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ARTICLE I	IN	GENERAL

Sec. 2-1 Surveyors1 Description Adopted.
The metes and bounds description prepared by, City of East Mountain, shall be adopted as the official legal description of the city and is on file in the office of the city secretary.


Sec. 2-2  Official Map
The map or plat of the city filed with the county clerk, on, and certified that it represents the original boundaries of the city and reconfirmed by the city council on, is declared to be the official map and plat of said city.
State Law reference- Municipal boundaries, V.T.C.A. Local Government Code Ch. 41


Sec.2-3  Official Newspaper
The official newspaper of the city shall be The Gilmer Mirror, Gilmer, Texas


Sec. 2-4 thru 2-22  Reserved


ARTICLE II  CITY COUNCIL


Sec. 2-23	Setting of council meeting agenda; procedures for citizen participation at meetings.
The city believes in an open, transparent, and local government. The rules established below are intended to establish a uniform and orderly process for citizens to be involved in their government while encouraging and inviting their participation. They are intended to be simple and reasonable, allowing for

common sense and good governance. They are not intended to restrict debate, dissent, open government or the legislative process.


(1) 	The mayor, working in conjunction with the city secretary, shall set the city council agenda. Together they shall use their best judgment to determine which items of city business are to come before the city council.
(2) The mayor and/or any member of the city council shall have the authority to have an item(s), whether for discussion or action, be placed on the agenda of a city council meeting. This may be done by notifying the city secretary in writing within a reasonable timeframe before the meeting in which the item is to be brought before the city council.
(3) 	Citizens desiring to have an item brought before the city council shall notify the mayor in writing no less than seven working days in advance of the city council meeting in which they want the item brought before the city council. The mayor, after consultation with the requestor, shall decide if the matter is to be placed on the city council's agenda, and whether it should be a discussion item or action item.
(4) 	A citizen may bring no more than one item before the city council per month.
(5) 	If a citizen requests an item to be placed on the agenda, and then it is voted on and defeated by majority vote of the city council, the requestor may not bring the same item back before the city council for a period of six months.
(6) 	Groups of people wishing to have an issue placed on the City council's agenda are encouraged to utilize a single spokesperson when representing their interest before the city council.
(7) 	When a citizen is addressing the city council he/she is encouraged to recognize and utilize proper decorum. This includes refraining from personal attacks, no use of offensive language, and stating his/her case expeditiously. The presiding officers of the meeting may reasonable limit or expand the scope of the discussion and/or the time spent discussing an item.
(8) 	Regarding citizens commenting on agenda items which they did not request for placement on the agenda, the presiding office of the city council meeting may, at his or her own discretion, recognize a person

and/or persons in attendance at the city council meeting and allow such person(s) to speak on an item(s) before the city council
(9) 	Citizens attending city council meetings wishing to address the city council on non-agenda items shall be allowed to do so through the following process
(a) 	They shall complete a speaker's form provided by the city secretary and provide it to the city secretary in advance of the call to order of the city council meeting
(b) 	They must first be recognized by the presiding officer of the meeting.
(c) 	They shall identify themselves by name and home address for the record.
(d) 	Their comments shall be made from the front of the room, and shall be limited to three minutes.
(e) 	A maximum of seven public speakers or groups will be permitted per city council meeting.
(f) 	Groups of people wishing to address a single issue are encouraged to utilize a single spokesperson to represent their interest.

In compliance with the Texas Open Meetings Act, the city council is not to respond	to questions and issues raised which are not listed on the agenda of the city council meeting.


Sec 2- 24 thru 47	RESERVED


ARTICLE Ill. OFFICERS AND EMPLOYEES


DIVISION 1	GENERALLY


Sec 2-48 thru 67	RESERVED






DIVISION 2	CITY OFFICES


Sec 2-68  Police chief; court clerk; city secretary
This division shall apply to the offices of police chief, court clerk, city secretary and corporation court judge; and to other such offices as the city council may from time to time direct
Ordinance 204/205/81


Sec 2-69	Appointment
The appointment to the office shall be as directed by the city council


Sec 2-70	Term of Office
The term of the office shall be for a period of two years, except that no appointment shall extend beyond the unexpired term of the term


Sec 2-71	Removal from Office
The removal from the office shall be as directed by the city council and only for adequate cause and by the adoption of a resolution by the city council declaring its want of confidence in the appointee, but only after due notice to, and an opportunity for a hearing by the appointee.


