
 
 
 
 

Jacksonville City Council 
 

2022 ECA Manual 
 
 
 
 

 
 

Margaret M. “Peggy” Sidman 
Director/Council Secretary 

 
 

August 2022 



i  

TABLE OF CONTENTS 

I. INTRODUCTION ............................................................................................................................ 2 
II. CHAPTER 15 – JACKSONVILLE SUNSHINE LAW COMPLIANCE ACT .................................... 2 

Sec. 15.101. Statement of purpose. .............................................................................................. 2 
Sec. 15.102. Applicability; Public Meeting, Location defined. ........................................................ 2 
Sec. 15.103. Notice of Council Public Meetings; posting and timing. ............................................ 2 
Sec. 15.104. Public Meetings location. ......................................................................................... 3 
Sec. 15.105. Public Meeting; commencement and adjournment .................................................. 3 
Sec. 15.106. Public Meetings minutes .......................................................................................... 3 
Sec. 15.107. Biannual (every two years) review and report on Council notices, meeting 

locations, and minutes ...................................................................................... 4 
Sec. 15.108. Annual continuing education and training. ............................................................... 5 
Sec. 15.109. Recommendations for improved compliance ........................................................... 5 

III. PUBLIC NOTICE / INFORMATION SYSTEM................................................................................ 6 
Map of Districts and Zip Codes ..................................................................................................... 7 
City Administrative Branch Organizational Chart .......................................................................... 8 

IV. COUNCIL PUBLIC MEETINGS ................................................................................................... 10 
SAMPLE 1 – Notice-Two Elected Officials .................................................................................. 14 
SAMPLE 2 – Amended Notice-Two Elected Officials .................................................................. 15 
SAMPLE 3 – Cancellation Notice ................................................................................................ 16 
SAMPLE 4 – Meeting Notice-Two Members Regarding Legislation ........................................... 17 
SAMPLE 5 – Excusal-All Council Related Business ................................................................... 18 
SAMPLE 6 – Excused Absence-Standing Committee ................................................................ 19 
SAMPLE 7 – Excused Lateness Request-Standing Committee .................................................. 20 
Community Meeting/Town Hall Checklist .................................................................................... 21 
Assessment Checklist ................................................................................................................. 22 
Council Calendar - Reserving City Council Meeting Rooms ....................................................... 23 
Visitor & Guest Procedures ......................................................................................................... 26 

V. COMPLIANCE ............................................................................................................................. 27 
GIFT DISCLOSURE – Web Posting ........................................................................................... 27 
LOBBYIST LIST – Web Posting .................................................................................................. 28 
SECONDARY EMPLOYMENT - Disclosure ............................................................................... 29 
RECORDS RETENTION GUIDELINES ...................................................................................... 32 
TEXT MESSAGES ...................................................................................................................... 36 
CITY COUNCIL POSTAGE ........................................................................................................ 37 
EX PARTE .................................................................................................................................. 38 



2  

I. INTRODUCTION 
 

This manual is a guide for use by Executive Council Assistants (ECA). This book is 
intended to be a helpful guide and a living document for use in completing ECA duties but 
is not designed to be a complete definite checklist of job tasks. The forms contained in this 
manual are located at G:\Shared\ECA Helpful Files. 

 
In accordance with Chapter 15 – Jacksonville Sunshine Law Compliance Act, 

Jacksonville Municipal Code (as amended by Ord. 2007-733-E, § 1, Ord. 2008-329-E, § 1, 
and Ord. 2010-135-E, § 1), the Director/Council Secretary has placed the following 
procedures in place for compliance with the above stated legislation. 

 
ORDINANCE CODE 

CITY OF JACKSONVILLE, FLORIDA 
*** 

TITLE II LEGISLATIVE BRANCH 
*** 

 
II. Chapter 15 – JACKSONVILLE SUNSHINE LAW COMPLIANCE ACT 

 
Sec. 15.101. Statement of purpose. 

The purpose of the Jacksonville Sunshine Law Compliance Act is to ensure 
compliance with the Sunshine Law, F.S. Ch. 286, and to create procedures, methods, best 
practices and education that will enhance compliance with open meeting laws and enhance 
and maintain public confidence and transparency in the legislative practices of the City 
Council. 

