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AND COUNCIL STANDING COMMITTEES February 8, 1993
1. Purpose
1.1 To establish the procedures for preparation, publication, and circulation of the City Manager’s

1.2

2. Policy

2.1

2.2

23

reports to the Mayor and City Council or Council standing committees.

To distinguish the use of Form 1472A, “Docket Supporting Information”, from City Manager
reports. (See AR 3.20 for regulations governing preparation of Form 1472A).

The “Manager’s Report should be used: to transmit information and recommendations to the
City Council in all cases in which the information has been requested by Council or a
committee of the Council; when the material submitted is pertinent to a pending Council or
committee discussion and/or action; or, when material transmitted is of general interest to all
members of the City Council and to the public. When the Manager wishes to communicate
information which is not of general interest, or is responding to a specific member of Council,
a memorandum may be used at the discretion of the Manager or the members of his staff
authorized to sign Manager’s Reports. (See 2.2) Subject to conditions outlined below, Form
1472A is to be substituted for the “Manager’s Report” on Council docket items when the
information will fit on one page double spaced. (See 3.1A)

All City Manager’s reports and memos to the Mayor and Council or Council standing
committees will be signed by the appropriate person from the unclassified service or by other
persons so directed by specific managerial authorization on (See Attachment 1, a 2-27-92
memo from the City Manager for some guidelines.)

City Manager reports addressed to a Council standing committee will have the same
distribution as reports to the Mayor and Council with additional copies for the committee
binders.

(Supercedes Administrative Regulation 80.40, Issue 5, effective August 14, 1987.)

Authorized

(Signed by Jack McGrory)

CITY MANAGER
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3. Definitions

3.1

City Manager Reports to the Mayor and Council.

A.

Action - Managerial reports (making specific recommendations) relative to specific
docket items may take one of two forms.

(1) “Docket Supporting Information”, Form 1472A - To be used to supply
information to the City Council relative to items appearing on the full Council
docket, not a standing committee agenda. Form 1472A should be used except
in those instances in which the information to be presented is so extensive that
it will not fit onto the one page Form 1472A double spaced. (See Attachment
2)

(2) “Manager’s Report” - In those instances in which the information presented
will not fit onto one page of the Form 1472A, is for one of the standing
committees, or requires attachments, a City Manager’s Report should be used.

If the report is to request Council action rather than transmit information, a
Manager’s Action Report is required. (See Attachment 3)

Information - Informational reports (making no specific recommendations) can be
addressed to a particular City Council docket or a standing committee if the Manager
wishes to transmit information to those bodies or if the Council or committee has
requested further information on a project or issue. Information reports can also be
addressed to “The Honorable Mayor and City Council” if the Manager wishes to
transmit information to the Mayor and Council on an issue not on a council docket or
committee agenda. (See Attachment 4)

Budget - Reports to the Mayor and Council sitting as the Committee of the Whole for
purposes of budget review will be addressed to the “Committee of the Whole.”

4. Preparation of City Manager Reports to the Mayor and Council

4.1

Guidelines

A.

Uses concise conversational English, short paragraphs where possible and avoid long
sentences and technical jargon.

The primary purpose of the report is to transmit to the Council information,
recommendations, alternative courses of action, and the business and fiscal impacts.
The report should contain the necessary and pertinent information plus information
and reasoning with respect to alternatives. This may include, but not be limited to,
such information as geographic locations, project completion dates, and other
information which the Mayor or Council has requested to be included.
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4.2 Format and Content

A.

All City Manager’s reports to the Mayor and Council or Council standing
committee(s) will have the capitalized headings of DATE ISSUED, ATTENTION,
SUBJECT, and REFERENCE (if applicable) placed at the left margin. These
headings should be double spaced as shown in Attachments 3 and 4.

(1) The ATTENTION heading will be used to indicate whether an item is to be
heard by the full Council or a standing committee. It will read either “Council
docket of , Of Committee Agenda of .7 The
Manager’s Docket Coordinator will always fill in the appropriate council
Docket date. Ifthe department knows the committee and committee meeting
date, they may fill that in. Otherwise the Docket Coordinator will type this
information in. For information reports not prepared for a Council docket or
committee agenda, the ATTENTION line should read, “Honorable Mayor and
City Council.”

(2) Reports will have SUBJECT titles of approximately six to ten words. The title
will identify the subject and should not be used as a summary.

Where applicable, the SUBJECT line will be followed by the notation REFERENCE.
The references may be “Referral from Council Docket of...,” “Memorandum from
Councilperson...,” “Capital Improvement Project Item,” or prior reports (same subject)
with report number and issue date. The objective of the REFERENCE line is to alert
the reader of previous reports, correspondence, etc. and give a quick orientation as to
the reason the report is being submitted.

