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CONTRACT FOR SERVICES

SECTION I: PARTIES TO THE CONTRACT

CITY OF PORTLAND ("City), City Hall, 1220 S, W, Fifth Avenue,
Portland, Oregon 97204, and

Legal Aid Service ~ Multnomah Bar Associlation, Inc,, 310 S, W, Fourth
Avenue, Room 900, Portland, Oregon 97204,

SECTION II: CONTRACT SUMMARY

Contractor agrees to provide coordination of volunteer attorneys and
legal advocacy to elderly residents in Portland/Multnomah County and
further agrees that the total cost shall not exceed the sum of $36,645,

SECTION III: PERIOD OF PERFORMANCE

Performance under this contract shall commence July 1, 1980, and
continue through June 30, 1981, unless extended by City Council
action, Activities and budget shall be negotiated annually,

SECTION IV: AGREED CONTRACTOR: PROJECT OPERATION

A, Contractor shall by June 30, 1981 meet all goals and objectives
stated in the "Project Narrative" (Exhibit A, hereby incorporated
by reference).

B. Contractor shall ensure that no portion of this contract shall
in any way discriminate against, deny benefits to, deny
employment to, or exclude from participation any persons on
the grounds of race, color, national origin, religion, age,
sex, handicap, marital status, sexual preference, political
affiliation or belief; and that it shall target these services
to those most in need.

C. Contractor shall provide a minimum 5% cash match (1928) as approved
in the budget (refer to Exhibit B), TFallure to meet this requirement
shall result in a reduction of budget or termination of contract,

D, Contractor shall retain client records for a minimum of five
years and shall make sald documents available at all reasonable
times to the City, or its duly authorized representative, for
evaluation through inspection of the quality, appropriateness,
and timeliness of services,

E, The use or disclosure by any party of any information concerning
a recipient of services purchased under thls contract, for any
purpose not directly connected with the administration or
program evaluation of the City, is prohibited except on written
consent of the recipient or the recipient's attorney,
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. SECTION V: CONTRACTOR REPORTING AND RECORD REQUIREMENTS

A. Contractor shall use the standardized forms provided by the
City for reporting purposes (Exhibit C, hereby incorporated
by reference). If additional forms are deemed necessary,
sald forms shall be developed through negotiation.

B. Required program reports shall be submitted by 3:00 P.M. of
the 5th working day of each month. Reports shall be completed
accurately in conformance with the guidelines and monitoring
directions provided by the City. Program reports which are
not received by the time specified shall result in delayed
reimbursement.

C. Contractor shall submit to the City, a final "Director's
Narrative Report' within forty-five (45) days of the conclusion
of the Project covered by this contract. The report should
identify problems, corrective action taken, requests for
technical assistance, any plans for seeking/securing other
resources, and any concerns relative to the City's performance.

D. Contractor shall maintain for a minimum of three (3) years
all fiscal and program reports, including statistlcal records, -
and shall provide these reports at times and in the form prescribed
by the City. 1In the event of dissolution of the corporation within
the specified time, said records shall be turned over to the
. City Auditor,

E. Contractor shall submit to the City coples of all requests
for Federal, state or local grants that affect the services
provided under this contract prior to submitting the request
to the funding source,

F, Contractor shall provide for program and facility reviews,
including meetings with consumers, reviews of service and
fiscal records, policies/procedures, staffing patterns,
job descriptions, and meeting with any-staff directly or
indirectly involved in the performance of this contract
at any reasonable time on request of and by persons authorized
by the City, '

G. Contractor shall submit to the City one (1) copy of all formal
documents produced under this contract,

H. Contractor shall provide proof of its timely payment of
withholding taxes, unemployment taxes, and SAIF,

I, Contractor shall submit to the City, prior to commencement
of this contract except where one is already on file, its current:

-~ Personnel Policy which sets forth procedures for hiring,
firing, grievances; and identifies all paild holidays;
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SECTION

A.

H.

SECTION

A,

B'

- List of names and signatures of persons authorized
to act as the Contractor's agents}

- Articles of Incorporation and By-Laws}

- List of Board of Directors and Advisory Council members
Contractor further agrees to submit any changes in these
documents to the City within thirty (30) days of their effective
dates.

VI: AGREED CITY

City shall provide technical assistance upon written request
of the Contractor.

City shall provide all required reporting forms to the
Contractor,

City shall monitor the project based on all of the provisions
as set forth in this contract.

City shall give Contractor written notification of problem areas
related to the performance of this contract, including requirements
for corrective action,

City may conduct at least one contractor meeting per month,

City shall conduct training sessions as necessary to ensure
quality delivery services and effective program management.