 

Sec. 15.102. Applicability; Public Meeting, Location defined. 
(a) The Jacksonville Sunshine Law Compliance Act shall apply to the Jacksonville City 

Council and those public meetings of the Council that are contemplated by F.S. Ch. 
286, including meetings of the Council and Council committees, and meetings between 
and amongst Council Members. These meetings shall hereinafter be identified in this 
Chapter as "Council Public Meetings". Since other agencies are already obligated to 
comply with Florida's Sunshine Law, Ch. 286, F.S., even if Council Members serve 
thereon or attend, the Jacksonville Sunshine Law Compliance Act shall not be 
applicable to the noticed meetings of the various other commissions and agencies 
established by law, ordinance or executive order. 

(b) Public location shall mean any government owned building. 
 

Sec. 15.103. Notice of Council Public Meetings; posting and timing. 
(a) All council public meetings shall be publicly noticed in a timely manner. The notices 

required shall include at a minimum (i) the date and time of the meeting noticed, (ii) the 
date and time the notices are posted, (iii) the location of the meeting, and (iv) the 
general subject matter of the meeting, and (v) the Council Member calling the meeting 
and any other Council Members who, at the time of notice, are expected to be in 
attendance. 
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(b) Council Public Meeting notices shall be provided on the Council's internet website, 
which utilizes modern technology and provides swift public notice to all of Jacksonville. 
In addition to the internet, posting of notices shall be made at such locations at City 
Hall where public meetings are generally noticed, and by such other methods as may 
be appropriate or required by particular circumstances. 

(c) Notice of Council Public Meetings shall be posted for at least 24 hours prior to the 
meeting, not including weekends and holidays. 

(d) Notwithstanding subsection (c) above, notice of Council Public Meetings may be 
posted for a period of less than 24 hours, only in the event of an emergency, and when 
approved in writing by the Council President and with notice to the City's Ethics 
Director. 

(e) A copy of the notices of all Council Public Meetings shall be provided to and 
maintained in a retrievable format and filing system developed by the Legislative 
Services Division. 

(f) The Director/Council Secretary shall develop and implement standardized policy and 
procedures for City Council sunshine meeting notices and uniform calendaring 
practices. 

 

Sec. 15.104. Public Meetings location. 
(a) All Council Public Meetings shall be conducted in such places as will assure open, 

reasonable, and convenient access to the public. 
(b) The locations for Council Public Meetings include the Council Chambers and public 

conference, meeting, or committee rooms. Public meetings shall not be held in the 
individual offices of Council Members, except in the event of exigent circumstances. 

(c) Public locations shall be used for all Council Public Meetings, unless other locations 
are approved in writing. A request therefore shall be made in one written submission to 
both the City Ethics Officer and the Office of General Counsel Ethics Liaison, with a 
copy thereof delivered to the Council President. Written approval shall be required from 
either the City Ethics Officer or the Office of General Counsel Ethics Liaison, with a 
copy thereof provided to the Council President and to the other approving authority. 

 
Sec. 15.105. Public Meeting; commencement and adjournment. 

The business and conversations conducted during a noticed Council Public Meeting 
shall commence upon the chair's or Council Member's opening of the meeting and shall 
conclude upon adjournment. The mere fact that a meeting has been noticed, does not 
authorize action or discussions prior to the opening of the meeting or following its 
adjournment. 

 
Sec. 15.106. Public Meetings minutes. 
(a) Each Council member is responsible for the taking and preparation (or delegation 

thereof) of the minutes of each Council Public Meeting noticed by that Council 
Member, in a manner as required by F.S. Ch. 286, and subsection (c) below. 

(b) The Director/Council Secretary shall be responsible for developing and implementing 
procedures for assuring: 



4  

(1) Minutes are written for all noticed Council Public Meetings; 
(2) Minutes are filed; and 
(3) A system for the maintenance and retrieval of minutes is developed for all minutes 

of Council Public Meetings. 
(c) The minutes of every Council Public Meeting conducted between two or more Council 

Members outside of the regular Council meeting or committee meeting structure shall 
reflect, at a minimum: 
(1) The location, date and time the meeting commenced and adjourned; 
(2) The members of the Council, other public officials and employees, and registered 

lobbyists in attendance; 
(3) The substance of the discussions and positions presented by the persons in 

attendance. 
(d) A copy of the minutes of all noticed Council Public Meetings shall be kept, with the 

notice to such meetings, by the Legislative Services Division. The Legislative Services 
Division shall develop such systems and policies as are necessary for the orderly filing, 
maintaining and retrieval of minutes. 

