
City Recorder’s Office  
Annual Report 

2011 

• Finalized the Municipal Code Audit Project (ongoing amendments by departments) 

• Coordinated creation of first boards/commissions brochure 

• Revised boards/commissions applications and created electronically fillable and print versions 

• Implemented electronic City Council/Finance Committee packet process 

• Began training Finance Department staff to take over Finance Committee and Audit Committee meeting  
 coordination 

• Created public comment guidelines to hand out at Council meetings 

• Ward boundary revision project 

• Created history timeline for Budget in Brief 

• Performed oral history interview with former City Managers Eldon Mills and Tim Erwert 

• Received State of Oregon grant for the Pioneer Cemetery (entrance gate and message center) 

• Organized Pioneer Cemetery files 

• Verified accuracy of cemetery database and posted burial records online for public research 

• Coordinated creation of electronic cemetery burial maps and posted online for public research 

• Organized historical maps and plans in the file room and filed in new flat file cabinet 

• Completed ordinance/resolution scanning project audit to ensure quality scans and provided copy to  
 Washington County Museum 

• Received Council approval of electronic records management system contract 

• Held records management training meetings with Public Works and Cultural Arts Center staff 

• Created City Recorder’s Handbook to capture all procedures 

• Assisted in coordination of first annual Mayor’s Choice art competition for Hillsboro gifts 

• Assisted in coordination of new city manager orientation 

• Participated in the Administrative Assistant II recruitment process: Debbie reviewed applications and Amber 
 sat on the interview panel 

• Education: Oregon Association of Municipal Recorders Mid-Year Academy and Annual Conference in  
 Portland, Washington Municipal Clerks Association Annual Conference Academy Session in Vancouver, 
 InDesign Level One course, League of Oregon Cities Planning Training, Council of State Archivists  
 Essential Records and Records Emergency Planning and Response Webinars, International Institute of 
 Municipal Clerks Technical Writing Course (Debbie) 

• Leadership opportunities: Amber chaired the OAMR Bylaws Committee and Debbie Chaired the OAMR  
 Scholarship Committee 
 

                Records Destruction Log                               Council Items 

Accomplishments 

Department Number of 
boxes 

Administration 34 
Building 71 
Engineering 8 
Finance 67 
Library 3 
Municipal Court 4 

Water 8 

                     Total                                                                                                210 

Police 15 

Ordinances Adopted: 40   
Resolutions Adopted: 41 

Retreats/Special Meetings: 2 

Pioneer Cemetery 
Burials: 0 

 Inquiries: 13 

Miscellaneous 
Administration Public Records Requests: 28 

New Hire Orientations: 2  
Employee Service Awards: 12 

Permits Issued 
Liquor licenses: 202 


