 

MISSION STATEMENT 
The mission of the Community Development Department (CDD) is to provide accurate and high- 
quality information, analysis and facilitation services in a responsive and responsible manner to the 
community, applicants, advisory committees and decision-makers. The Department is responsible for: 

Reviewing development applications 
Maintaining the General Plan and Local Coastal Plan 
Completing special studies 

e Ensuring zoning code compliance 
Implementing projects to protect and enhancing community character, environmental quality, 
and affordable housing. 

DEPARTMENT PURPOSE 
The CDD has an integral role in carrying out the land use goals, policies and standards that are 
adopted by the City Council in the General Plan, Local Coastal Program, zoning ordinance, and other 
regulations. Key functions include activities related to: reviewing development applications; 
implementing the California Environmental Quality Act; maintaining the General Plan, Housing 
Element, and Local Coastal Program, the, ensuring zoning code compliance; preserving neighborhood 
character; implementing affordable housing and CDBG (Community Development Block Grant) 
programs. The Department provides staff support to the City Council, RDA, Planning Commission, 
Architectural and Site Review Committee, and the Commission on the Environment. 

Beginning this fiscal year, the Building Department is now incorporated into the Community 
Development Department. The Building Official provides plan checking and building inspection 
services to assure compliance with the California Building Code and enforces the provisions of the 
State Housing Code and Abatement of Dangerous Building Code. 

Revenues 
In the past, revenues generated by the Community Development Department accounted for 
approximately 30% of the department budget. A cost recovery fee system has been adopted by the 
City Council and the combination of all planning fees, grants, and non-General Fund revenues now 
cover the majority of the department budget. For information on Community Development 
Department revenue, please see the General Fund RevenueIRevenue Detail section of the budget on 
page 24. 

Expenditures 
Salaw & Benefits: There are 4.67 employees in this department, which is the same as last year, as the 
Building Official was transferred to the Department and an Associate Planner was laid off due to a 
reduction in the number of development applications. All city employees agreed to a temporary, 
4.6% salary reduction effective January 1,2009 due to the economic crisis facing the city, with a 
termination date of June 30,2010. July 1,201 0, the salaries were restored. 
Contracts: Includes contracts for plan checking, engineering & inspection contracts. It will also include 
a contract for Building Inspector duties on a limited basis. 
Materials & Supplies: Maintain the Materials & Supplies budget to provide staff and Planning 
Commission training to keep up with changes in State Planning Law, and California Environmental 
Quality Act changes. Funds are also used for legal notices and supplies, the costs of which have 
increased. 


























