(e) No less than once every 30 days, the Legislative Services Division shall review notices 
of all Council Public Meetings to ensure that copies of the minutes of all applicable 
public meetings have been placed on file in the Legislative Services Division. 

 
Sec. 15.107. Biannual (every two years) review and report on Council notices, 
meeting locations, and minutes. 
(a) The Inspector General's Office shall review information provided by the Legislative 

Services Division regarding: 
(1) The notices of Council Public Meetings; 
(2) The location of such public meetings; and 
(3) Written minutes of such public meetings, and prepare an annual report thereon. 

The Inspector General shall file such report with the Council committee to which audit 
matters are referred, the Council President, the City Ethics Officer, and the Ethics 
Commission, who may comment thereon. 
(b) The report, as required by subsection (a) above, shall include confirmation, through 

methods and means developed by the Inspector General, that: 
(1) Notices were public and timely, and not less than 24 hours exclusive of weekends 

and holidays, and accessible to the public by internet; 
(2) That meetings were located in appropriate public rooms, with a list of all meetings 

held in Council Members' offices; 
(3) That minutes were written, maintained in the filing system, and available for 

retrieval; and 
(4) That all Council Members and Executive Council Assistants have received annual 

continuing education and training on the Sunshine Law; 
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and shall provide recommendations, as appropriate to improve compliance, as authorized 
by Section 15.109 below. The report shall be based upon a review of that information 
collected and provided by the Council Secretary/designee, and any other information that is 
known to the Inspector General. 
(c) The Inspector General's review shall commence in even number years on May 1st, 60 

days prior to installation of a new Council President, and the report shall be provided 
no later than June 1. The Inspector General's review shall be based upon statistically 
significant samples from the preceding two years. 

 
Sec. 15.108. Annual continuing education and training. 
(a) Council Members and Executive Council Assistants shall receive, and the Office of the 

General Counsel, with the assistance of the City Ethics Director, the Director/Council 
Secretary and other supporting agencies, shall provide annual training on Government 
in the Sunshine, open meetings laws and ethics laws. 

(b) The date, format, time, and duration of this training shall be determined by the 
Director/Council Secretary, Director of Ethics, and Office of General Counsel and shall 
be utilized to fulfill the requirements of F.S. § 112.3142. 

(c) All Council Members and Executive Council Assistants shall be provided materials in 
electronic format. 

(d) In addition to annual training, training on Government in the Sunshine, open meetings 
laws and ethics shall be provided upon special request. These presentations may be 
given at committee or Council meetings or at other times as may be directed by the 
Council President. 

 
Sec. 15.109. Recommendations for improved compliance. 

The Director/Council Secretary, the City Ethics Director, and the Office of General 
Counsel, may make recommendations for improvements to this Chapter to the City 
Council. 
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III. PUBLIC NOTICE / INFORMATION SYSTEM 
 

The City Council, through the Office of the Director/Council Secretary, maintains a Public 
Notice System comprised of several components: 

 
 City Council Resources Calendar – Manages the reservation of City Council 

meeting spaces. 
 Council Web Calendar – Provides both web access and City Hall electronic kiosk 

viewing of upcoming scheduled City Council meeting events. 
 Public Notice Web Application – Provides web access for public viewing of notices 

and minutes for meetings between and amongst Council Members. 
 Online Council Agendas, Matters Pending, and Minutes – Provides web access for 

public viewing of agendas, meeting minutes, matters pending, and bill summaries of 
all meetings of the Council and the standing committees of the Council. 

 Council and Council Committee Video – Provides both web streaming video of in- 
session meetings: 
a) Microsoft Window Devices 
b) Apple Devices 
c) Web access - for public viewing of archived MP4 files of past meetings of the 

Council and the standing committees of the Council. 
 Council Invocations – Provides web access to the list of individuals offering the 

invocation at City Council meetings. 
 Gift Disclosure Registry – Provides web access for public viewing of City Council 

Gift disclosure. 
 Internal Council Email Online – Provides web access for public viewing of the 

incoming email received by the internal CityC@coj.net email account. All notices and 
documents to be posted to the Public Notice System must be sent to CityC@coj.net. 

