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CITY OF OAKLAND

ADMINISTRATIVE INSTRUCTION

SUBJECT City Administrator Acceptance and NUMBER 1052

Appropriation of Restricted Grant Funds, Gifts
and Donations of $50,000 or Less

ME’EEERE*ZN{?%@E Resolution # 79714 C.M.S. dated February 7, EFFECTIVE | February 14,

2001 | 2008

Ordinance # 12731 C.M.S. dated February 21,
2006
AT 1050 dated July 30, 2001

SUPERSEDE | N/A

L

0

PURPOSE
The "purp'ose of this Administrative Instruction is to outline the City of Oakland’s policy,
procedure, responsibility and accountability as related to the authorization of the City

Administrator acceptance and appropnatlon of restncted grant ﬁmds gifts and donations of
$50,000 or less.

POLICY

It is the policy of the City of Oakland, as outlined in Ordinance 12731 C.M.S. and Resolution

. 79714 CM.S, to delegate limited authority to the City Administrator to accept and appropriate

restricted grant funds, gifts and donations up to $50,000 without City Council action, provided
that: '

The grant, gift or donation does not create unbudgeted costs to the City. '
2. The grant, gift or donation is for a program or project that has been approved by the
- Council in the biennial, mid-cycle, or Capital Improvement Program (CIP) budget or by
City Council legislation during the fiscal year.
3. The grant, gift or donation specifies a purpose (e.g. food for OPD canine unit, Annual
Senior Volunteer Recognition event, Mayor’s Toy Drive, etc.)
4. The grant, gift or donation is used in accordance with any restnctlons and/or special
conditions of the grantor agency or donor.
5. Spemﬁc approval by the leglslanve body is not requlred by the grantor or donor.
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City Administrator Acceptance and Appropna‘uons : " Number 1052

Of Restricted Grant Funds, Gifts & Donations of

$50,000 or Less

IIL. DEFINITIONS

Term

Definition

Donation

A voluntary gift of money, service or property to
the City.

Donor

A person or organization that gives or domates .
money, service or property to the City.

Gift

-Something given voluntarily to the City without

payment in returmn.

Grant

A monetary award to the City to perform specific
deeds or services and achieve certain goals and
objectives to solve a particular problem in the
community.

Grantor Agency

Federal, State, County and/or other local public
agencies; private entities, corporate entities,
foundations; potential and actual sources for grant

| funding.

(3 Restﬁcted

P

Kept within certain limits; limited use of grant, gift
or donation.

Special Conditions

Terms and conditions set by the grantor or donor
for accepting and utilizing grant, gift or donation.

"IV PROCEDURES

Responsible Party
City Agencies/Departments

Action

Initiates process by ﬁlhng out “Request for City
Administrator Acceptance of Restricted Grants,

Gifts and Donations” form per form instructions,
including signature of Fiscal Manager and
Department/Agency Director. Attaches back up
documentation, such as grant agreement or official
lefter accompanying gift or donation that outlines
restricted terms of usage. Uploads two one-sided
BCRs (B2) to appropriate the revenue and
expenditure budget for grant, gift or donation and
attaches copy to form. Sends form and attachments -
to the Budget Office for approval.

Records and tracks all departmental grants, gifts
and donations processed with the “Request for City
Administrator Acceptance of Restricted Grants,
Gifts and Donations” form during any one fiscal
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V.

- year. Provides list to Budget Office for a;nnual
reporting to City Council.

Responsible Party Action

Budget Office Respons1ble for reviewing ‘“Request for "City
Administrator Acceptance of Restricted Grants,
Gifts and Donations” form and attachments for
completeness and eligibility. Adds signature to
recommend approval, then forwards to the City -
Administrator’s Office for approval. After Budget
Director and/or City Administrator approval, posts
BCRs to appropriate grant, gift or donation.
Responsible for reporting at the end of the fiscal
year- works with departments to get a
comprehensive list of all grants, gifts and donations
processed with the “Request for City Administrator
Acceptance of Restricted Grants, Gifts and
Donations” form. Prepares and presents annual
report to Council.

City Administrator’s Office Responsible for approving acceptance and’
‘ appropriation of grant, gift or donation - reviews
. completed and Budget-approved “Request for City
Administrator Acceptance of Restricted Grants, .
‘Gifts and Donations” form; signs to approve as
necessary. Routes form back to the Budget Office.