City shall conduct on-site contract and facllity reviews on

a quarterly basis. On-site monitoring shall be pre~arranged
with each Contractor.,

City shall process monthly reimbursement requests and contract
amendments in a timely manner,

VII: COMPENSATION - METHOD OF PAYMENT
Total compensation under this contract shall not exceed $36,645.
An advance shall be made to cover the cost of the Contractor's

initial expenses for operation, not to exceed the sum of $6,107
upon receipt of a written request from the Contractor,
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The additional amounts due after the initial advance shall be
reimbursed upon receipt of the required ACCOUNTING REPORT FORMS
(refer to Exhibit C), the original with appropriate documentation
attached, All reimbursement documents shall be received by

the fifteenth (15th) working day of each month, Reimbursements
not received by the specified time shall be delayed and

processed for payment the following month, or may result in
termination of the contract. Payments shall also be held if

the required program reports are not recelved by the specified
time,

D, All final reimbursement documents shall be received within
forty-five (45) days following the end of the budget period,
Final reimbursement documents not recelved within the
specified time period shall not be processed, and the expense
shall be the sole responsibility of the Contractor.

E, Advances shall be recovered against expenditures in accordance
with an established schedule developed and distributed by the
City,

F, All payments made pursuant to this contract are subject to post
audit., The City shall perform spot audits at thelr discretion
any time during the contract period, Contract costs disallowed
by the City shall be the sole responsibility of the Contractor,
If a contract cost 1is disallowed after reimbursement has

. occurred, the Contractor shall promptly repay the City,

G, All funds received from the City shall be used by the Contractor
as set forth in the budget (refer to Exhibit B), Tunds not used
shall be returned promptly to the City at the end of the budget
period. Any costs incurred by the Contractor over and above
the agreed sums, as set out in the budget, shall be at the
gole risk and expense of the Contractor,

H, The operating budget may be amended, provided the full cost
does not exceed the amount stated in the contract. Budget
amendments shall not become effective until the Commissioner-
in-Charge has given written approval and filed the approved
document with the City Auditor. Budget overruns of five
percent (5%) or $1,000, whichever is less, are allowable without
a budget amendment on all line 1tems within the Materials and
Services category, excluding Out-of-Town Travel, These line
item overruns shall be compensated for within the same category.,

I. Budget amendments shall not be accepted during the last
quarter of the budget perlod (April 1 through June 30),

‘ CONTRACT FOR SERVICES ‘ Page 4 of 9



LA

All items with a purchase price of one hundred dollars ($100)
or more hereunder shall be purchased in the name of the City.
Such purchases shall be for cash and not include any credit
terms, and shall be reported to the City within ten (10) days
(refer to Exhibit C), tagged by the City, included in the
City's Property Control, and shall be the property of the
City, Contractor shall maintaln an acceptable and current
log of this property and property acquired under previous
contracts with the City., All non-expendable items shall

be returned to the City within ten (10) days after the contract
has terminated.

Contractor shall also maintaln a current and acceptable log

of all non-consumable supplies purchased under this contract. Non-
consumable means items with a minimum value of $25.00 per item

and a maximum value of $99.99 per item purchased under this
contract, All such items shall also be returned to the City
within ten (10) days after the contract has terminated.

SECTION VIII: GENERAL CONDITIONS

A, Contractor shall abide by all Federal, state and local
regulations/policies governing project, operations, management,
and service delivery., The funds shall be used for the purpose
for which they are provided.

B. Prior to commencement of this contract, Contractor shall deliver
to the City Auditor evidence:

1) that all persons handling funds received or disbursed under
this contract are covered by a Fidelity Bond in the amount
of $10,000 or 100% of the estimated sixty (60) day cash
flow, whichever is less;

2) of a Standard Liability Insurance Polilcy in the single
1imit amount of $300,000 and provide the City Auditor
with an endorsement thereto, naming the City as an
additional insured and protecting the City, its agents,
and employees from claims for damages arlsing in whole
or in part out of the performance of thls contract;

3) that all property and equipment purchased or recelved by the
Contractor pursuant to this contract is insured against
fire, theft and destruction; and

4) that the above policies of insurance are in force and
shall not be cancelled without thirty (30) days prior
notice to the City.
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. ) If approved as self-insured by the City Attorney, the
Contractor shall deliver to the City Auditor, in liew
of a Standard Liability Insurance Policy, evidence that
they agree to hold harmless, defend and indemnify the
City, its agents and employees from any and all claims
for damages arising in whole or in part out of the
performance of this contract,