 Legislative Bill Search – Provides web access for public viewing of active and past 
legislation. 
a) Old System – Legislation Prior to July 15, 2019 
b) New System – Legislation After July 15, 2019 

 Lobbyist Registry – Manages the registration of individuals that lobby the City and 
provides web access for public viewing of active and past lobbyists and issues. 

 Municipal Ordinance Code/City Charter Online – Provides web access for public 
viewing of the Municipal Ordinance Code and City Charter via an external website 
maintained by Municipal Code Corporation. 

 Rules of the Council Online – Provides web access for public viewing of the Rules of 
the Council. 

 Public Records Request via GovQA – Provides access for public viewing of records. 
 Jacksonville Maps – Provides viewing of maps for the City of Jacksonville. 

http://www.coj.net/city-council/events.aspx
http://apps.coj.net/CouncilPublicNotices/MembersWithMeetings/ShowMembersWithMeetingsTablePage.aspx
http://cityclts.coj.net/coj/
http://media.coj.net/COJCouncil
http://mediaapp.coj.net/citycouncil/cci.htm
http://www.coj.net/city-council/city-council-meetings-online.aspx
http://www.coj.net/city-council/council-invocations.aspx
http://www.coj.net/city-council/gift-disclosure-registry.aspx
https://www.coj.net/city-council/view-city-council-email
mailto:CityC@coj.net
mailto:CityC@coj.net
http://cityclts.coj.net/coj/cojBillSearchNew.asp?type=PL
https://jaxcityc.legistar.com/Calendar.aspx
http://www.coj.net/city-council/lobbyist-information.aspx
http://library.municode.com/index.aspx?clientId=12174
http://www.coj.net/city-council/rules-of-the-council.aspx
https://jacksonvillefl.govqa.us/WEBAPP/_rs/(S(h11p3j4fbpk2wbahu0ho1dsy))/SupportHome.aspx?sSessionID
https://maps.coj.net/jaxgis/
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Map of Districts and Zip Codes 
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City Administrative Branch Organizational Chart 
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City Legislative Branch Organizational Chart 
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IV. COUNCIL PUBLIC MEETINGS 
 

All meetings of the Council and the committees of the Council and meetings between 
and amongst Council Members are posted to the various components of the Public 
Notice/Information System. 

 
COUNCIL STAFF RESPONSIBILITY 

 
The personnel employed by the Director/Council Secretary shall compile and maintain 

written minutes/briefs for the following: Standing Committees, Special Committees, Select 
Committees, Sub-Committees, Regular Council Meetings, Task Forces, Workshops of the 
Council as a Whole, Meetings of the Council as a Whole, and Shade Meetings. 

 
The personnel employed by the Director/Council Secretary are responsible for the 

scheduling, noticing, agendas, and minutes for all meetings of the Council, Standing 
Committees, Task Forces, Workshops of the Council as a Whole, and Shade Meetings. 

 
MEMBER TO MEMBER MEETINGS 

 
The Executive Council Assistant (ECA) is responsible for scheduling, noticing, posting, 

taping (taping is not required, but recommended), and preparing written briefs/minutes, 
including a sign-in sheet, for all meetings between and amongst individual Council 
Members. If recording is required, please fill out the Assessment Checklist and send to 
Administrative Services. 

 
SUBCOMMITTEES OR SPECIAL COMMITTEES 

 
ECAs will be assigned to staff Subcommittees or Special Committees to which their 

Council Member has been appointed to Chair by the Council President. The Legislative 
Assistant – Legislative Services Division will send out the notice of Subcommittee or 
Special Meetings, record the meeting if necessary, and create the sign-in sheets. The ECA 
should coordinate with the assigned Legislative Assistant. 

