
LYNNWOOD Date: Wednesday, April 21, 2021

CITY COUNCIL Time:6:00 PM

Work Session Place:This meeting will be held electronically via 

Zoom. See the City of Lynnwood website for 

details.

6:00 PM A Roll Call

6:05 PM B Federal Lobbyist Update

6:50 PM C City Clerk Pilot Briefing 1 of 3

7:35 PM D Break

7:45 PM E Discussion: Policies Needed to help businesses rebound after COVID-19

8:15 PM F Mayor Comments and Questions

8:20 PM G Council Comments

8:25 PM H Executive Session, If Needed

Adjourn

Memorandums for Future Agenda Items:

Memorandums for Your Information:

Contact: Executive Office (425) 670-5001



CITY COUNCIL ITEM A

CITY OF LYNNWOOD

Executive

TITLE: Roll Call

DEPARTMENT CONTACT: Leah Jensen

DOCUMENT ATTACHMENTS

Description: Type:

No Attachments Available
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CITY COUNCIL ITEM B

CITY OF LYNNWOOD

Executive

TITLE: Federal Lobbyist Update

DEPARTMENT CONTACT: Art Ceniza and Julie Moore

SUMMARY:

City Council will receive an update from our Federal Lobbyist, Mark Dedrick with Summit Strategies. Mark 

will provide an update regarding the American Rescue Plan Act, and potential federal funding opportunities 

for the City of Lynnwood.

DOCUMENT ATTACHMENTS

Description: Type:

No Attachments Available
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CITY COUNCIL ITEM C

CITY OF LYNNWOOD

Executive

TITLE: City Clerk Pilot Briefing 1 of 3

DEPARTMENT CONTACT: Karen Fitzthum, Interim City Clerk

SUMMARY:

The City has had a combined position of Finance Director, City Clerk and City Treasurer since 1971.  This 

first briefing provides the history of the position and how we came to the pilot project.   

ACTION:

Receive a briefing on the City Clerk pilot project.  

DOCUMENT ATTACHMENTS

Description: Type:

City Clerk pilot presentation Backup Material
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City Clerk 

Pilot Project Report

Executive Office
Spring 2021
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Lynnwood Clerk History

• City Clerk was originally an elected position at the formation of 
Lynnwood in 1959.
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Lynnwood Clerk History

• City Clerk is combined with Finance Director and Treasurer.  City 
Clerk incumbent left office May 1971.  

• City distributed the City Clerk function to several positions

Infamous Seattle billboard - April 1971
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Why do we need a City Clerk Now?

• Increased in public demand for access to records

• Finance Director can focus on Financial tasks

• Records Disclosure a high risk for City, sustain the savings

• Risk and Insurance items needed more focused attention

• To apply continuous improvement processes

• Need to manage more records, more effectively

• 3 studies recommend re-establishing the City Clerk office, 1 
focused on IT

4
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Administrative Services

Information Technology Division
• 2015 – Mayor completed a study of 

Administrative Services to determine the best 
options for technology services for the City.   

• City Council adopted a proposed budget 
amendment that separated the Information 
Services division from Administrative Services 
to create the Information Technology 
Department

• To improve services through leadership and 
focus on customers
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Administrative Services History

• 2016 State Auditor Office Staff Analysis

– Proposed 7 improvements

– Clerk workload was analyzed through interview
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2016 SAO Staffing Analysis recommendations

– Completed

• Transfer public disclosure workload to the records group 

• Elimination of the print/copy shop services - done

• Process improvements on risk management, investments, spend 
analysis and system analysis

– In Pilot

• Transfer responsibility for insurance  and claims to Risk Management

• Separate Dept of Finance and City Clerk Office - pilot

• Redefine Finance Director position to remove all clerk functions

• Establish a City Clerk Position

7
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2017 Public Records Work Group 

• Convened by Mayor and included reps from departments and 
council office, to review records and disclosure issues.

1) Recommended establishing the City Clerk office

2) Recommended permanent records disclosure position

3) Recommended implementing records request online software

4) Recommended investing in better equipment 
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Records Services Changes

• Council funded the disclosure position and online request software 
in the 2019-2020 budget

1) Have sustained the cost avoidance of fines and settlements saving over 
$100,000 per year with better records management and disclosure

2) Reduced use of legal defense costs, and achieved annual Joint Legislative 
Audit & Review Committee reports

3) Improved equipment for digitizing records through cost savings
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Administrative Services History

• 2017-2018 Matrix Study City Clerk 
Organizational Review:

1) 31 recommendations in total

2) Based on interviews with staff

3) Conducted comparisons with other 
agencies

4) Did not include workload analysis

5) Provided a framework for piloting the City 
Clerk office 
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Matrix recommendations

• Analysis of 31 points

• 18 are implemented or ongoing

• 7 are not adopted

• 6 are underway or pending
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Matrix recommendations

• Analysis of 31 points - Not adopted:
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Matrix recommendations

• Analysis of 31 points - 6 are underway or pending
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City Clerk pilot program

• Assign Interim City Clerk to the Procurement and Records 
Manager

• Assign Deputy City Clerk to the Interim City Clerk

• Review tasks, identify duplications of work, areas to improve

• Review the recommendations of studies

• Perform workload review and analysis

• Tested it for a year, see if some positions could be combined or 
eliminated

• Reviewed demand for services and revenue producing options
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City Clerk pilot team

Uses 9 existing positions to create City Clerk Pilot Team:

From To

Procurement and Records manager Interim City Clerk

Deputy City Clerk, Records Technician Deputy City Clerk (2)

