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CITY OF OAKLAND
MASTER FEE SCHEDULE

Effective: July 1, 2003

DESCRIPTION AND PROCESS               

The Master Fee Schedule was established by the City Council in 1976. At that time, the
Council passed Ordinance No. 9336 C.M.S. that repealed all other references to fees and
consolidated them within one document, the Master Fee Schedule. All new and revised fee
proposals are reviewed by the Council and, if adopted, incorporated into this Schedule.

The Budget Office is charged with the general maintenance of the Schedule. This includes 
reviewing requests to modify the document, periodic review of fees to assure that they are 
equitable and reflect the cost of services, and preparation of transmittals to the Council for 
recommended changes to fees.

In addition, all City Agencies have a role in fee schedule policies and maintenance. 
All Agencies and Departments/Offices that levy fees are responsible for:

1. including all fees which are levied in the Master Fee Schedule;
2. keeping updated copies of the Schedule available and in clear display;
3. proposing fees which reflect the cost of services provided by the City; and
4. providing for the annual revision of fees or proposing changes in fees

consistent with the intent of the Master Fee Schedule.

There are two procedures for revising the Schedule: during the annual budget process and
outside of the budget process. During the budget process, Agencies submit proposed fee
changes with requested budget proposals. Fee revisions approved by the City Manager are
presented to the Council and included in the legislation adopting the budget. At other times of
the year, an Agency may submit proposed revisions (by memorandum) to the Director of the
Budget Office for review. Fee changes recommended by the Budget Director are forwarded 
to the City Manager. If approved by the City Manager, these requested fee changes are 
presented to the Council in the form of an ordinance amendment. All fee changes, regardless
of time of the year, must be authorized by the City Manager for presentation to the Council.

For both processes, specific public notification and processes are mandated. A notice of a
public hearing regarding the Schedule is published. In addition, the Office of the City Clerk
will mail information regarding proposed modifications to any interested party who has filed
a written request with the City Clerk for such notice. The Council then holds a public hearing 
regarding any proposed changes before adoption of revisions.

Further detail regarding the Master Fee Schedule policies and process is contained in the
City Administrative Instruction 19 (see pages II through V). This document is also available
from the City Clerk's Office.



CITY of OAKLAND  
ADMINISTRATIVE INSTRUCTION  
 
Subject:           Master Fee Schedule                      Number             19  
 
Reference:       None                                             Effective Date:  August 1, 2000  
 
Supersedes:    Al No. 19, dated May 15,1983               Responsible     City Manager's   

Department:      Budget Office  
 
 
Purpose 
 
The purpose of this Administrative Instruction is to state the procedures to be followed 
relating to the Master Fee Schedule.  
 
History  
 
The Master Fee Schedule was established by the City Council in Ordinance No. 9336 
C.M.S. on June 29, 1976. The preamble of this ordinance states the objectives of the 
Master Fee Schedule, to wit:     
                                                                  

a) To provide easier access to and a better understanding by the public of all fees 
charged by the City of Oakland; 

 
b) To provide equity in distributing the cost burden for City services on the 

beneficiary and the taxpayer to a maximum degree consistent with sound fiscal 
and management principles;  

 
c) To provide for fees which will reflect the cost, when deemed appropriate bv the 

Oakland City Council, of services provided by the personnel, facilities, or 
equipment of the City of Oakland; and  

 
d) To provide for annual revision of fees.  

 
At the same meeting, the Council passed Ordinance No. 9337, C.M.S. which amended 
or repealed certain sections of Oakland City Codes and certain ordinances and 
resolutions, as necessary, to effect the Master Fee Schedule. The effect of this 
ordinance was to delete or amend any reference to fees or fee policy. All fees and fee 
policy are to appear in the Master Fee Schedule.  
 
Master Fee Schedule Distribution List  
 
The City Manager's Budget Office is responsible for the distribution of all necessary 
information with regards to the Master Fee Schedule. It is the responsibility of each City 
agency/department to internally distribute copies of the Master Fee Schedule within the 
agency/department. 

 Page II 
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GENERAL RESPONSIBILITIES  
 
Budget Office  
 
The Budget Office is responsible for the general maintenance and control of the Master 
Fee  
Schedule including, but not limited to: 
 

1. The review of all requests for the addition to, or the deletion or 
modification of fees or policy in the Master Fee Schedule;  

2. the maintenance of this Administrative Instruction;  
3. the maintenance of the Master Fee Schedule including, but not limited to, 

the index, the table of contents, and its form and design;  
4. the ordinances passed into law which become part of the Master Fee 

Schedule; and  
5. from time to time, reviewing fees to make certain that fees reflect the cost 

of services provided by the personnel, facilities, or equipment of the City 
and provide equity in distributing the cost burden, for such services on the 
beneficiary and the taxpayer consistent with sound fiscal and 
management principles.  

 
Other Departments  
 
All agencies/departments winch levy fees on the public should strive to accomplish the 
objectives of the Master Fee Schedule and are responsible for:  
 

1. Including all fees which are levied on the public in the Master Fee 
Schedule; 

2. keeping updated copies of the Master Fee Schedule available and in clear 
display for the public;  

3. proposing fees which reflect the cost of services provided by the City; and  
4. providing for the annual revision of fees or proposing changes in fees 

consistent with the intent of the Master Fee Schedule.  
 
