CITY OF SAN DIEGO
ADMINISTRATIVE REGULATION

SUBJECT Number Issue Page

95.25 3 1 of7

PROCESSING NEW AND REVISED FEES AND CHARGES Effective Date
FOR CURRENT SERVICES January 1, 1988

PURPOSE

1.1 To establish a uniform process for departments to initiate or revise City fees and charges for
current services.

1.2 To ensure that a ratebook of current fees is maintained in a centralized area for public access.
SCOPE

2.1 This regulation shall apply to every department that administers fees and charges for current
services.

POLICY
3.1 It is the policy of the City to establish fees to recover the cost of providing certain services.

3.2 Itisthe policy of the City to annually review fees to ensure that all reasonable costs incurred
in providing these services are being recovered.

33 It is the policy of the City to authorize the City Manager and Non-Managerial Department
Heads to approve fee schedules whenever possible.

(Supersedes Administrative Regulation 95.25, Issue 2, effective October 15, 1983)

Authorized
(Signed by John Lockwood) (Signed by Ed Ryan)
CITY MANAGER AUDITOR & COMPTROLLER
(Signed by John W. Witt) (Signed by Bob Spaulding)
CITY ATTORNEY PLANNING DIRECTOR
(Signed by Charles G. Abdelnour) (Signed by Rich Snapper)

CITY CLERK PERSONNEL DIRECTOR
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3.4  Council Policy 100-5 requires public notification by mail thirty days prior to implementation
of fee modifications which require approval by the City Manager or a Non-Managerial
Department Head.

POLICY APPLICATION

4.1 Each department shall annually analyze services provided to determine if new fees are
appropriate and if current fees reasonably recover the cost of providing services.

4.2 Cost of providing a service should reflect the current budgeted salaries and wages, the
applicable overhead rate as determined annually by the Auditor and Comptroller, and related
non-personnel expense.

PROCEDURE

5.1 Fees Requiring City Council Authorization

Responsibility Action
Initiating Department a. A department desiring to implement a new or revised

fee shall prepare and docket the necessary Ordinance
and/or Resolution which should effect the following:

(1) authorize the City Manager/Non-Managerial
Department Head to establish and/or revise
fees;

(2) whenever possible, eliminate the listing of
specific fee schedules in the Municipal Code
and Council Resolutions;

3) require all fee schedules and subsequent
revisions be filed in a Ratebook of City Fees
and Charges in the City Clerk’s Office.

b. Information presented to City Council should include:

(1)  purpose of the fee;
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Responsibility

Initiating Department (cont’d)

2

3)

(4)

)

(6)

Action

justification for implementation or revision of the
fee;

annual cost (including overhead) to the City to
provide the service.

current fee schedule and annual revenue
receipts;

proposed fee schedule and estimated annual
revenue receipts;

proposed implementation date.

Send an information copy of each request for City
Council Action to Financial Management Department
(Revenue Analyst).

Notice of a public meeting at which the City Council
will consider fee modifications should be made as
follows:

(1)

2)

Notice of the time and place of the meeting,
including a general explanation of the matter to
be considered, shall be published in the City’s
official newspaper at least 10 days prior to the
meeting.

Notice of the time and place of the meeting,
including a general explanation of the matter to
be considered and a statement that data
regarding the fee change is available from the
initiating department, should be mailed at least
14 days prior to the meeting to any party who
has filed a written request for mailed notices on
meetings on new or increased fees or service
charges. Council meeting dates should be
established for managerial departments after
consultation with the Manager’s Council
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Responsibility

Initiating Department (cont’d)

Action

Representative and for non-managerial
departments after consultation with the Rules
Committee Consultant.

3) Written requests for such mailed notices will be
valid for one year from the date they are filed
unless renewal requests are filed.

(4) Renewal requests for such mailed notices
should be filed on or before April 1% of each
year.

(5) At least 10 days prior to the Council meeting,
make available to the public data indicating the
amount of cost, or estimated cost, required to
provide the service for which a fee or service
charge is levied and the revenue sources
anticipated to provide the service, including
General Fund revenues.

Upon City Council action, complete Departmental Fees
and Charges Form FM-53 (stocked by Financial
Management Department) and revise the Departmental
Fee Index in triplicate and process as follows:

(1) Assign an Index Number to each new fee. Index
Number shall be prefixed by the department
number and should be sequenced to follow the
last fee listed on the Departmental Fee Index. If
the fee is the first to be charged by the
department, the Index Number shall be prefixed
by the department number and begin with 001
(e.g. 05500/001). A Departmental Fee Index
should also be established (Examples are
attached).
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Responsibility

Initiating Department (cont’d)

City Clerk

2)

€)

(4)

©)

Action

Obtain appropriate Fund and Revenue Accounts
information from the Auditor and Comptroller
for inclusion of Form FM-53.

Forward one copy of Form FM-53 and revised
Departmental Fee Index with transmittal memo
to City Clerk for filing in Ratebook of City Fees
and Charges.

Forward one copy of Form FM-53 and
Departmental Fee Index to Financial
Management Department (Revenue Analyst).

Retain and file one copy of Form FM-53 and
Departmental Fee Index.

File form FM-53 and Departmental Fee Index in
Ratebook of City Fees and Charges.

Maintain a master Ratebook of City Fees and Charges
available for public inspection.

5.2 Fees Requiring Managerial/Non-Managerial Department Head Approval

Initiating Department

a.

A department desiring to implement a new or revised
fee shall submit to the City Manager/Non-Managerial
Department Head a recommended fee schedule and the
following documentation:

(1)
2)

€)

(4)

©)

purpose of fee;

justification for implementation or revision of
the fee;

annual cost (including overhead) to the City to
provide the service;

current fee schedule and annual revenue
receipts;

proposed implementation date;
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Responsibility

Initiating Department (cont’d)

b.
City Manager/ c.
Non-Managerial
Department Head
d.
Initiating Department e.
f.
g.
City Clerk h.