ADDITIONAL INFORMATION

. Generally, restricted funds should not be appropriated to the General Purpose Fund (1010).

Therefore, please appropriate restricted grants, gifts and donations to a grant fund, such as the
‘Miscellaneous Grants Fund (2999) or Trust Fund (7xxx).

. For small grants, gifts and donations under $1,000, record each as a separate entry on the

Monthly List (Excel); indicate date, source, type, amount, restrictions, Council approved program

& date of approval, planned use and, as applicable, the coding blocks for required match amount

or new costs. At the end of each month, submit to the Budget Office a completed summary
Request form for a cumulative restricted gift/grant total not to exceed $1,000, with the
corresponding spreadsheet documentation attached. A template for the $1,000 or less record sheet
can be found on the Budget Office intranet webpage.

. Grants, gifts and donations must be $50,000 or less (cumulatively) from one grantor/donor for one

purpose in one fiscal year. -

. This process is not avallable for Redevelopment Agency restricted g'rants glfts and/or donauons
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5. Please allow up to 10 business days for approval and appropriation of restricted grallts, gifts-and -
donations processed with the “Request for City Administrator Acceptance of Restricted Grants,
Gifts and Donations” form:

6. For more information regarding the “Request for City Administrator Acceptance of Restricted
Grants, Gifts and Donations” form, see the instructions sheet for the “Request for City
Administrator Acceptance of Restricted Grants, Gifts and Donations” form on the Budget Office
intranet webpage, as well as Ordinance 12731 C.M.S. and Resolution 79714 C.M.S.

et &4,
DEBORAH A. ED RL/(
City Administrator

Attachments: ' :

1) Request for City Administrator Acceptance of Restricted Grants, Gifts & Donations Under
$50,000 or Less instructions /

2) Request for City Administrator Acceptance of Restricted Grants, Gifts & Donations Under
$50,000 or Less form ’ '

3) Monthly List of Grants, Gifts & Donations (Total Not to Exceed $1000) sample

4) Resolution #79714 AUTHORIZING THE CITY ADMINISTRATOR, ON BEHALF
OF THE CITY OF OAKLAND, TO ACCEPT AND APPROPRIATE
RESTRICTED GRANTS WITH A MARKET OR MONETARY VALUE OF
FIFTY THOUSAND DOLLARS ($50,000.00) OR LESS, WITHOUT PRIOR CITY COUNCIL
ACTION ' - .
- 5) Ordinance #12731 AMENDING OAKLAND MUNICIPAL CODE TITLE 2, CHAPTER
2.04, ARTICLE 2.04.160, EXPENDITURES FROM RESTRICTED GIFT
PROCEEDS, TO DELEGATE LIMITED AUTHORITY TO THE CITY
ADMINISTRATOR TO, WITHOUT CITY COUNCIL ACTION, ACCEPT GIFTS
AND DONATIONS AND TO APPROPRIATE AND EXPEND MONIES DERIVED FROM
GIFTS AND DONATIONS, AND REPEALING OAKLAND MUNICIPAL ORDINANCE NO.
8144 CM.S., ADOPTED JUNE 9, 1970, WHICH CONTAINS CONFLICTING AND OBSOLETE
PROVISIONS . :
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REQUEST FOR CITY ADMINESTRATOR ACCEPTANCE OF RESTRICTED
GIFTS, GRANTS AND DONATIONS UNDER $50, 000

|
|
OAKAND
|
|

Instructions: Complete all fields. Use N/A if not apblicable.
A, ;
Request Type: Grant/Gift Source:
"] Gift / Donation ] Grant - [ Federal [ ] state [ county [_] other
""""""""""""""""""""""""""""" I .
|:] Cash/Monetary $ ) S o 1 Danate nstltutlonal |:] Private: Individual
] Non- cash/Non monetary  Estimated Value _$ ) - [j One-Time D Annual |:| Other
Description: A A ' '
Name of Donor /.Grantor: _ Tax [D: : CFDA #:
Grant Program Name: _
Cost Recovery Method Match Required [ |ves [ ] No ~ Match Amount  $
[] Advance ' - . : .
=  runaingsowss [ [ | LU LI LU LI LR P LI IDLLT]
. . ~ fund org account project . - program
Council Approval Type: Fiscal Year: 4 * [ Biennial Budget [ Midcycle Budget ] cIp Budget
Program Name / # ' ) . ’ :
Project Name / # : - [ Legislation Reso/ Ord #: ' Date:

Restrictions: (List all & explain rgquirements)

_ Planned Uses (fill all that apply): Charges Allowed [_] Labor L Other Uses: ]:| Commodities
’ ' : ] oam (ipe;ifi\';;ssis or - ' ' [ construction
attaci Delet .
[ Both ; lete) [ Professional Services -
_|Deliverables/Benefits: o . ' : - Anticipated New Costs: '
' [] unfunded :
‘ $ Amount -
.o Type
[ Funded
S $ Amount
Estimated Completion Date: o ) « Council District(s): Fund - Org - Account - Project - Program

Attachments: D BCR [:] Add/Delete [:l Grant/Gn‘t documents I:] Other

i ) .
\) Agency/Fiscal Manager Approval ’ Date . Budget Office Approval . ) Date

Agency Director/_Department Head Approval - Date City Administrator Approval . . Date
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Request for City Administrator Acceptance and Appropriation
of Restricted Grants, Gifts and Donations $50,000 or Less

Form Completion lnstructi‘ons

S Purpose: Form collects information required to determine-gift -or-grant eligibility -for-City Administrator- -~ - -~

acceptance and appropriation, pursuant to Resolution 79714 C.M.S. (February 7, 2006) for grants and
Ordinance 12731 C.M.S. (February 21, 2006) for gifts/donations to the City of Oakland (not Oakland
Redevelopment Agency). Summary information will be used for the annual report to City Council on
restricted grants, gifts and donations not exceeding $50,000 that are accepted and appropriated by the
City Administrator. '

Quéstion' boxes / spaces for completion are” self-explanatory. Instructions below provide additional
clarification. Submit completed forms to the City Administrator’s Budget Office. :

For small donations under $1,000, record each as a separate eniry on Monthly List (Excel), indicating
date, source, type, amount, restrictions, Council approved program & date of approval, planned use and,
as applicable, the coding blocks for requiréd match amount or new costs. At the end of each month,
submit to the Budget Office a completed summary Request form for a cumulative restricted gift/grant total
not to exceed $1,000, with the corresponding spreadsheet documentation attached.

Request Type

Grant/Gift or Donation: Check appropriate box.

Cash/Monetary: Enter thé exact dollar amount of the grant or gift.

Non-cash/Non-monetary: State the e_stiméted value. Description — clearly indicate what / how many

gifted or granted.

Grant/Gift Source: Check box for source of grant/gift or donation and indicate if it is one time 6i’ annual. f

* ®continuous”, include frequency during the year as part of Description. : :

Name of Donor/Grantor/Gifter: Spell out the name of funder. Do not use acronyms solely.

Tax ID# and CFDA#: Enter the applicable numbers.

- Grant Proqram:Namez Provide the name of the specific funding program, incl.uding the stated program

funding year.

Cost Recovery Method: Check boxes of all that apply. |

Match Required: If applicable, chéck the box, specify required amount, and fill in the coding block fér
matching funds. If non-monetary match is. eligible, identify what will be used, e.g., in-kind services, by

" whom, hours, value, etc. (Stop here if Agency / Department cannot meet match requirement. Council

approval is required for acceptance and appropriation. )

Council Approval Type -

Indicate when and how C’ouncil.géve pﬁior approval of the pfogram or the project to be fuhded by the 'gift,
grant or dohation. Provide all requested information. " oo

Specify the fiscal year, budget type (e.g., biennial, mid-cycle or CIP) and program number (e.g., After

School Sports, YS16) or project number (e.g., (260450). If your program or project was approved by
specific Council legislation (rather than through City budget adoption), provide the number and date of the '

October 2006 . : - _ , 1




)

authorizing City Council Resolution or Ordinance.- (Stop here if no prior approval by Council for the

' program or project.  Council approval is required for acceptance and appropriation.)

Restrictions : _ v
List and explain the funder's stipulated conditions of acceptance and/or use of the gift, grant or donation.

