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process and keeping of the "minutes" of Spokane's
weekly Council meetings. The change, in fact, was so
different from the old "minutes typing" that, in some
trepidation, I approached my City and Deputy City
Managers to present my idea to them. To my delight,
my idea was very well received by my two bosses,
especially when I advised them of the considerable
amount of time that would be saved in the formulating
of a "City Council Action File" (CCAf) as opposed to
producing our "formal," typed minutes.
Therefore, in May, 1983, I instituted the "CCAf"
process. No longer does my staff person spend one to
two days typing, typing, typing!
Instead, there is
developed a permanent "City Council Action File" in
which is kept a chart of the actions taken on each
Council Agenda item, whether it is approved, denied,
deferred, placed on file, etc., and the actual vote
cast, by name, by each Council member. Within this
file is kept a permanent copy of the "Action Sheet"
completed on each Agenda item, as well as a copy of
the actual Agenda for the meet i ng day. More comprehensive "Action Memoranda" which are written by the
City Clerk on any --items -which require a more lengthy
write-up than is possible on an "Action Sheet" are
also included as a permanent record on this file.
Also documented in this file is, of course, the
Council and Staff attendance for the particular
meeting for which the CCAF is being made, a copy of
the OFFICIAL GA2ETTE (the official newspaper for the
City of Spokane which the City Clerk publishes weekly
and which contains a brief summary fo the proceedings
of the Council for that week), and a list of all persons who spoke before the Council and which item they
addressed.
The "City Council Action File" has replaced our
old formal minutes vrry adequately.
And the time
Furthermore, because of the
save is considerable.
"Action Sheets" and "Action Memoranda" contained
within the file, rarely does the actual working file
have to be pulled and consulted, which saves the
time, also, of the records management clerk in my
office. Original documents are not placed within the
CCAF, but are still maintained in a regular Clerk's
Office file, whether it be an ordinance file, a project file, a contract file, etc.
This way, the
integrity of the
records management is not
threatened, and retention and destruction of records
are of course still processed in accordance with
State law. The CCAF is completely separate from the
other records and is a permanent record itself, as
were the formal, typed minutes. We construct the

CCAf to be a complete and accurate record of any
given Council meeting. This record is fairly rapidly
assembled compared to the laborious typing of lengthy
minutes as was done in the past.
And, the response of the City Clerk's staff to
this task change? What else? It's "HOORAY, HOORAY
HOORAY I"
And what has been the response of the
Spokane citizenry who make requests to see the formal
minuts which formerly (no pun intended) were typed?
No problems have occurred whatsoever. The CCAF file
provides all the information that the formal, typed
minutes would have provided; and where there is more
specific information desired, the inquirer is welcome
to listen to the taped recording of the meeting in
which he is interested.
Insofar as court cases
involving City business or Council actions are concerned, a transcript of the particular meeting or
meetings involved is almost always required, and the
"formal" mintues served no useful purpose.
If
necessary, or if so requested by the Court, the Clerk
could submit the Council Action File as a "formal
minutes instrument," providing. essentially the same
information
as the old typed mintues of the past.
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In summation, the Spokane's Office of the City
Clerk, at least, the institution of the "City Council
Action File" has bene an efficient and welcome answer
to the constant, weekly problem of maintaining a
"formal" minutes record of Cit,_ Council meetings.
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New CMC's
Donna Mclean, Clerk Treasurer, Fairfield
Tom Riffe, City Clerk-finance Director, Longview
Kathleen Holscher, Deputy City Clerk-Treasurer,
Union Gap
Academy Membership
Debra Symmonds, CMC, City Clerk, Mercer Island, has
been admitted as a member of the International
Institute of Municipal Clerks Academy for Advanced
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