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CITY OF MILPITAS, CALIFORNIA

SUBJECT: COUNCIL POLICY FOR EVENTS

PURPOSE OF THE POLICY

The purpose of this policy is to establish City policy, guidelines and conditions for the use of funds appropriated
to the City Council for hosting or donating to intergovernmental agencies and non-profit organizations and for
requesting fee waivers for events. This policy addresses the desire of the City Council for individual
Councilmembers to be able to host events that benefit the City and the Milpitas community. These events
support the City Council’s priorities and shall not be related to campaigning or any other political advocacy
efforts and shall generally serve a public purpose.

PROCEDURES

A. General Conditions

1.

The City Council has an approved budget for donations and fee waivers for intergovernmental agencies
or non-profit organizations that provide Milpitas community benefit. In addition to this, each individual
Councilmember shall have an approved budget for either hosting his/her own events or for donating to
additional events and providing fee waivers, distinct from those submitted per the adopted policy — City
Council Donations and Fee Waiver/Reduction Policy are regulated by Council policy 01-07. Per this
policy, all requests for events and fee waivers or donations for non-profit organizations shall continue to
be brought forward for Council consideration.

Guidelines for the use of City facilities for a Councilmember hosted or sponsored program or event are
outlined in the City of Milpitas Facility Use Manual (Indoor and Outdoor Facilities).

Any events hosted or sponsored by an individual Councilmember shall be for a wide-reaching public
purpose serving the Milpitas community at-large, and shall support the priorities of the full Council.
Events shall be open to the public and to any other Councilmembers who may wish to attend.
Councilmember hosted events shall not be related to a campaign event. To ensure the integrity of the
events, no hosted events shall take place in the six months preceding a municipal election.

Staff support for any individual Councilmember hosted events shall be limited to x hours, including
staff time needed for facility use, unless approved by the full Council. The level of staff support,
excluding general facility attendant staff, will be identified and assigned by the City Manager or his/her
designee.

The approved budget may be used for facility rentals within the City of Milpitas, refreshments,
contractual services, and supplies but cannot be used to provide gifts to event participants or to serve
alcohol.



B. Responsibility of the Councilmember

1. Each Councilmember, with the assistance of staff, must complete the Event and Facility Use Request
Forms and submit to the City Manager and City Attorney’s office for review to ensure compliance with
state law, and approval.

2. Event coordination and any purchase of refreshments and supplies for events hosted by individual
Councilmembers shall be the responsibility of the individual Councilmember.

3. Each Councilmember shall submit all receipts related to the event within 30 days after the event in
order to be reimbursed.

4. Each Councilmember shall provide a brief verbal report to the full Council on the benefits and outcome
of the event, including event attendance.

C. Responsibility of the City Manager

It is the City Manager or designee’s responsibility to review and track the events budget for each
Councilmember and to provide regular updates.

D. Expense Reimbursement

Councilmembers shall submit expense reimbursement requests on Finance Department provided forms with
original receipts within 30 days after the event.
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