Sec 2-72	Good Standing in City
Each officer shall be a suitable person, whose taxes have been paid and who is not indebted to the city


Sec 2-73	Compensation
The officer shall be compensated as directed by the city council


Sec 2-74 thru 104  Reserved

DIVISION 3	BUSINESS TRAVEL


NOW, THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF EAST MOUNTAIN, TEXAS that:
{1) The City of East Mountain Policies and Procedures Guide is hereby amended to include a new section entitled BUSINESS TRAVE POLICY, which shall read as follows:
(A) The City of East Mountain will reimburse employees and city officials for reasonable business travel expenses incurred while on assignments away from normal work location. All Business travel must be approved in advance by the Department Head. Employees with approved travel are responsible for their own travel arrangements. Employees are expected to limit expenses to reasonable amounts. Expenses that generally will be reimbursed are:
(1) 	Air or train fare for travel in coach or economy class or the lowest available fare
(2) Car rental fees, only for compact or mid-sized cars
(3) 	Fares for shuttle or airport bus service, or other public ground travel
(4) Taxi fares, only when there is no less expensive alternative
(S)Mileage costs for use of personal cars, only when less expensive transportation is not available
(6) Staying at moderately priced hotel/motel establishments
(7) Meals reimbursed with receipts
(8) 	Charges for telephone calls, fax and similar charges required for business purposes only
(B) Employees or city officials are involved in an accident while traveling on business must promptly report the incident to their immediate supervisor, Vehicles owned, leased or rented by the City of

East Mountain may not be used for personal use without prior approved.
{C) With prior approval, employees and city officials on business travel may be accompanied by a family member or friend, when the presence of a companion will not interfere with successful completion of business objectives. Generally, employees and city officials are also permitted to combine personal travel and business travel as long as time away from work is approved. Additional expenses arising from such non-business travel are the responsibility of the employee or city official. Costs incurred by personnel other than City employees or officials will not be reimbursed.
(D) Travel advance may be paid when business travel expenses are expected to exceed five hundred dollars ($500.00). When travel is completed, employees and city officials shall complete travel expense reports to the personnel cherk on the appropriate forms within 15 days. Employees should contact their supervisor or City Secretary for guidance and assistance on procedures related to travel arrangements, expense reports, reimbursement for specific expenses or any other travel arrangements
(E) When two or more employees or city officials are traveling to the same location for the same purpose, they should travel together whenever possible to avoid unnecessary travel expense. When two or more officials or employees travel in a single automobile, only one employee will receive per mile or other automobile reimbursements
(F) Expenses which are not permitted under the terms of grants contracts or agreements with other agencies will not be charged as costs to those grants, contracts, or agreements
(G) If an employee who is subject to the overtime provisions of FLSA travels overnight on business (more than one day}, they will be paid for time spent traveling (except for meal periods) during their "normal working hours" on their non-working days such as Saturdays or

holidays, as well as time spent during their normal working hours on their working days. Travel time spent as a passenger on an airplane, train, bus or car "outside of regular working hours" is not considered work time
(H) In case where a rental car is used, employees do not need the optional insurance coverage; the City's auto liability coverage will suffice. Employee's personal auto insurance will pay for damage to auto unless the employee obtains (purchases) the collision driver waiver
(I) Where use of personal vehicle is judged to be the most reasonable means of transportation in the conduct of official city business, reimbursement will be at the current rate allowed by City Council for business use of an automobile
(J) Employees and city officials are expected to report the shortest distance between points of departure and destinations for all travel. All reimbursements must be approved by the department and be within the department's budget appropriation
(K) Employees and city officials who travel in a non-city-owned vehicle may be reimbursed the actual cost of fuel, oil or other expenses related to the safe operation of the vehicle (with actual receipts)
(L) Conference registration checks will be made out only to the organization sponsoring the conference
(M) Abuse of the business travel expense policy, including falsifying expense reports to reflect costs not incurred by the employee or official, can be grounds for legal and disciplinary action, up to an including termination of employment, removal from office and prosecution
(2) This Ordinance shall take effect immediately upon its adoption and dissemination.
ORDINANCE #125 PASSED AND APPROVED ON THE 14TH DAY OF JULY, 2003

SIGNED BY: Mayor, Ronnie Hill and City Secretary, Tammy Hazel


DIVISION 4	RETIREMENT SYSTEM


WHEREAS, the City Council of The City of East Mountain, Texas finds that it will be in the public interest for the City to have its employees participate in the System as hereinafter provided; now, therefore,
Ordinance 120 Sections 1-11 with amendments 131, 136, 143