 
All minutes are the responsibility of the Research Division. All documents for these 

meetings will be filed with the Legislative Services Division immediately upon the 
adjournment of the meeting. The minutes will follow within 72 hours of the meeting. The 
Director/Council Secretary’s Office along with the Chief of Legislative Services will work 
with the ECA of the Council Member appointed as Chairperson for all Select/Special 
Committees and Subcommittees, to ensure that the ECA posts and schedules meetings in 
compliance with the processes and procedures used within the Legislative Services 
Division—this will reinforce the Records and Retention Procedures of the Office of City 
Council as directed by the Director/Council Secretary. 

 
Please note, it is the responsibility of the ECA to comply with the requirements as stated 

and printed. A review of the Public Notice/Information System is completed and reported on 
as to Compliance with the Code. 
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MEETINGS BETWEEN COUNCIL MEMBERS SERVING ON OTHER BOARDS & 
COMMISSIONS 

 
In addition to the Standing Committees, Council Members may serve on various 

boards and commissions. Meetings between and amongst members of boards and 
commissions must also be noticed. The ECA is responsible for the noticing and minutes, 
including a sign-in sheet, of any meeting between their Council Member and the member of 
a board or commission where both simultaneously serve. Please note that anytime a 
meeting notice document is distributed via email to CityC@coj.net, the Public 
Notice/Information System is considered activated and the ECA (or assigned staff member 
as appropriate) is responsible to complete every step of the process. 

 
TOWN MEETINGS & COMMUNITY EVENTS 

 
Upon request of the initiating Council Member, “Town Meeting” and “Community 

Event” notifications may be posted to the Council Web Calendar, even though these events 
are not necessarily posted to the Public Notice Web Application. Please note that if the 
event flyer (or other event document) is email distributed to CityC@coj.net, the Public 
Notice/Information System is considered activated and the ECA is now responsible to 
complete every step of the process, including the preparation of minutes, any amendments 
or cancelations, and posting an official notice of the meeting. 

 
If the initiating Council Member does not intend to invite other Council Members to a 

“Town Meeting” or “Community Event”, then clearly indicate this is “Not a noticed meeting” 
below the meeting title when emailing to the CityC@coj.net email account. 

 

A checklist of items that may be needed during a Town Meeting or Community event 
is included in this manual as well as a Meeting Assessment Checklist. 

 
REQUIREMENTS, NAMING STRUCTURE & RECORDS MANAGMENT 

 
All public notice communication must be on a letterhead from the initiator and, in 

addition to the current date and time the notification is sent to CityC@coj.net, the notice 
must contain the name and contact information of the ECA (or staff member or division) 
posting the notification. The CC line on the notice should remain the same. However, if 
necessary, names may be added to the list, but none should be removed from the original 
template. The date and place of event as well as the type of document (i.e. Notice, 
Amended Notice, Agenda) should be in bold font for increased visibility. 

 
All appropriate meeting documentation, i.e. notices, amendments, agendas, 

cancellations, briefs/minutes, sign-in sheets, etc., is electronically distributed via email 
attachment to CityC@coj.net for appropriate posting. Please see below for a sample email 
for a notice 

 
Additionally, records management is important for retrieval of documents in a systematic 

process. Thus, the naming structure of documents are extremely important. The naming of 
the document will have the date in YYYYMMDD format followed by the type of document 
and the subject. Please note that your subject line must match your Notice file name and all 
files must be separate and must be in PDF (see examples below): 

mailto:CityC@coj.net
mailto:CityC@coj.net
mailto:CityC@coj.net
mailto:CityC@coj.net
mailto:CityC@coj.net
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Naming Examples 
• 20500820 Notice Meeting CM Brown Meeting re Public Places 
• 20500820 Attendance Sheet CM Brown Meeting re Public Places 
• 20500820 Amended Attendance Sheet CM Brown Meeting re Public Places 
• 20200820 Minutes CM Brown Meeting re Public Places 
• 20500820 PowerPoint CM Brown Meeting re Public Places 

 
Due to the naming structure, if a date change is needed, it will be beneficial to issue a 

cancelation notice and send a new meeting notice with the correct date. 
 

All documents received must be forwarded to the Legislative Services Division via hard 
copy, originals and matching documents. Additionally, all documents must be scanned and 
transmitted electronically using the ScanSnap equipment provided to each ECA. The ECA 
will scan all documents and forward the properly labeled document as a file attachment. 

