
WHO AM I?

• Lifelong Philomath resident
• 1999 Utility Billing Clerk
• 2001 Municipal Court Clerk
• 2002 City Recorder
• Master Municipal Clerk designation
• Past President of the Oregon Assoc. of

Municipal Recorders
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PRIMARY RESPONSIBILITIES

• Clerk to the Council
– Agendas
– Minutes
– Ethics

• Records Management Officer
• Elections Officer
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WHAT ELSE DOES THE
CITY RECORDER DO?

• Building Permits Clerk
• Planning Assistant
• Webmaster
• Permits/Licenses Manager
• Electronic Readerboard Manager
• City Newsletter Editor
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PUBLIC MEETINGS
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QUORUMS

• Mayor and 6 City Councilors
• 4 or more gathered constitutes a quorum
• Social gatherings are not a public meeting
• Standing Committees only have 3 members

– Police Committee
– Finance/Administration Committee
– Public Works Committee

• Budget Committee – 14 Members
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ELECTRONIC MEETINGS

• Electronic meetings or “chain email meetings 
are not allowed

• The City provides each elected official with an 
email account

• Councilors receive training on proper use of 
email

• The City Recorder monitors these accounts to 
ensure compliance
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REQUIRED MEETING NOTICES

• Media must receive notice of public meetings 
24 hours in advance – except for emergencies

• Notice includes agenda items – but other 
agenda items can be added

• Executive Sessions MUST BE noticed
• The media IS NOT required to publish notice 

of the meeting
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REQUIRED MEETING NOTICES

• Who do we notify?
– Gazette Times (4 different reporters)
– Philomath Express
– KGAL Radio
– Corvallis Community Access TV (City of Corvallis)
– Chamber Director (Community Calendar)
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PUBLIC NOTICE TYPES

• Typical Media Notice:
Following is the City of Philomath’s public meetings schedule for the 
week of April 10:
Monday, April 10
7:00 p.m. – City Council meeting, immediately followed by Urban 
Renewal Agency meeting at City Hall, 980 Applegate, Philomath.
• City Council agenda: Visitors/Petitions – Kevin Sullivan; Public 

Hearings – Proposed Ordinance #818 adopting PMC Chapter 3.25, 
General Fund Fee and PC17-02 application for city zoning by Skirvin 
Farms; Arbor Day proclamation; Contract award for North 12 Street 
water line replacement project; Executive Sessions per ORS 
192.660(2)(d) Labor negotiations and (e) Real property transactions.

• Urban Renewal Agency agenda: Award contract for 2017 Downtown 
water and sanitary sewer system improvements project.
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PUBLIC NOTICE TYPES

• Paid Public Notice:

How Much $$$
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PUBLIC NOTICE TYPES

• Paid Public Notice:

$217 !! Based on 2017 rates
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OTHER NOTICE METHODS

• City Website
• Newsletter
• City Council Agenda
• Weekly Email Blast
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LAND USE PUBLIC HEARINGS

• Must follow State Statutes
• Most notification requirements are in our own 

Zoning Code
• 2018 Zoning Code revision requires posting 

notices of land use public hearings on the 
City’s website
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LAND USE PUBLIC HEARINGS

PMC 18.105:
– Mailed notice to area property owners within 250 

feet
– Posted on property (Type III applications – i.e. 

subdivisions)
– Posted in 6 public places: (Type IV applications –

i.e. zone changes) City Hall, Police Department, 
Library, Post Office, Public Works, School District 
Office

– Posted on website
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OTHER NOTICE METHODS:

• Social Media
–Facebook

•Currently limited to special events:
–Music in the Park
–Dedications

–Twitter
•Not currently used

2019 Citizens' Academy Presentation Page 15 of 31



PUBLIC RECORDS REQUESTS

• Information on City website Administration 
page:
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REQUEST FORM
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RECORDS vs. INFORMATION

• With certain exceptions, we’re required to 
provide public records we are in possession of
– Exceptions:

• Utility billings records
• Certain employee information
• Other records exempted by State statute

• We are not required to CREATE public records 
to provide information
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MOST COMMON REQUESTS

• Building permit histories
• Municipal Court records for military enlistees
• Automobile accident reports
• Websites like “Open the Books”
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PUBLIC REQUEST EXAMPLES

• Sunshine Week requests for “City Manager’s 
Expense Report”
– We don’t have a “City Manager’s Expense Report”

– We DO HAVE an “Administration Credit Card Bill”
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PUBLIC REQUEST EXAMPLES

• Open the Books requests for employee information:
Pursuant to the Public Records Law, this is a request for a copy of 
the following records: An electronic copy of any and all 
employees for years of 2015, (fiscal or calendar year). Each 
employee record should contain the employer name; employer 
zip code; year of compensation; first name, middle initial, last 
name; hire date (mm-dd-yyyy); gross annual (fiscal or calendar) 
wages (including but not limited to salary, over-time wages); 
position; etc. (etc.: means any other public data available, as to 
not require the agency to have to remove data from existing 
records.) This data should be broken down by employer, 
employee and year.
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PUBLIC REQUEST EXAMPLES

• Not a record we could produce without 
releasing undiscloseable employee 
information

• Required an employee to collect and create a 
spreadsheet with that information

• State statute requires notice to employees of 
release of information (even retirees)

• Fee was based on total cost to complete the 
request -- $74
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PUBLIC REQUEST EXAMPLES

• Response after narrowing down the scope of the 
request:

Adam, I requested that our Finance Director review the deposit amount 
for your records request. She has taken steps to reduce the expense to the 
City in meeting the state statutory requirement for notifying each of our 
employees individually when information such as this is released and has 
reduced the deposit to $74. This estimated cost is for her staff to derive 
the requested information from our software system and provide it in the 
format requested. Again, this is a deposit. Actual employee time will be 
tracked and a timely refund provided if it requires less time. Upon receipt 
of the deposit, we will proceed immediately with processing your request. 
A revised invoice is attached.
Ruth
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PUBLIC REQUEST EXAMPLES

• What they did with the information:
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WHAT DO WE PROVIDE FOR FREE?

• Website provides:
– Audio recording of meetings
– Approved minutes
– Agendas
– Budgets for the past 10 years
– Independent Audits 

for the past 10 years
– Open land use application documents
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WHAT DO WE PROVIDE FOR FREE?

• Website provides:
– Water Quality Reports for the 

past 9 years
– Master plans for

• Water
• Sewer
• Stormwater
• Streets
• Parks
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WHAT ELSE IS ON OUR WEBSITE?

• Link to building permit information via Oregon 
ePermitting system:
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WHAT ELSE IS ON OUR WEBSITE?

• Emergency Management information, 
including Marys River flow levels:
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WHAT ELSE IS ON OUR WEBSITE?

• Direct link to the Philomath Community 
calendar

• Election filings
• Contact us!
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WHO CAN USE CITY HALL?

• The meeting room is available for:
– Other governmental groups – i.e. Fire Board
– Local Non-profits – i.e. Marys River Watershed 

Council and Corvallis to the Sea Association

• The meeting room is not available for:
– Private Birthday or Anniversary parties
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DID YOU KNOW?

• There is a records room at City Hall

TOUR!
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