Sec 2-105	Municipal Retirement System
The City Council, on behalf of said city, hereby exercises its option and elects to have the city and all of the employees of all departments now existing and those hereafter created participate in the Texas Municipal Retirement System as provided in the TMRS Act (V.T.C.A. Government Code Ch 851 et seq.)
Ordinance 120 Section 1


Sec 2-106	Participation
The city manager is hereby directed to notify the board of trustees of the state municipal retirement system that the city has elected to participate and have the employees of the city covered in said system.
Ordinance 120 Section 2


Sec 2-107	Effective Date
Each person who becomes an employee of a participating city on or after the effective date of participation of such city whose position shall require more than 1,000 hours per year shall become a member of the state municipal retirement system as a condition of their employment
Ordinance 120 Section 3 Sec 2-108	Fixed Rate

In accordance with the provisions of the TMRS Act, the deposits to be made to the state municipal retirement system on account of current service of the employees of the several participating departments are hereby fixed at the rate of 7% of the full earnings of each employee of said departments.
Ordinance 120 Section 5


Sec 2-109	Prior Service Credit
Each employee who qualifies for such credit shall be allowed prior service credit (as defined in V.T.C.A. Government code § 853.101 thru §853.404) at the rate of 100% of the "base Updated Service Credit" of such member, calculated in the manner prescribed in V.T.C.A. Government Code § 853.105
Ordinance 120 Section 6


Sec 2-110	Current Service Annuity
For each month of current service rendered to this city by each of its employees who are members of the state municipal retirement system, the City will contribute to the current service annuity reserve of each such member, at the time of his retirement, a sum that is 200% of such member's accumulated deposits for such month of employment; and said sum shall be contributed from the city's account in the municipality accumulation fund
Ordinance 143


Sec 2-111	Reports and Certifications
The city secretary is hereby directed to remit to the board of trustees of the state municipal retirement system, at its office in Austin, Texas, the city contributions to the system and the amounts which shall be deducted from the compensation or payroll of employees, all as required by said board under the revisions of the TMRS Act, and the said official is hereby authorized and directed to ascertain and certify officially on behalf of the city the prior service rendered to the said municipality by each of the employees of the participating departments, and the average prior service compensation received by each of the employees of the participating departments and make and execute all prior service certifications and all other reports and certifications which may be required of the

city under the provisions of the TMRS Act, or in compliance with the rules and regulations of the board of trustees of the state municipal retirement system
Ordinance 120 Section 8


Sec 2-112	Supplemental Death Benefits
The city hereby elects to participate in the supplemental death benefits fund of the state municipal retirement system for the purpose of providing in-service death benefits for each of the city's employees who are members of said system, and for the purpose of providing post-retirement death benefits for annuitants whose last covered employment was as an employee of the city, in the amounts and on the terms provided for in V.T.C.A., Government Code §852.004, 854.601 thru § 854.605,§ 855.313, §855.314, and §855.502
Ordinance 120 Section 9


Sec 2-113	Normal and Prior Service Contributions
Pursuant to V.T.C.A. Government Code§ 855.407(g), the city hereby elects to make future normal and prior service contributions to its account in the municipal accumulation fund of the system at such combined rate of the total compensation paid by the city to employee who are members of the system, as the system's actuary shall annually determine as the rate necessary to fund, within the amortization period determined as applicable to the city under the TMRS Act, the costs of all benefits which are or may become chargeable to or are to be paid out of the city's account in said accumulation fund, regardless of other provisions of the TMRS Act limiting the combined rate of city contributions
Ordinance 120 Section 11


Sec 2-114 Authorization of Restricted Prior Service Credit/Updated Service Credit
(a) On the terms and conditions set out in V.T.C.A. Government Code §
853.401 thru 853.404 of Subtitle G Title 8, as amended (hereinafter referred to as the TMRS Act), each member of the Texas Municipal Retirement System (hereinafter referred to as the "system") who has current service credit or prior service credit in the System in force and

effect on the 1st day of January of the calendar year preceding such allowance, by reason of service in the employment of the City. And on such date had at least 36 months of credited service with the System, shall be and is hereby allowed "Updated Service Credit" (as that term is defined in subsection (d) of Section 853.401 of The TMRS Act)

(b) 	On the terms and conditions set out in Section 853.601 of the TMRS Act, any member of the System who is eligible for Updated Service Credits on the basis of service with the City, who has unforfeited credit for prior service and/or current service with another participating municipality or municipalities by reason of previous service, and was a contributing member on the 1st day of January of the calendar year preceding accordance with, and subject to adjustment as set forth in Section 853.601, both as to the initial grant hereunder and all future grants under this ordinance.