 
SAMPLE EMAIL TEMPLATES 
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SAMPLE TEMPLATES – NOTICES & EXCUSALS 

 
Sample notice and excusal templates are available in the following directory: 

G:\Shared\Sample - Council Public Notices\2022. Document samples are located in this 
directory for your convenience. Excusals can be used for specific meetings, a period of 
time/days. An excusal for an entire day or multiple days is sufficient to cover the meetings 
for that time period (i.e. there is no need to complete excusals for each meeting during that 
time period). 
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SAMPLE 1 – Notice-Two Elected Officials 
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SAMPLE 2 – Amended Notice-Two Elected Officials 
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SAMPLE 3 – Cancellation Notice 
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SAMPLE 4 – Meeting Notice-Two Members Regarding Legislation 
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SAMPLE 5 – Excusal-All Council Related Business 
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SAMPLE 6 – Excused Absence-Standing Committee 
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SAMPLE 7 – Excused Lateness Request-Standing Committee 
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Community Meeting/Town Hall Checklist 
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Assessment Checklist 
 
 
 



23  

Council Calendar - Reserving City Council Meeting Rooms 
 

Before scheduling any City Council Resources, please be sure to check availability on the 
City Council Calendar. All resources and schedules are listed. 

 
1) Select CALENDAR on left pane of Outlook. 

 
2) Select “Open a Shared Calendar” and enter “City-Council-Calendar” (including 

dashes) and select OK. This will open the City Council Calendar. From this point 
forward, the City Council Calendar will be listed on the left pane under “Other 
Calendars” so you can select it again by checking the relative box. 
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3) If the calendar date and time is available, highlight YOUR calendar. 
 

4) Select  the  down  arrow  beside  NEW   and   select   “MEETING   REQUEST”.   
NOTE: If you receive a message that you do not have sufficient permissions, please 
ensure that you are sending the request from your email. To do this, make sure YOUR 
calendar is highlighted. 
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5) Select the TO and type CITY-COUNCIL-CALENDAR as well as any other specific 
names in the attendees, placing them in either the Required, or Optional line then OK. 

 
NOTE: When reserving the Lynwood Roberts Room, type both CITY-COUNCIL- 
CALENDAR and SJCR-1ST-LYNWOOD ROBERTS ROOM as attendees. 

 

 

6) Make sure to enter the SUBJECT and LOCATION dialog boxes. Council Members 
Names are required in this location and if the – Noticed or Non-Noticed Meeting must  
be inserted in the Subject Box. The Location box must include the building address 
including the floor and Suite number. 

 
7) Select the Start and End time. 

 
8) Give as much contact information (mandatory) in the larger dialog box as possible. The 

Executive Council Assistant’s names, email, address and contact number must be 
included in this box. 

 
9) Select SEND. 

 
10) You will receive a confirmation that your meeting has been scheduled. If you have not 

complied with the process above your request will be declined with an explanation 
requesting compliance for posting. Please resend information with necessary changes 
and your meeting request will be confirmed. 
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Visitor & Guest Procedures 
 

To maintain a safe, and secure environment for employees, the following visitor and guest 
procedures shall be followed. 

 
• No unauthorized person shall be permitted into the restricted access areas of the 

City Council. 
• All City Employees shall visibly display their City Issued ID Badge at all times while 

in the restricted access areas of the City Council, (Employee Services Directive 
0515, Identification Badge Policy). 

• All City Employees that are NOT City Council Employees shall check in with the 
Receptionist and state your purpose for access into the City Council restricted areas. 

• All visitors and guests (non-City Employees) shall sign in with the City Council 
Receptionist located in the lobby at Suite 425. 

• The Receptionist will notify the host staff member of their visitor/guest that they are 
in the lobby. The host staff member will respond to the lobby and take responsibility 
of the visitor/guest. 

• All visitors/guest shall remain under escort supervision of the host staff member 
while within the restricted access areas of the City Council Suites. The host staff 
member shall remain with the visitors/guest until their departure from these areas. 

• If a visitor is seeing two Council Members consecutively, the visitor must either be 
escorted to the lobby at Suite 425 between meetings or can be brought by the host 
staff member to the next hosting staff member who will then accompany the visitor 
through the City Council restricted access area until their departure. 