(If no restrictions, stop here. Council approval is required for acceptance and appropriation.) .

e Planned USes -+« e o e i s L I L LT
Identify types of expenditures (i.e., uses) that the funds or resources will be used for. If used for labor,

specify the classifications (codes). Aftach the Add/Delete as necessary. ‘Reminder: Part-time-employees

must work fewer than 1,000 hours total in a fiscal year, regardless of funding source(s).

Deliverables/Benefits . \
State in measurable terms what the gift, grant or donation will provide and the expected benefits.. If the

gift or grant proceeds or resources will be used at specific facilities (e.g., recreation center, senior center,
branch library, creek, park, etc.), provide the facility name(s). -~ :

Estimated Completion Date: Indicate time period during which gift, grant or donation resources will be
used, or the funded program or project completion date, whichever occurs first.

Council District(s): Specify the Council Districts benefiting from the use of gift, grant or donation
resources. Use City Council District Locator Tool on City website for accuracy. o

Anticipated New Costs: [f new costs are funded, specify the amount, Fund, Organization, Aécount,
Project and Program. (If unfunded, stop here. Council ‘approval is required for acceptance and
appropriation.) : . o

Attachments: Check all applicable boxes and provide hardcopy attachménts (e.g., Budget Change -

Request, Add/Delete, gift, grant or donation agreement, Project Record Request)

Approvals

Agency / Department Fiscal Manager Approval & Date: Required. (Agency / Department Fiscal Manager
will be the contact person for the Budget Office annual report to Council.) '

Agency Director/Department Head Approval & Date: Required. (Signature by designee nbt accepied)

"B-udget Office Approval: Authorized Budget Office representative signs to confirm completeness and’
accuracy of reported information and adherence to Council’s conditions of acceptance, and recommends

City Administrator approval.- 4 :

City Administrator Approval: Repre\‘sentvs City Administrator approval to accept and appropriate the gift,
grant or donation expectation. It also'represents ‘that gift, grant or donation requirements will be met and
confirms that the Agency / Department is required to document use and submit information to Budget

Office for the annual report fo City Council.

Request Denied: Form will be returned to the requesting Agency / Department without -City

'| Administrator signature when requirements of authorizing Resolution or Ordinance are not met. Agency /

Department must prepare an agenda report and legislation to request Council acceptance and
appropriation of the grant, gift or donation. Incomplete form will be returned to Agency / Department.

Questions should be directed to the Budget Office.

_ October 2006 ' : ' _ _ ‘ o2
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OFFICE f.‘fl:. THE LC_.‘IT\"" CLERioved as to Form Leggt
L

2006 JAH 26 PH 5 lg‘l‘O?klﬁ'CityAttomey's Office : |

OAKLAND CITY COUNCIL

r '
Resolution No. fod 14 cwms

RESOLUTION AUTHORIZING THE‘ CITY ADMINISTRATOR, ON BEHALF

OF THE  CITY OF OAKLAND, TO ACCEPT AND APPROPRIATE

RESTRICTED GRANTS WITH A MARKET OR MONETARY VALUE OF
FIFTY THOUSAND DOLLARS ($50,000.00) OR LESS, WITHOUT PRIOR CITY

COUNCIL ACTION

WHEREAS, Oakland Charter— Article VIII, Section 806, Receipts and Expenditures,

‘specifies that all monies received by the City shall be deposited in the City Treasury, and

no monies shall be disbursed from the treasury without the approval of the City
Administrator or of another officer duly authorized by him/her; and no expenditure of
City funds shall be made except for the purposes and in the manner specified by an

appropriation of the Council, or made without proper accounting documentation and

sufficient funds in the City Treasury and in proper accounts; and -

WHEREAS, the City Council wishes to improve the City’s efficiency in accepting,
appropriating and utilizing grants in order to encourage the solicitation and offering of
grants to the City and to facilitate their timely use by the City for the public’s benefit; and

WHEREAS, to improve the City’s efficiency in accepting, appropﬂating and utilizing
grants, the City Council wishes to- delegate authority to the City Administrator, within set
dollar limits, to accept and appropriate monies derived from restricted grants to the City

- of Oakland; and : y

WHEREAS, the City Administrator will comply with all Oakland Charter reqﬁirements '

for fiscal administration and expenditure of such funds and otherwise apply proper and
sufficient procedures and controls necessary to monitor and ensure fiscal and