(c) 	The Updated Service Credit hereby allowed and provided for shall be 100% of the "base "Updated Service Credit" of the member (calculated as provided in subsection (c) of Section 853.402 of the TMRS Act).

(d) 	Each Updated Service Credit allowed hereunder shall replace any Updated Service Credit, prior service credit, special prior service credit, or antecedent service credit previously authorized for part of the same service.

(e) 	In accordance with provisions of subsection (d) of Section 853.401 of the TMRS Act, the deposits required to be made to the System by employees of the several participating departments on account of current service shall be calculated from and after the effective date of this ordinance on the full amount of such person's compensation as an employee of the City.
Ordinance 143

Sec 2-115 Increase in Retirement Annuities

(a) 	On terms and conditions set out in Section 854.203 of the TMRS Act, the City hereby elects to allow and to provide for payment of the increase below stated in monthly benefits payable by the system to retired

employees and to beneficiaries of deceased employees of the City under current service annuities and prior service annuities arising from service by such employees to the City. An annuity increased under the Section replaces any annuity or increased annuity previously granted to the same person.

(b) 	The amount of the annuity increase under this Section is computed as the sum of the prior service and current service annuities on the effective date of retirement of the person on whose service the annuities are based, multiplied by 70% of the percentage change in Consumer price Index for All urban consumers, from December of the year immediately preceding the effective date of the person's retirement to the December that is 13 months before the effective date of this Section.

(c) 	An increase in an annuity that was reduced because of an option selection is reducible in the same proportion and in the same manner that the original annuity was reduced.

(d) 	If a computation hereunder does not result in an increase in the amount of an annuity, the amount of the annuity will not be changed hereunder.

(e) 	The amount by which an increase under the Section exceeds all previously granted increases to an annuitant is an obligation of the city and of its account in the municipality accumulation fund of the System.
Ordinance 143

Sec 2-116 Dates of Allowances and Increases

The initial allowance of Updated Service Credit and increase in retirement annuities hereunder shall be effective on January 1, 2007, subject to approval by the Board of Trustees of the System. An allowance of Updated Service Credits and an increase in retirement annuities shall be made hereunder on January 1 of each subsequent year until this ordinance ceases to be in effect under subsection€ of Section 853.404 of the TMRS Act, provided that, as to such subsequent year, the actuary for the System has made the determination set forth in subsection (d) of Section 853.404 of the TMRS Act.
Ordinance 143

BE IT FURTHER ORDAINED:

Increased municipal Contributions: that effective January 1, 2007, for each month of current service thereafter rendered by each of its employees who are members of the Texas Municipal Retirement System, the City will contribute to the current service annuity reserve of each such member at the time of his or her retirement a sum that is 200% of such member's accumulated deposits for such month of employment; and said sum shall be contributed from the City's account in the municipality accumulation fund.
Ordinance 143

Sec2-117 thru 141 Reserved


DIVISION 5 HEALTH INSURANCE

Sec2-142 Texas Municipal league Group Benefits

Whereas, the City of East Mountain have the TML Group Benefits Risk Pool administer continuation of coverage for its officers and employees;
Whereas, executing the TML Group Benefits Risk Pool Continuation of Coverage Agreement is in the best interest of the City of East Mountain, its officers and employees, and the public generally;

(a) The foregoing recital is incorporated into this Ordinance as findings of fact.

(b) 	The City of East Mountain hereby elects to have the TML Group Benefits Risk Pool administer the City's continuation of coverage.

(c) 	The City of East Mountain hereby adopts the following benefit plans to be provided to its officers and employees through the Texas Municipal League Group Benefits Risk Pool: Medical, Dental, Life and Vision. The benefit plan herein adopted are attached hereto as Exhibit A and incorporated herein for all purposes.