ANNUAL REVIEW  
 
The Budget Office shall be responsible for coordinating an annual review and updating 
of the Master Fee Schedule in conjunction with preparation of the two-year budget or 
mid-cycle budget review. The general purpose of this review and updating is to adjust 
fees to reflect the annual budget and to implement any new fees which are in order. 
Although the need for new fees should be methodically considered during the annual 
update, this should not be construed to preclude the implementation of new fees at any 
time during the year. 
 

Page III 
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Periodic Fee Revisions  
 
To add, modify, or delete a fee item outside of the bud-act process, the following 
information should be included in an Interoffice Letter:  
 

1. Fee description;  
2. proposed fee per unit;  
3. revenue source code to be used;  
4. revenue impact;  
5. the name, title and telephone number of a person most knowledgeable 

about the proposed fee;  
6. the justification for the request with amplification of the reasoning 
7. effective date of the new fee;  
8. the office/department head signature and,  
9. at the end of the Inter-Office Letter, the following blocked statements:  

 
APPROVED:               Recommendation Concurred With:  
 
 
Office of the City Manager   Budget Office  

 
 
 
 
PROCEDURE  
 
The following sequence is illustrative of how this Administrative Instruction should work 
when an agency/department requests an addition, deletion, or modification of a fee or 
fee policy in the Master Fee Schedule outside of the budget process:  
 

1. The requesting agency/department sends an Inter-Office letter to the 
Budget Office; 

2. The Budget Office reviews and clarifies the request and for-wards it to the 
City Manager's Office with its recommendation;  

3. The Office of the City Manager reviews the recommendation and returns it 
to the Budget Office with appropriate instructions (approved, not 
approved, or approved subject to direction); 

4. The Budget Office prepares a draft ordinance to amend the Master Fee 
Schedule, has it approved as to form and legality by the City Attorney's 
Office, and submits a staff report, fee schedule amendment and ordinance 
to the City Manager's Office;  

Page IV 
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Page V 

5. The City Clerk's Office submits the "packet item" to the City Council, 
through the agenda. for consideration;  

6. Upon approval, the Budget Office arranges for the duplication of the 
exhibit, which is a part of the ordinance and, upon final passage of the 
ordinance, distributes copies of the amended Master Fee Schedule.  

 
Any questions regarding this Al should be directed to the City Manager's Budget Office 
at x2130.  
 



CONTACTS 
 
DEPARTMENT           PHONE NUMBER 
 
 
City Council ............................................................................................................ (510) 238-3266 

City Clerk ................................................................................................................ (510) 238-3611 

City Manager ........................................................................................................... (510) 238-3301 

Finance & Management.......................................................................................... (510) 238-2220 

 Financial Services........................................................................................ (510) 238-2220 

 Information Technology ............................................................................... (510) 238-2274 

Police Services ....................................................................................................... (510) 238-3455 

Fire Services ........................................................................................................... (510) 238-3856 

Cultural Arts & Marketing 

 Alice Arts ..................................................................................................... (510) 238-7526 

 Henry J. Kaiser............................................................................................. (510) 238-7765 

 KTOP ........................................................................................................... (510) 238-3566 

 Marketing ..................................................................................................... (510) 238-2103 

 Museum ....................................................................................................... (510) 238-2172 

Library Services ...................................................................................................... (510) 238-3134 

Parks and Recreation ............................................................................................. (510) 238-3092 

Human Services ..................................................................................................... (510) 238- 3121 

Public Works ........................................................................................................... (510) 238-3961 

Community and Economic Development............................................................. (510) 238-3344 
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CITY COUNCIL

FEE DESCRIPTION FEE UNIT

City of Oakland
Master Fee Schedule
Effective: July 1, 2003

A.
1 6.00 Each
COUNCIL DISTRICT HANDBOOK

Handbook (Including Tax)

2 1.00 EachHandbook - Handling and Postage
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City Clerk



CITY CLERK

FEE DESCRIPTION FEE UNIT

City of Oakland
Master Fee Schedule
Effective: July 1, 2003

H. DIRECTORY OF BOARDS AND COMMISSIONS 10.00 Each

I. TRANSCRIPTION OF CITY COUNCIL PROCEEDINGS (VERBATIM) Market Rate

J. AUDIO/CASSETTE DUPLICATION 5.00 Tape

K. COUNCIL DISTRICT MAP 10.00 Each

L. DUPLICATION OF CAMPAIGN STATEMENTS 0.10 Page

M. UNITED STATES PASSPORT APPLICATION EXECUTION FEE 30.00 Application

N.
1 40.00 Couple
DOMESTIC PARTNERSHIP REGISTRATION

Registration

2
a. Both Partners Present
Termination of Registration

10.00 Couple

b. One Partner Present 15.00 Person

O. RESIDENCY VERIFICATION 15.00 Page

Page B - 2
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