All “Action” reports will consist of 3 major capitalized headings: SUMMARY,
BACKGROUND, and ALTERNATIVES. (See Attachment 2)

(1) The SUMMARY section will always include five initial subsections:

a. Issue(s) - Identification of the issue(s) should determine the direction
the report will take and what the recommendations will speak to. The
issue should be formulated as a question and the recommendations
should address that question.

b. Manager’s Recommendation(s) - The recommendation(s) should be
written in a clear concise manner stating what action(s) the Manager is
recommending that the Council take.
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c. Other Recommendations - If another individual, group, board,

2)

3)

All

commission, or committee that is advisory to the Council (a standing
committee of the Council, Planning Commission, Historical Site
Board, etc.) has made a recommendation on the issue in your report,
their recommendations should be included in this subsection. If there
are none, then state “None”.

d. Fiscal Impact - This section should address not only where funds are
budgeted and how much, but include a brief discussion of what the
fiscal implications to the City are of the item being discussed. For
reports involving new or modified regulations, include a budget impact
analysis to address the cost of administration, implementation and
enforcement. If there is no fiscal impact, then state, “None”.

The BACKGROUND portion of the report should include whatever detail the
author feels is pertinent while being as brief as possible. In lengthy reports
initial capitalized subheadings may be used as need to identify subjects being
discussed. Another option on lengthy reports is to add an additional
capitalized heading entitled DISCUSSION. This section should include a
more detailed explanation of the issue and of how the conclusions and
recommendations were developed.

ALTERNATIVES - When a report is being prepared which leads to a decision
for which there are alternative courses of action which the Council might take,
including no action, those alternatives which staff considered should be listed
numerically accompanied by a brief discussion of the advantages and
disadvantages of each and why the Manager is not recommending any of those
alternatives. If there are no feasible alternatives, that should be stated and
explained.

“Information” reports will have SUMMARY, BACKGROUND and

DISCUSSION sections.

(1

2

3)

The SUMMARY section for information reports shall read “THIS IS AN
INFORMATION ITEM ONLY. NO ACTION IS REQUIRED ON THE
PART OF THE COMMITTEE OR THE CITY COUNCIL”.

The BACKGROUND and DISCUSSION guidelines are the same as those
found for “Action” reports under 4.2, C.(2) with the exception that the
DISCUSSION is not optional but a required part of the report.

No ALTERNATIVES are listed on an “Information” report.

“ATTACHMENTS” would include the Business Impact Statement (BIS), appropriate
charts, maps, etc. Prior reports should be listed in the “REFERENCE” heading (See
4.2B), and would generally not be attached. If the attachments
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Timing

5.1

5.2

amount to 7 or more pages, the originating department will be required to
supply the appropriate copies for distribution.

BIS - A BIS is required whenever a proposed action has the potential to: (1) increase
or create new fees, including cost-recovery proposals, (2) alter regulations which cause
new or increased costs, or (3) change land use regulations which would increase costs
to business.

The BIS will be a brief and concise (one page maximum) attachment to the Manager’s
Report, and will include the following: (1) a statement of proposed action; (2) an
itemization of the estimated positive impacts to business; and (3) an itemization of the
estimated negative impacts to business. The proponent or originating department will
be responsible for drafting the BIS.

F. The surname of the department head or acting department head followed by the initials
of the author are to appear in the lower left corner of the report.
Committees

The City Council requires that City Manager Reports related to committee agenda items be
delivered to Councilmembers no later than five (5) working days preceding the committee
meeting. To insure sufficient time to print and circulate signed reports should be forwarded to
the DOCKET COORDINATOR no later than 8:00 a.m. at least eight (8) working days
preceding the committee meeting.

Council

A.

City Manager Reports which accompany a proposed docket item should be prepared,
signed and delivered to the Docket Coordinator prior to the docket closing for that
item.

When an item is continued on the Council docket for a report from the City Manager,
that signed report should be delivered to the Docket Coordinator as soon as possible to
allow report distribution three (3) working days prior to Council meeting to which
item was continued.
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6. Processing City Manager Reports to the Mayor and Council
Responsibility Action
Originating Department 1. Determines what form of managerial report is required

(1472A, City Manager action or information report)
and prepares the report.

2. Forwards camera-ready report to appropriate
Manager’s staff for signature. The DATE ISSUED line
should be located 16 spaces from the top of the paper.

City Manager, Assistant or 1. Reviews report for completeness and conciseness
Deputies, as appropriate and approves by signing report.
2. Forwards to Docket Coordinator for further processing.
Docket Coordinator 1. Addresses report to Council or the proper standing
committee.
2. Insures that all attachments are included and inserts

date issues.

3. Assigns a report number and types it in upper right-
hand corner below letterhead.

4. Coordinates printing and circulation of reports.
APPENDIX

Forms Involved

CM 1472A, “Docket Supporting Information”
The City of San Diego Manager’s Report

Subject Index
Procedures - City Manager Reports to Mayor and Council and Council Standing Committees

Administering Department

City Manager
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CITY OF SAN DIEGO

MEMORANDUM
FILE NO.
DATE : February 27, 1992
TO : Deputy Directors, Assistant Directors,
Deputy Directors, Assistant Deputy Directors,
Management Assistants
FROM : Jack McGrory, City Manager
SUBJECT : Manager’s Reports

The purpose of this memo is to advise you of a change which is being made regarding signatures on
reports to the Mayor and City Council. Administrative Regulation 80.40 addresses City Manager reports
to the Mayor and the City Council, and the regulation is being amended as indicated on the attachment.