(d) 	The Mayor, is hereby authorized to execute the TML Group Benefits Risk Pool continuation of coverage agreement on behalf of the City of East Mountain

(e) 	The City Secretary is hereby ordered to enter a copy of this Ordinance in the City of East Mountain minutes

(f) 	All existing the City of East Mountain ordinances in conflict with the provisions of this Ordinance are repealed to the extent of the conflict

(g) 	It is hereby officially found and determined that the meeting at which this Ordinance was considered was open to the public as required and that public notice of the time, place, and purpose of said meeting was given as required by the Open Meeting Act, Chapter 551 of the Texas Government Code.
Ordinance 102A-B



ARTICLE IV BOARDS AND COMMISSIONS

Sec 2-143 thru 165	Reserved


ARTICLE V	FINANCE



DIVISION 1- GENERALLY

Sec 2-166	Charge for Public Information

(a) 	Each person requesting copies of public information shall pay a fee for such copies, said fee to be calculated in accordance with the schedule as currently established or hereafter adopted by resolution of the city council from time to time.

(b) 	The Mayor or his designee may provide copies of public information or access to public information free of charge or at a reduced charge if he determines that waiver or reduction of the charge is in the public interest because providing the copy of the information primarily benefits the general public. In addition, the Mayor or his designee may waive the charge for copies of or access to public information if the cost of processing the collection charge will exceed the amount of the charge.


Sec 2-167 Charges for Municipal Court Records

(a) 	Each person requesting copies of municipal court records shall pay a fee for such copies, said fee to be calculated in accordance with the schedule as currently established or hereafter adopted by resolution of the city council from time to time.

(b) 	Notwithstanding subsection (a) of this section, a person shall not be charged for copies of municipal court records requested in conjunction with a municipal court case to which that person is a party. For purpose of this section, a person is party to a municipal court case if the person is a complainant or defendant in the case or if the person is a representative of a complainant or defendant in the case.

(c) 	The judge of the municipal court may provide copies of municipal court records or access to municipal court records free of charge or at a reduced charge if he determines that waiver or reduction of the charge is in the public interest because providing the copy of the information primarily benefits the general public. In addition, the judge may waive the charge for copies of or access to municipal court records if the cost of processing the collection charge will exceed the amount of the charge. Finally, the judge may waive or reduce the charge for copies of or access to municipal court records if he/she determines such waiver or reduction to be in the interest of justice

(d) 	The clerk of the municipal court may waive the charge for copies of or access to municipal court records if the cost of processing the collection charge will exceed the amount of the charge.

Sec 2-168	Schedule of Charges

Schedule of charges for service and/or copies requested of public information and/or municipal court records shall be as currently established or as hereafter adopted by resolution of the city council from time to time.

Sec 2-169 thru 2-189 Reserved


DIVISION 2- DAMAGE CLAIMS

Sec 2-190 Notice for Damages or Injury

(a) 	The City of East Mountain shall never be liable for any claim for property damage or for personal injury, whether such personal injury results in death or not unless the person damaged or injured, or someone in his behalf, or in the event the injury results in death, the person or persons who may have a cause of action under the law by reason of such death or injury, shall, within sixty (60) days or within six {6) months for good cause shown from the date the damage or injury was received, give notice in writing to the Mayor and City Council of the following facts:

(1) The date and time when the injury occurred and the place where the injured person or property was at the time when the injury was received.
(2) The nature of the damage or injury sustained.
(3) The apparent extent of the damage or injury sustained
(4) 	A specific and detailed statement of how and under what circumstances the damage or injury occurred.
(5) The amount for which each claimant will settle
(6) The actual place of residence of each claimant by street, number, city and state	on the date the claim is presented
(7) In the case of personal injury or death, the names and addresses of all persons who, according to the knowledge or information of the claimant witnessed the happening of the injury or any part thereof and the names of the doctors, if any, to whose care the injured person is committed.







(8) In the case of property damage, the location of the damaged property at the time the claim was submitted along with the names and addresses of all persons who witnessed the happening of the damage or any part thereof.