Sr. Records Specialist Sr. Records Specialist

Procurement Supervisor Procurement Manager

Buyer (2) Buyer (2)

Procurement Specialist Procurement Specialist

Records Mailroom Clerk Records Mailroom Clerk
C-16



Interim City 
Clerk

Karen Fitzthum

Interim Deputy 
City Clerk 
Luke Lonie

Interim Deputy 
City Clerk
Mary Davis

Records 
Specialist

Donna Johnson

Records Clerk 
Frantz Jocelyn

Interim 
Procurement 

Manager
Cathy Robinson

Buyer
Ginny Meads

Buyer
Stan Hernandez

P Card 
Specialist

Brady Schach

City Clerk pilot

From a budget perspective:
1.5 positions – paid by revenue
1.5 positions – paid by cost avoidance
1 position –paid by utility fund
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2020 – a year of change and challenges

• November 2019 – Mayor appoints Interim City Clerk in Executive 
Office, assigns Deputy City Clerk, Records and Procurement team 

• 2020 through YTD 2021 – Observation and Discovery of tasks and 
responsibilities, resources and processes

• Retirement of Council EA and Deputy City Clerk, recruitment of 
Limited Term Deputy City Clerks and new Council EA.  

• Process improvements impacted by Covid-19 emergency and staff 
absences and retirements.
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Comparable study updated.  

• Matrix compared Edmonds, Federal Way, Marysville, 
Redmond, Renton with staffing and functions

• 2021 updated comparable study added cities

• Used to help identify which tasks should rest with Clerk
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Studies and reviews

2020

• Review of Matrix recommendations- analysis of 31 points

• Deputy City Clerk, Records Specialist and Records clerk –
workload time studies

• Procurement and Contracts – Reassigned resources and tasks to 
sustain P card workload and contract administration.  Revenue 
stabilized.

2021

• Strategic Planning - Analysis underway on cost avoidance and 
revenue programs and improved services to the public.
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City Clerk pilot early wins

Records

• Established public online records searching for City Council and 
Development and Business Services records

• Maintained zero fines and settlements for records disclosure activities

• Updated Electronic Records Management System (ERMS)

• Improving the City Council records filing application

• Cross Training of staff to sustain low risk and improve records 
retention and disposal
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City Clerk pilot early wins

Risk Management

• Completed migration of insurance to new provider; 

• Improved reporting of claim and legal action to Council, eliminated Insurance 
Committee

• Increased tracking of damage to City property, increased reimbursements

• Increased all dept staff training for risk reduction, increase reimbursements for that 
training

• Completed property inventory and appraisal, increasing the know and insured value 
of City Property by $40M.    

• Established online claims processing and reporting for the public and , generation of 
insurance certification for staff.

• Cross trained staff in Deputy Clerk functions
21
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City Clerk pilot early wins

City Council

• Standardized the City Council web pages, incorporated Covid-19 restrictions and 
Zoom links and instructions

• Established the process for hosting City Council meetings online, incorporating public 
comments, public hearings, and online review of recordings.  

• Provided back up Council support during vacancy in Council Executive Assistant

• Streamlined process for completing Finance Committee review of payroll and 
payables report; inclusive of Council agenda items for consent agenda.

• Reviewed and recommended improvements to draft, approval, publishing and archiving 
of City Council minutes.  Streamlines process, uses fewer people and provides for 
cross training and backup.  
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City Clerk Early wins

Procurement

• Implemented online bidding system

• Increased efficiency of purchases and payments with P Card 
program, maintained revenue with lower expenditures

• Reorganized staff assignments to support workload

• Maintained contracts to ensure best value for public purchases
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City Clerk Report #2

Conclusions and details

• City Clerk office should be re-established at Lynnwood

• Results of analysis of workload and proposed services

• Proposed City Clerk office services and staffing

• Finance Director view of the proposed changes

• Proposed new services, revenue generation and increased cost avoidance plans

• Proposed Budget providing increased services to internal and external customers

• Code revisions updating the Finance Director of City Clerk duties

Report #3 adoption by Council
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CITY COUNCIL ITEM D

CITY OF LYNNWOOD

City Council

TITLE: Break

DEPARTMENT CONTACT: George Hurst, Council President

DOCUMENT ATTACHMENTS

Description: Type:

No Attachments Available

D-1



CITY COUNCIL ITEM E

CITY OF LYNNWOOD

City Council

TITLE: Discussion: Policies Needed to help businesses rebound after COVID-19

DEPARTMENT CONTACT: Council President George Hurst 

SUMMARY:

Council President Hurst will lead a discussion amongst the council members to generate ideas/policies that 

might help local businesses recover from the pandemic.

DOCUMENT ATTACHMENTS

Description: Type:

No Attachments Available

E-1



CITY COUNCIL ITEM F

CITY OF LYNNWOOD

Executive

TITLE: Mayor Comments and Questions

DEPARTMENT CONTACT: Mayor Smith

DOCUMENT ATTACHMENTS

Description: Type:

No Attachments Available

F-1



CITY COUNCIL ITEM G

CITY OF LYNNWOOD

City Council

TITLE: Council Comments

DEPARTMENT CONTACT: George Hurst, Council President

DOCUMENT ATTACHMENTS

Description: Type:

No Attachments Available
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CITY COUNCIL ITEM H

CITY OF LYNNWOOD

Executive

TITLE: Executive Session, If Needed

DEPARTMENT CONTACT: Leah Jensen

DOCUMENT ATTACHMENTS

Description: Type:

No Attachments Available

H-1
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