 
The Chief of Administrative Services and the Director of City Council shall be notified for 
any request by the Media to gain access into the City Council restricted access areas. If 
approved, the Media Representative shall be escorted and supervised in the same manner 
as a visitor/guest. 

 
Any questions regarding these procedures contact the Chief of Administrative Services. 
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V. COMPLIANCE 
 

GIFT DISCLOSURE – Web Posting 
 

In accordance with Chapter 602, Jacksonville Municipal Code, registries shall be 
established wherein gifts will be identified by date, donor, type, purpose, and city officer or 
employee carrying out the purpose; and shall be posted on a city internet site and shall be 
posted on a City or independent agency internet site within 45 days of receipt of the gift. 
Gift Disclosure form 9 is due by the ECA on the last month of the following quarter (i.e. the 
Form 9 for January-March is due in June) and the Office account information is due on the 
10th day of the month following that quarter (January-March is due by April 10th). The 
Jacksonville City Council Gift Disclosure Registry may be accessed at 
http://www.coj.net/City-Council/Gift-Disclosure-Registry.aspx as shown below: 

 

http://www.coj.net/City-Council/Gift-Disclosure-Registry.aspx
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LOBBYIST LIST – Web Posting 
 

In accordance with Chapter 602, Jacksonville Municipal Code (as amended by Ord. 2007- 
329-E, § 3; Ord. 2008-470-E, § 2), the Director/Council Secretary shall maintain a book of 
registration statements and oaths submitted by lobbyists, as well as any correction and 
amendments made to this statements. Lobbyist lists and information is available online at 
http://www.coj.net/City-Council/Lobbyist-Information.aspx as shown below: 

 

http://www.coj.net/City-Council/Lobbyist-Information.aspx
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SECONDARY EMPLOYMENT - Disclosure 
 

In accordance with Chapter 602, Jacksonville Municipal Code (as amended by Ord. 2007- 
329-E, § 3; Ord. 2008-470-E, § 2), all employees of the City must disclose secondary 
employment. Employees must obtain prior approval before taking secondary employment 
and once approval for secondary employment has been received, the employee must 
register that employment. Human Resources Directive #519 (dated May 07, 2018), 
regarding Secondary Employment, is available on the COJ Portal at 
http://www.coj.net/departments/ethics-office/secondary-employment.aspx 
Highlights of the policy are shown below and on the following pages. 

 

http://www.coj.net/departments/ethics-office/secondary-employment.aspx
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Effective January 1, 2008, the secondary employment of appointed employees, including 
projected hours per year, is published online at: http://www.coj.net/Departments/Ethics- 
Office/Disclosures.aspx. 

http://www.coj.net/Departments/Ethics-Office/Disclosures.aspx
http://www.coj.net/Departments/Ethics-Office/Disclosures.aspx


32  

RECORDS RETENTION GUIDELINES 
 

Records must be retained in accordance with GS1-SL.Removing inactive files throughout 
the year will help maintain an organized system. Office moves traditionally happen during 
the change in Council Leadership and files may also be organized and stored during this 
time. 
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TEXT MESSAGES 
 

Messages that are public records need to be retained. Proper retention guidelines are 
found in Florida Statues on public record retention and the Secretary of State, Division of 
Libraries and Information Services, Records Management, General Records Schedule. In 
order to retain text messages please follow the instructions below. 

 

iPhone: 
1. Go to settings. 
2. Scroll down to Messages and tap it. 
3. Under Message History, tap Keep Messages. 
4. There will be three options: 30 days, 1 year, and Forever: Select Forever. 

 
Android: 

1. Open the Messages app. 
2. Tap the More button at the top-right of the screen. 
3. Select the Settings option. 
4. Tap the More settings option. 
5. Tap the button to the right of Delete old Messages to turn it off. 
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CITY COUNCIL POSTAGE 
 

Each District Council Member shall be allotted $1,000 per District Council Member. The 
remaining $36,000 for postage shall be distributed at the discretion of the Council President 
to all Council Members. 
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EX PARTE 
 

If there has been communication with any person concerning a quasi-judicial item, that 
communication will need to be disclosed prior to the public hearing on the matter. The 
information required to fill out the form can be found by doing a bill search. 
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