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RECOMMENDATION

Staff recommends the City Council approve an amendment to an existing Professional Services
Agreement with Kristi Callan to continue providing meeting transcription services for an additional
period of four months in an amount not to exceed $20,000.
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BACKGROUND/DISCUSSION

The City relies on professional services to draft meeting minutes for over 75 meetings per year for
the City Council and various Commissions, Boards, and Committees. Meeting transcription services
assist the City with ensuring all meeting activities and history are documented, thus increasing the
amount of staff time the City Clerk’s Office has available to service other public requests.

Since 2008, Kristi Callan has been providing minutes transcription and preparation services for
Culver City governmental meetings. In 2008, Ms. Callan only prepared minutes for City Council and
the ancillary bodies, in addition to the four commissions. As the City has added additional boards,
committees and task forces, Kristi’s scope of work has grown as well. Last year, Ms. Callan spent
approximately 1,200 hours viewing, reviewing, and preparing minutes.

The most recent agreement between the City and Ms. Callan expired on June 30, 2022. In
accordance with the requirements of Culver City Municipal Code Section 3.07.045, a new request for
proposals (RFP) is being issued for these services. In the interim period, to ensure continuation of
services during the RFP process, staff recommends City Council authorize an extension to the
existing agreement with Kristi Callan for a period not-to-exceed four months in an additional amount
not-to-exceed $20,000.

FISCAL ANALYSIS

Sufficient funds for Council, Commission, Boards and Committee Services (Various Departments -
517000) are included in the City’s FY 2022/2023 Adopted Budget.

ATTACHMENTS

None.

MOTION

That the City Council:

1. Approve an amendment to the existing professional services agreement with Kristi Callan for
meeting transcription services for an additional four-month period in an amount not to exceed
$20,000; and,

2. Authorize the City Attorney to review/prepare the necessary documents; and,

3. Authorize the City Manager to execute such documents on behalf of the City.
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