(b) 	The notice requirements provided or ratified and approved by this section do not apply if the city has actual notice that death has occurred, that the claimant has received some injury, or that the claimant's property has been damaged
Ordinance 78 Sec 1

Sec 2- 191 Proof of Petition

No suit of any nature whatsoever shall be instituted or maintained against the City of East Mountain unless the plaintiff therein shall ever prove that previous to the filing of the original petition the plaintiff applied to the City Council for redress satisfaction, compensation, or relief, as the case may be, and that the same was by vote of the City Council refused.
Ordinance 78 Sec 2

Sec 2-192 Address of Petition

All notice required by this ordinance shall be effectuated by serving them upon the (City Secretary, City Clerk or City Manager) at the following locations: City Hall, and all such notices shall be effective only when actually received in the office of the person named above.
Ordinance 78 Sec 3


Sec 2-193 City Official Authority to Waive Provisions

The above written notice requirements shall be waived if the City has actual knowledge of death, injury or property damage likely to result in a claim against the City. The City shall not be deemed to have actual knowledge unless that knowledge is attributable to an appropriate City Official, whose job duties include the authority to investigate and/or settle claims against the City,
Ordinance 78 Sec 4


Sec 2-194 Swear to Notice

The written notice required under this ordinance shall be sworn to by the person claiming the damage or injuries or by someone authorized by him to do so on his behalf. Failure to swear to the notice as required herein shall not render the notice fatally defective, but failure to so verify the notice may be considered by the City Council as a factor relating to the truth of the allegations and to the weight to be given to the allegations contained therein.
Ordinance 78 Sec 5


Sec 2-195 Provisions of Ordinance

If any provision of this ordinance or the application hereof to any person or circumstance is held invalid, such invalidity shall not affect other provisions or applications of the ordinance which can be given effect without defeating the purpose or objective of the provisions, and to this end, the provisions of this ordinance are declared to be severable
WHEREAS, an emergency is apparent for the immediate preservation of order and good government that requires this ordinance to become effective at once; thereof, upon passage of this ordinance by a favorable vote of the Council, it shall be effective from and after the date of its passage.
Ordinance 78 Sec 6 & 7


Sec 2-196 thru 2-211 Reserved


ARTICLE VI- MANAGEMENT OF CITY RECORDS

Sec 2-212 Definitions

The following words, terms and phrases, when used in this article, shall have the meanings ascribed to them in this section, except where the context clearly indicates a different meaning:

Department Head means the officer who by ordinance, order, or administrative policy is in charge of an office of the city that creates or receives records.

Director and Librarian means the executive and administrative officer of the state library and archives commission

Essential Record means any record of the city necessary to the resumption or continuation of operations of the city in an emergency or disaster, to the re­ creation of the legal and financial status of the city, or to the protection and fulfillment of obligations to the people of the state.

Permanent Record means any record of the city for which the retention period on a records control schedule is given as permanent

Records Control Schedule means a document prepared by or under the authority of the records management officer listing the records maintained by the city, their retention periods, and other records disposition information that the records management program may require.
Records Management means the application of management techniques to the creation, use, maintenance, retention, preservation and disposal of records for the purposes of reducing the costs and improving the efficiency of recordkeeping. The term includes the development of records control schedules, the management of filing and information retrieval systems, the protection of essential and permanent records, the economical and space­ effective storage of inactive records, control over the creation and distribution of forms, reports and correspondence, and the management of micrographics and electronic and other records storage systems.

Records Management Committee means the committee established in this article

Records Management Officer means the person designated in this article

Records Management Plan means the plan developed under this article

Retention Period means the minimum time that must pass after the creation, recording, or receipt of a record, or the fulfillment of certain actions associated with a record, before it is eligible for destruction.


Sec 2-213 Municipal Records Described; Scope of Article

(a) 	All documents, papers, letters, books, maps, photographs, sound or video recordings, microfilm, magnetic tape, electronic media, or other information recording media, regardless of physical form or characteristic and regardless of whether public access to it is open or restricted under the law or in the transaction of public business are hereby declared to be the records of the city and shall be created, maintained, and disposed of in accordance with the provisions of this article or procedures authorized by it and in no other manner.

(b) The term "records of the city" or" municipal records" does not include:

(1) Extra identical copies of documents created only for convenience of reference or research by officers or employees of the local government;
(2) Notes, journals, diaries, and similar documents created by an officer or employee of the local government for the officer's or employee's personal convenience.

(3) Blank forms;

(4) Stocks of publications;

(5) Library and museum menials acquired solely for the purposes of reference of display;

(6) Copies of documents in any media furnished to members of the public to which they are entitled under V.T.C.A., Government Code ch. 552 or other state law; or

(7) 	Any records, correspondence, notes, memoranda, or documents, other than a final written agreement described by V.T.C.A., Government Code §

2009.054(c), associated with a matter conducted under an alternative dispute resolution procedure in which personnel of a state department or institution, local government, special district, or other political subdivision of the state participated as a party, facilitated as an impartial third party, or facilitated as the administrator of a dispute resolution system or organization.


