
E-Forms 

E-forms filed with HR from City Employees 

Employee Tuition Assistance 

Confidentiality Statement 

Customized Training Request 

Driver Evaluation 

EEO Complaint 

Request for Language Skills Pay 

Property Damage Estimate 

Supervisor's Report Accident Investigation 

 

 

E-forms filed with the Office of the City Clerk from   
Internal and External Customers 

Travel Authorization 

Financial Disclosure Report  

Travel Reporting Requirements 

Personal Financial Statement  

Recusal and Disclosure  

Notice of Claim Against the City from public (English 
and Spanish) 

COSA Written Testimony from public (English and 
Spanish) 

 

 

 

Special points of interest: 

E-Forms 

Election Information 

Dates and Deadlines 

Staff after hours 

 

     Leticia M. Vacek, TRMC/CMC 

    City Clerk 

    www.sanantonio.gov/clerk 

    210-207-7253 
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This will be the second year that Financial Disclosure Report (FDR’s) 
are due electronically. An initiative of providing electronic filing of 

FDR’s was led by Leticia Vacek, City Clerk, and has 
saved 3,000 forms from being filed manually.  City Of-
ficials are required to complete an annual FDR’s by 
January 31st.  Designated City Employees are required 
to submit the Specified Gift Form.  The FDR and the 
Specified Gift E-forms are utilized by internal and ex-
ternal customers.  More than 920 Board Members 
completed their FDR on-line.  Once submitted elec-

tronically, the e-form is received by the Office of the City Clerk.  This 
eliminates the past practice of physically filing the forms.  In order to 
utilize the e-form, Adobe Reader 9 must be installed on the user’s com-
puter.  All fields must be completed in order to submit the form elec-
tronically; otherwise red boxes will appear where information is lacking.   

Office of the City Clerk and Human Resources E-forms currently available include: 
        
  

Texas Municipal Clerks Certification Program 
 

City Clerk, Leticia M. Vacek received her Post Graduate Recertification effective for the years 2010-2015 
from the University of North Texas-Texas Municipal Clerks Certification Program. This is her fifth recertifi-
cation since 1990.  The Certification Program is the only university-level professional education program for 
City Clerks and City Secretaries in Texas.  H.B. 2092 requires persons who are certified in Texas to recer-
tify every five years.  Successful completion of the Program requires 200 hours of individual correspondence 
study on a Four-Course Curriculum, and attendance of eight two-day seminars. Recertification requires an 
additional 80 hours of professional development course work every five years with the reading of three 
Leadership books. 



2011 Election Information... 

For a complete list of Election information, please visit www.sanantonio.gov/clerk/elections 

Monday, February 14, 2011 FIRST day  to file an Application for a Place on the May 2011 Ballot. 

Monday, March 14, 2011 LAST day  to file an Application for a Place on the Ballot by 5:00 p.m. 

Tuesday, March 15, 2011 10:00 a.m. - Drawing for Order of Names to be placed on the May 2011 
Ballot in the City Council Chambers. 

Tuesday, April 4, 2011 LAST day for a CANDIDATES to submit a Personal Financial State-
ment. Due by 5:00 p.m. 

Thursday, April 14, 2011 LAST day to file 30 day Report for Campaign Contributions & Expendi-
tures.  Due by 5:00 p.m. 

 LAST day to Register to Vote for the May 14, 2011 General Election.   

May 2 - May 10, 2011 Early Voting period by Personal Appearance. 

All Early Voting Sites will be closed on May 8, 2011, in observance of 
Mother’s Day. 

Friday, May 6, 2011 LAST day to file 8th day Report for Campaign Contributions & Expen-
ditures Report. Due by 5:00 p.m. 

Saturday, May 14, 2011 

Thursday, Mary 19, 2011 

Election Day 

1:30 p.m.-City Council declares the results of the Election. 

Wednesday, June 1, 2011 Newly elected Councilmembers officially take office.  

Friday, May 20, 2011                                                                                                                                                10:00 a.m. - Drawing for Order of Names to be placed on the RUN-OFF 
ballot. 

May 31-June 7, 2011 Early Voting period by Personal Appearance. 

Saturday, June 11, 2011 Election Day for RUN-OFF. 

Friday, June 17, 2011 11:30 a.m. City Council declares the results of the Run-off Election. 

Newly elected Councilmembers from RUN-OFF election officially take 
office. 

 5:30 pm - Ceremonial Swearing-in for the 2011-2013 Mayor and City 
Council Members. 
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Dates and Deadlines... 