- performance accountabilities; now, therefore, be it

RESOLVED: That the City Administrator, on behalf of the City Council, is hereby
authorized to accept and appropriate, without prior City Council action, monies derived
from any restricted grant with a market or monetary valie of fifty thousand dollars
($50,000.00) or less, provided that: 1) the grant is for programs and projects approved by
the City Council in the biennial or mid-cycle operating or Capital Improvement Program

(CIP) budget, or by City Council legislation during the fiscal year, 2)the grant does not

create unbudgeted costs for the City, and 3) the grant does not require specific approval
by the legislative body; and, be it ' -




()

FURTHER RESOLVED: That all funds accepted hereunder ghall be deposited into the

Clty Treasury, and be 1t

FURTHER RESOLVED That axpendltures of grant funds shall be in accordance with I

the requirements of the City of Oakland- purchasing rcqu1rcments codified in Oalland

* Municipal Code Title 2, Chapter 2.04; and, be it

FURTHER RESOLVED: That the City Administrator shall present a repbrt annually to
the City Council listing the grants accepted and appropriated on behalf of the C1ty
Councﬂ during the pnor year.-

356528

IN COUNCIL, OAKLAND, CALIFORN'lA,
PASSED BY THE FOLLOWING VOTE:

AYES - BROOKS, BRUNNER, CHANG, KERNIGHAN i
REID AND PRESIDENT DE LA FUENTE -’_;L

® QUAN,

NOES —
ABSENT — N'A'DEL* I

ABSTENTION - ¢

ATTEST: I LA
: . _.---n'-"'l;‘ﬂél' :

City Clerk and Clerk of the Council of
- the City of Oakland, California
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VED AS TO FORM AND LEGALITY

OFEICE ’:-,"T‘:--""‘;"‘;"T“ o |
| '_ii_.‘,.,;'l”; CLr.R.)'. (Agﬂ\%\

Zﬂﬂf ﬁ‘[') LA s_ﬁ\._,/ .
pJENZ6 PH 5|9 U CITY ATTORNEY . :

ORDINANCE NO. 12731cms.

ORDINANCE AMENDING OAKLAND MUNICIPAL CODE TITLE 2, CHAPTER
2.04, ARTICLE 2.04,180, EXPENDITURES FROM RESTRICTED GIFT
PROCEEDS, TO DELEGATE LIMITED AUTHORITY TO THE CITY
ADMINISTRATOR TO, WITHOUT CITY COUNCIL ACTION, ACCEPT GIFTS
AND DONATIONS AND TO APPROPRIATE AND EXPEND MONIES DERIVED
FROM GIFTS AND DONATIONS, AND REPEALING OAKLAND MUNICIPAL '
ORDINANCE NO. 8144 C.M.S., ADOPTED JUNE 9, 1970, WHICH CONTAINS'

CONFLICTING AND OBSOLETE PROVISIONS ‘

WHEREAS, pursuant to Oakland Charter ~ Article Xll, Section 1203, Gifts and Trusts, specifies
the City Council is authorized to accept gifts and trust on behalf of the City and to control,
manage, dispose of and otherwise administer the same-in accordance with their terms; and

WHEREAS, ~Oakland Charter — Article Vill, Section 806, Receipts and Expenditures,
specifies that: _ ‘ ‘ ‘ A

All monies received by the City shall be deposited in the City Treasury, and no .
monies shall be disbursed from the treasury without the approval of the City
Administrator or [his/her delegee]. No expenditure of City funds shall be made
except for the purposes and in the manner specified by an appropriation of the
Council . .. -

WHEREAS, Council adopted Ordinance 8144 C.M.S., June 9, 1970, which authorized the City
Manager and Directors of Museum, Parks and Recreation and Library to accept unrestricted
gifts and donations for use by the respective department, but excluded authority to accept gifts
and donations for construction of public improvements; and : : -

WHEREAS, the City Council amended Section 2.04.160, Expenditures from Restricted Gift

Proceeds, of the City's Purchasing Ordinance, Ordinance No, 7937 C.M.S., as amended, on
October 4, 1973, authorizing the City Administrator to expend monies derived from gifts and
donations to the City in accordance with any special conditions of the donor provided the City
Council has accepted the gift/donation by resolution; and '