Sec 2-214 Municipal Records Declared Public Property

All municipal records as defined in section 2-213 are hereby declared to be the property of the city. No municipal official or employee has, by virtue of his position, any personal or property right to such records even though he may have developed or compiled them. The unauthorized destruction, removal from files, or use of such records is prohibited.

Sec 2-215 Policy

It is hereby declared to be the policy of the city to provide for efficient, economical, and effective controls over the creation, distribution, organization, maintenance, use, and disposition of all municipal records through a comprehensive system of integrated procedures for the management of records from their creation to their ultimate disposition, consistent with the requirements of the state Local Government Records Act and accepted records management practice.


Sec 2-216 Designation of Records Management Officers

The city secretary, and the successive holders of said office, shall serve as records management officer for the city. As provided by state law, each successive holder of the office shall file his name with the director and librarian f the state library within 30 days of the initial designation or of taking up the office, as applicable.

Sec 2-217 Establishment of Records Management Committee; Duties

(a) Established. A records management committee consisting of those city officials designated by the mayor is hereby established.

(b) Duties. The committee shall.

(1) 	Assist the records management officer in the development of policies and procedures governing the records management program

(2) 	Review the performance of the program on a regular basis and propose changes and improvements if needed;

(3) Review and approve records control schedules submitted by the records management officer;

(4) 	Give final approval to the destruction of records in accordance with approved records control schedules; and

(5) 	Actively support and promote the records management program throughout the city.


Sec 2-218 Records Management Plan to be Developed; Approval of Plan;
Authority of Plan

(a) The records management officer and the records management committee shall develop a records management plan for the city for submission to the mayor for review and approval. Subsequently, said plan shall be submitted to the city council for their formal approval. The plan must contain policies and procedures designed to reduce the costs and improve the efficiency of record keeping, to adequately protect the essential records of the municipality, and to properly preserve those records of the municipality that are of historical value. The plan must be designed to enable the records management officer to carry out his duties prescribed by state law and this article effectively







(b) Once approved by the city council, the records management plan shall be binding on all offices, departments, divisions, programs, boards, committee or similar entities of the city and records shall be created, maintained, stored, microfilmed or disposed of in accordance with the plan

(c) 	State law relating to the duties, other responsibilities, or record keeping requirements of a department head do not exempt the department head or the records in the department head's care from the application of this article and the records management plan adopted under it and may not be used by the department head as a basis for refusal to participate in the records management program of the city.

Sec 2-219 Duties of Records Management Officer

The duties of the records management officer shall be as follows:
(1) Administer the records management program and provide assistance to department heads in its implementation;

(2) Pian, formulate, and prescribe records disposition policies, systems, standards and procedures;

(3) In cooperation with department heads, identify essential records and establish a disaster plan for each municipal office and department to ensure maximum availability of the records in order to re-establish operations quickly and with minimum disruption and expenses;

(4) Develop procedures to ensure the permanent preservation of the historically valuable records of the city;

(5) Establish standards for filing and storage equipment and for record keeping supplies;

(6) 	Study the feasibility of and, if appropriate, establish a uniform filing system and a forms design and control system for the city;

(7) Provide records management advice and assistance to all municipal departments by preparation of a manual or manuals of procedure and policy and by on-site consultation

(8) 	Monitor records retention schedules and administrative rules issued by the state library and archives commission to determine if the records management program and the municipality's records control schedules are in compliance with state regulations

(9) 	Disseminate to the city council and department heads information concerning state laws and administrative rules relating to local government records;

{10) Instruct other personnel in policies and procedures of the records management plan and their duties in the records management program;

(11) 	Direct other personnel in the conduct of records inventories in preparation for the development of records control schedules as required by state law and this article;
(12) 	Ensure that the maintenance, preservation, microfilming, destruction, or other	dispositions of municipal records is carried out in accordance with the policies and procedures of the records management program with due regard for:
(a) The duties and responsibilities imposed by state law; and
(b) The confidentiality of information in records to which access is restricted by	law;
(13) Maintain records on the volume of records destroyed under approved records control schedules, the volume of records microfilmed or stored electronically, and the estimated cost and space savings as the result of such disposal or disposition; and
(14} Report annually to the mayor on the implementation of the records management plan in each department of the city, including summaries of the statistical and fiscal data compiled under subsection (13) of this section.
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