 
 
 
 

 
 
 
 

     E-Financial Disclosure Reports (FDR’s) Due January 31, 2011                          
for Directors, Asst. Directors and Specified City Employees covering the reporting period 

January 1, 2010—December 31, 2010                        
 

            E-Financial Disclosure Reports (FDR’s) Due March 31, 2011  
       For Board & Commission Members covering the reporting period 

January 1, 2010—December 31, 2010 
                                

Staff at the Municipal Records Facility processed the following  
City Records: 

 

      Incoming storage boxes             Records destroyed 

      October — 359 cu. ft.                       October —  343 cu. ft 

      November —  269 cu. ft.                  November —  267 cu. ft. 

      December —  495 cu. ft                   December — 596 cu. ft. 

Workshop for Officeholders and prospective Candidates 
 State and Municipal Campaign Finance Regulations 

Tuesday, January 25, 2011 5:30 p.m.-7:30 p.m.  
Cliff Morton One Stop Development Center  

1st Floor Board Room  
1901 South Alamo 

 

Call Melinda Uriegas at 207-7255 to RSVP 

The following reports are due 
in the Office of the City Clerk 
on their noted date by close of 
business 5:00 p.m. 



City Manager’s 5K Run/Walk 
 
Office of the City Clerk Staff and members of their 
families participated in the City Manager’s 5K Run/
Walk held on December 11, 2010, at Brackenridge 
Park.  Pictured right are Denise Luckey, Will Wig-
gins, Julia Aguirre, Carri Wiggins, Leticia Saenz, 
Leticia M. Vacek, Valerie Vacek, Felicia Smith and 
Brandon Smith. Valerie Vacek placed 3rd in the 15-
20 age group and received a medal from the City 
Manager. 

HWNT Latina Trailblazer Recipient 
 
Councilmember Mary Alice P. Cisneros was named the 
2010 Latina Trailblazer by the Hispanic Women’s Net-
work of Texas (HWNT).  A special luncheon was held at 
the Oak Hills Country Club.  Pictured left are HWNT 
members Yolanda Byington, Donna Guerra, Leticia M. 
Vacek, and Martha Garza. 

Roy Maas Gala 
 
Leticia M. Vacek is pictured (left) with San Antonio 
Mayor Emeritus Lila Cockrell at the Camino de Amor 
Gala on November 6, 2010, at the Westin Riverwalk Ho-
tel.  The fundraising event was held to benefit the Roy 
Maas’ Youth Alternative, whose goal is to give children a 
foundation of positive values and promote future success. 

TMCA - Alamo Chapter Banquet 
 
The Alamo Chapter of the Texas Municipal 
Clerks Association held their Annual Awards 
Dinner on December 5, 2010, at Paesanos Res-
taurant.  Pictured right are Yolanda Benitez, City 
Clerk of Garden Ridge, Leticia Vacek, City 
Clerk of San Antonio, and Norma Rodriguez, 
City Clerk Emeritus of San Antonio.  Leticia re-
ceived a scholarship from the Alamo Chapter. 



Boards and Commissions Swearing-in Ceremony 
 
Newly appointed members of the various City of San Antonio Boards and Commissions were sworn-in 
on January 7, 2011, at the San Antonio Museum of Art (SAMA).  Over 100 members and family were 
in attendance.  Each appointee was officially congratulated by Mayor Julián Castro, and Councilmem-
bers Ivy R. Taylor, Philip A. Cortez, and W. Reed Williams.  Also in attendance were members of the 
2010 Census San Antonio-Bexar County Complete Count Committee, who were thanked for their ser-
vice to the community.  City Clerk Leticia Vacek saw it fitting to have the ceremony at SAMA in order 
to recognize the service and dedication of the Board Members.  A reception followed in the lobby of 
the museum for the new members and their friends and family. 
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Leticia M. Vacek, TRMC/CMC  
City Clerk 

 
Office of the City Clerk 

P.O. Box 839966 
Phone: 210-207-7253 

Fax: 210-207-7032 
 

Office Hours 
8:00 a.m. - 5:00 p.m. 

 
Website Address 

www.sanantonio.gov/clerk 

 
Information Available in the Office and On-line  

 
Boards & Commissions 

Ceremonials 
City Council Minutes and Ordinances 

City Code 
Council Committee Agendas and Minutes 

Municipal Elections Information 
City Ethics Code 

Financial Disclosure Reports 
Oaths & Filings 

Municipal Archives and Records Management 
Passport Applications and Information 

Denise Luckey Newsletter Editor  
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