WHEREAS, the City Council wishes to improve the City's efficiency in accepting, appropriéting |

and utilizing gifts and donations in order to encourage the offering of such gifts and donations
to the City and to facilitate their timely use by the City for the public’s benefit; and




*...donations to the City of Oakland; and I T S U

WHEREAS, to improve the City's efficiency in accepting, appropriating and utilizing gifts and
donations, the City Council wishes to delegate authority to the City Administrator, within set
dollar limits, to accept, appropriate and expend monies derived from restricted gifts. and

WHEREAS, ‘the City Administrator wil comply with all Charter requirements for fiscal
administration of such funds and otherwise apply proper and sufficient procedures and controls -

necessary to monitor and ensure fiscal and performance accountabiities;

N.OW, THEREFORE, THE COUNCIL OF THE CITY OF OAKLAND DOES HEREBY ORDAIN

- AS FOLLOWS:

Section 1. Amendment to Title 2, Chapter 2.04, Section 2.04.160 of the Oakliand Municipal
Code. Oakland Municipal Code Title 2, Chapter 2.04, Section 2.04.160 is amended to
authorize the City Administrator to accept, appropriate and expend monies ‘derived from
restricted gifts and donations as follows:

2.04.160 Acceptance, appropriation and expenditures from restricted gift
proceeds. ' -
Notwithstanding any other provision of this article, the City Administrator is delegated
limited authority to accept restricted gifts and donations to the city up to fifty thousand
dollars, including money gifts, and to appropriate and expend monies derived from such
gifts/donations, without City Council action, provided that: 1} the gift/donation does not
create unbudgeted costs for the City, 2) the gift/donation is for a program or project that
has been approved by the Council in the biennial or mid-cycle operating or Capital
Improvement Program (CIP) budget, or by City Council legislation during the fiscal year,
and 3) the gift/donations or proceeds therefrom are used in accord with restrictions
- and/or special conditions of the donor. - _ ' o

Notwithstanding the above, the City Administrator is authorized to expend monies -
derived from restricted gifts/donations that exceed fifty thousand dollars ($5('),OO0.00)
without City Council action when the gift has been approved, accepted and appropriated
by City Council resolution provided such expenditure is in accord with any restrictions or
special conditions of donor. o

Al funds accepted Hereunder shall be deposited into the City Treasury. The City
~ Administrator will provide an annual report to Gouncll on all gifts and donations accepted.

hereunder during the previous year.

Section 2. Remaining Provisions Unchanged. Except as amended herein, all provisions,
‘articles. sections, subsections, sentences, clauses or phrases of Oakland Municipal Code 2.04,
shall remain unchanged and in full force and effect. ' ' L

Section 3. Oakland AMunicipa‘l Ordinance No. 8144 C.M.S. Repealed. Oaklénd Muﬁicipal

* Ordinance No. 8144 C.M.S., adopted June 9, 1970, which authorized the City Manager,




o

Director of Museums, Director of‘Parks‘and Recreation, and Director of Library to accept
certain unrestricted gifts and donations on behalf of the City of Oakland is hereby repealed.

"’”l..-Se'ctidrii”A.”iS’feverability.‘_;li;;any;;ar,ticle_,j;;_se_cﬁcm;;g.,L__J__ng_cfgiqg_sentence,..dause.,,or,phrase of this .. A

" ordinance is held to be invalid or unconstitutional, the offending portion shall be severed and”
shall not affect the validity of remaining portions which shall remain in full force and effect.

' gection 5. Effective Date. This ordinance shall become effective immediately on final
adoption if it receives six or more affirmative votes: otherwise, it shall become effective upon

the seventh day after final adoption.

352274
{
"IN COUNCIL. OAKLAND, CALIFORNIA, FEB21200 2006
PASSED BY THE FOLLOWING VOTE: '
AYES- ~ BROOKS, BRUNNER, CHANG, KERNIGHAN, NADEL, QUAN, REID AND

PRESIDENT DE LA FUENTE — <

NOES- @
ABSENT- /ﬂ

ABSTENTION-/@/ ‘

ATTEST: Wﬁﬁﬂé? PNVTIAR
'_ ATONDA SIMMONS
City Clerk and Clerk of the Council

of the City of Oakland, California -