Action

(6) public notice for City Manager’s or Non-
Managerial Department Head’s signature
prepared according to Council Policy 100-5.

An information copy of each fee proposal and public
notice shall be provided to Financial Management
Department (Revenue Analyst).

Approve or disapprove proposed fee change and
distribute public notice.

Return recommendation to department.

Upon approval of proposed fee change and public
notice, distribute copies of notice according to Council
Policy 100-5. Public notice must be mailed at least
thirty (30) days prior to implementation of the proposed
fee change.

Department shall notify City Manager or Non-
Managerial Department Head of any requests for
appeal to the City Council received within thirty (30)
days following distribution of public notice.
Implementation of the proposed fee change, if
appealed, shall be contingent upon City Council
approval.

If no request for appeals made to the City Council
within thirty days of notification, or if Council
authorized implementation, complete Form FM-53
Departmental Fees and Charges, and revise the
Department Fee Index in triplicate and process as
described in Section 5.1.e(1) thru (4).

File form FM-53 according to Sections 5.1.f and 5.1.g
of this regulation.
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APPENDIX

Legal Reference

State Government Code: Chapter 13, Part 1, Division 2, Title 5

Council Policy 100-5

Forms

Departmental Fees and Charges Form FM-53 (stocked by Financial Management Department)

Attachments

1) Attachment A (Memo - Ratebook of City Fees and Charges)
2) Attachment B (Public Notice, Proposed Fee Modification)

3) Attachment C (Council Policy 100-5)
4) Attachment D (Departmental Fees and Charges)

Subject Index
Fees
Charges for Current Services

Ratebook of City Fees and Charges

Administering Department

Financial Management




CITY OF SAN DIEGO

MEMORANDUM
ATTACHMENT A
SAMPLE
DATE
TO : City Clerk
FROM
SUBJECT : Ratebook of Fees and Charges

This memorandum is accompanies by revisions and additions to the Ratebook of City Fees and
Charge.

Department Index No. Title

Ratebook pages which should be removed and destroyed and new pages which should be added
to your Ratebook are listed below:

Ratebook Pages to be Pages to be Added
Removed and Destroyed to the Ratebook




ATTACHMENT B

SAMPLE
DATE
TO : All Interested Parties
FROM : City Manager/Non-Managerial Department Head
SUBJECT : Public Notice
Proposed Fee Modification

SUBJECT FEE:
IMPLEMENTATION DATE:
FEE DESCRIPTION:
(Purpose)
CURRENT FEE:
PROPOSED FEE:
EXPLANATION OF CHANGES:
DEPARTMENTAL CONTACT:  Name

Department

Telephone

Mailing Address
NOTE: This proposed fee may be appealed to the City Council if you so desire and if

such request for appeal is requested prior to the above implementation date.
Requests for appeal should be directed to: (the initiating department)



Attachment C

CITY OF SAN DIEGO, CALIFORMIA

' COUNCIL POLICY

SEIEeT roLicY LFFECTIVE NG
NUMBER DATE
FEES - PUBLIC NOTIFICATION
) 100-5 04-09-79( 1 SF 4

BACKGROUND

From time to time, the City of San Diego establishes fee structures to recover

costs for performing special services to the public. These fees generally only
recover actual costs and overhead for the service performed. Due to the broad

range of fee types and varying fee structures the City Manager has been authorized
in a number of instances to adjust these fee structures, once approved and enacted
by the Coumcil, in order that they would continue to reflect full cost recovery.

To date the policy of public notification of proposel City Manager fee changes has
been an informal ome. The Council believes this informal notification policy should
be applied coénsistently and uniformly, therefore the need for the following Council
Policy.

PURPOSE

To formalize the process of notifying the public when changes' to fee structures
are to be made by the City Manager and nonmanagerial department heads.

POLICY

The City Manager and or nonmanagerial department heads, depending on who administers
specific fee structures, shall notify the public of any and all proposed fee
modifications prior to them being implemented.

The notification shall be in writing and addressed to representatives of the
industry affected, consumer groups, and or individuals who have expressed an
interest in specific fee structures.

Departments administering the various fees shall maintain a mailing list of
_ groups and or individuals notified of proposed fee changes.

Notification of fee changes shall be by mail and be sent not later than thirty
davs prior to the implementation of the fee modification.

-Each notification shall describe the fee and its purpose, Also included shall be
the current fee structure and the proposed fee structure along with explanation
of the changes.

Each notification will have a contact person and telephone number listed in order
that public inquiries can be answered.

Each notification shall indicate that the proposed fee may be appealed to the
City Council if the public is so inclined.

. Adopted by Resoluticn No. 223244

cc.la (2.59)




Attachment D

INDEX NUMBER:

DEPARTMENTAL FEES AND CHARGES

DEPARTMENT/DIVISION
PROGRAM ELEMENT

TITLE:
(Name of Fee or Charge)

AMOUNT:

(Amount of Fee or
Schedule of Charges)

DESCRIPTION AND PURPOSE
OF FEE:

AUTHORITY: (MUNICIPAL
CODE; CITY CHARTER;
ORDINANCE: RESOLUTION)

REVENUE ACCOUNT

(for deposit of
fees collected)

DEPARTMENTAL CONTACTS

REVIEWED BY

FM=-53 (8-79)

NO.

Schedule of Current
Charges Attached: YES NO

Date Current Fee/
Schedule Established

Date of Last Fee Review:

DATE: (COPY ATTACHED)

TITLE: NO.

TITLE: NO.

NAME

TITLE

PHONE

NAME

DATE