The purpose of this change is to delegate responsibility and clearly recognize the excellent work of
unclassified staff in Managerial Departments who are involved in the preparation of reports to the Mayor
and City Council. From now on, certain reports will be signed and submitted by Department Directors,
Assistant Directors, Deputy Directors/Division Heads, or Management Assistants. The decision as to
who will sign a particular report will be made on a case-by-case basis in accordance with the following
guidelines:

1. Reports which are especially sensitive, involve managerial policies and procedural
changes, and/or have a significant impact on City operations will continue to be signed by
the City Manager. A recent example was the managerial report on the recommendations of
the Economic Development Task Force.

2. Reports which contain significant policy issues and/or deal with subjects which cross
departmental lines will continue to be signed by the Assistant City Manager or a Deputy
City Manager. Examples would be subdivision problems which involve both the
Engineering and Building Inspection Departments, eminent domain actions, or reports on
revenue sources which require input from both Financial Management and the Treasurer’s
Departments.
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2. Reports which contain lesser policy issues and/or generally pertain to the activities of one
department will usually be signed by Department Directors, Assistant Directors, Deputy
Directors, or Management Assistants. Examples would be sales of City surplus lands, new
lease agreements, descriptions of special situations, or issues relating solely to park sites.

3. Reports which pertain to projects, procedures, or activities of specific divisions; provide
general information, and/or concern routine matters will be signed by division heads. Most
division heads carry the title of Deputy Director. Examples would be project status reports,
award of consultant contracts, or requests to reallocate capital improvement funds, etc.

The departmental staff person signing the report will so sign over the line inscribed over the appellation,
“Submitted by:” including the appropriate title and division, followed by the name of the Department and
the appropriate telephone number. The City Manager’s, Assistant City Manager’s, or Deputy City
Manager’s approval for issuance will be shown on the left hand side of the report. The following
example indicates the relative position and information to be provided on each City Manager’s report:

(Signature) (Signature)

Approved: CM/ADM/DCM Submitted by: Deputy Dir.
X Division, Y Department
(Telephone Number)

Through the implementation of this new procedure, we except to reinforce the fact that the City’s work is
accomplished through a team effort and that the Deputy Directors, Management Assistants, Assistant
Directors, and Department Directors contribute materially to the implementation of this work. The person
submitting the report and signing it should be a person with knowledge of the issue which is the subject of the
report. As such, that person should be an excellent contact for anyone needing more information or wanting
to give input regarding the particular matter.

Please ensure that Charter Section 22 continues to be enforced.

Jack McGrory
City Manager

Attachment
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DATE:
DOCKET SUPPORTING INFORMATION Type same date
CITY OF SAN DIEGO as 142

SUBJECT:

Brief Title - same as 1472

BACKGROUND: (DOUBLE SPACE)

MUST BE DOUBLE SPACED - If more than one page is required, then

a Manager's Report should be prepared.

FISCAL IMPACT: THIS MUST APPEAR EVEN IF IT STATES NONE.

BYLINE: (DEPUTY CITY MGR/DEPT. HEAD/AUTHOR INITIALS)

SIGNATURES:

MUST BE ORIGINAL SIGNATURE MUST BE ORIGINAL SIGNATURE

ORIGINATING DEPT. HEAD CITY MANAGER
(FOR MANAGERIAL DEPARTMENTS ONLY)

cM-1472A (10-72)




The City of San Diego Attachment 3

MANAGER’
REPORT

(16 lines down to first line of typing)

DATE ISSUED: (Manager’s Office will type in) REPORT NO. (Manager’s office
will type in)

ATTENTION: Council Docket of (Manager’s Office will type in)
OR ~ Committee Agenda of
(Department or Manager’s Office to type)
SUBJECT:
REFERENCE: (optional
SUMMARY
Issue: Should be in form of a question. More than one issue, should
follow as 1) =) 3) , etc.

Manager'’s Recommendation: Should start with a verb, i.e., Direct
Authorize.

Other Recommendations: Should always appear even if '"none'" follows

Fiscal Impact: Should always appear even if "none" follows.

BACKGROUND

ALTERNATIVES

See Attachment 1 for signature block instructions

ATTACHMENTS (if any)
1. title/description of attachment

oL " " " "
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(16 spaces down to first line of typing

DATE ISSUED: (Manager’s Office will type in) REPORT NO. (Manager’s Office
will type in)

ATTENTION:

SUBJECT:

REFERENCE: (Optional
SUMMARY

THIS IS AN INFORMATION ITEM ONLY. NO ACTION IS REQUIRED ON THE PART OF THE
COMMITTEE OR THE CITY COUNCIL.

BACKGROUND
DISCUSSION

Do not list any alternatives)

See attachment 1 for signature block instructions

ATTACHMENTS (if any)

1. title/description of attachment
D " n n n