If the Contractor enters into more than one (1) contract with
the City, insurance and bonding shall be furnished, together
with the proper endorsements for each separate contract,
Failure to maintain current insurance, bonding and proper
endorsements for each separate contract shall result in the

withholding of payment to the Contractor or the termination
of the contract,

C. The term "approval by the City' means written approval by
he Executive Director and/or the Commissioner-in-Charge
of the Human Resources Bureau, Unless otherwise specified,
documents submitted to the City shall be regarded as
received when delivered to the Human Resources Bureau,

D. Compensatory time accrued by any employee performing services
under this contract shall be taken within the budget period
to be charged as a contract cost, Time not taken within
this period shall become the sole risk and expunse of the

. Contractor, This condition only applies 1f compensatory
time 1s indicated in the Contractor's approved Personnel
Policies and Procedures.

E. Upon termination (cash out) of any employee performing
services under this contract, a maximum of two weeks
accrued vacation time shall be an allowable reimbursement
cost, Time in excess of the two weeks maximum shall be
the sole responsibility of the Contractor.

F., It is expressly understood and agreed by hoth parties hereto
that the City is contracting with the Contractor as an
Independent Contractor and that the Contractor, as such,
agrees to hold the City harmless and to indemnify it from
and against any and all claims, -demands, and causes of action
of every kind and character which may be asserted by any third
party arising out of, or in connection with, the services
to be performed by the Contractor under this contract,
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. SECTION IX: SPECIAL CONDITIONS

A. The staff supervisor, given reasonable notice, shall attend training
sessions and meetings and participate in other activities as re—

quired by the City to a maximum of three sessions (24 hours) per
month,

B. Other staff hired under this contract shall participate in such
training sessions, meetings, and other activities as required by
the City to a maximum of two sessions (16 hours) per month,

C. The Contractor shall assure that older persons shall not be dis-
criminated against and that older persons shall be employed on a
part-time and full~time basis in carrying out programs, to the
degree feasible and subject to the provisions of approved person-
nel policies.

D. The Contractor shall conform to the client representative policy
and the client confidentiality policy as set forth by the City,

E. 1In performance hereof, the Contractor shall comply with the provi-
sions of the "Non-discrimination on Basis of Handicap" Section 504
Assurance of Complaince of the Rehabilitation Act of 1973 (Refer to
Exhibit "A," Attachment 8).

F. The Contractor agrees to submit documentation as required by the
. City to support waivers of contract policies and requirements
granted by the City.

G. The Contractor shall use the service definitions as set forth by
the City and standardized reporting forms as developed and provided
by the City.

H. The Contractor shall employ City descriptions, policies, and pro-
cedures for the delivery, utilization, and coordination of infor-
mation, referral, case management, escort, transportation, home-
maker, housekeeper, legal, nutrition and other contracted service
provided as part of the Portland/Multnomah County Area Agency on
Aging Service System.

I. The Contractor shall conform to state, federal, and local laws
and City policies and procedures governing service delivery and
eligibility for service.

J. The Contractor shall enter into written agreements with other serv-
ice providers with the Portland/Multnomah County Area Agency on
Aging Service System as directed by the City to specify and clarify
procedures of coordination.,

K. The Contractor shall give preference in the delivery of services
to older persons with the greatest economic or social need in
accordance with prilorities and definitions provided by the City,

’ The methods for giving preference may not include use of a means
test,
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L. The Contractor shall, in the event resources are not available to
provide a service, document the situation, inform the person of the
problem, and place the person on a walting list, prioritizing clients
relative to those in greatest need of saild services.

Documentation shall be submitted quarterly to the City.

M. The Contract must:

(1) provide each older person with a free and voluntary opportunity
to contribute to the cost of the service;

(2) protect the privacy of each older persoun with respect to
his/her contribution;

(3) establish appropriate procedures to safeguard and account for
all contributions; and

(4) wuse all contributions tu expand the services of the Contractor
under this section,

The Contractor further:

(5) may develop a suggested contribution schedule for services
provided under this section. In developing a contribution
schedule, the Contractor must consider the fincome ranges of
older persons in the community, and the Contractor's other
sources of income.

(6) must assure that no older person 1s denied a service hecause
the older person will not or cannotcontribute to the cost
of the service; and

(7) must assure that contributions made by older persons are con-
sldered program income.

N. The Contractor assures that federal funds under this contract are
not used to replace funds from non-federal sources and agrees to
continue or to initiate efforts to obtain support from private
sources and other public organizatlons for services funded through
this contract.

0. The Contractor shall comply with the specific regulation governing

the conduct of attorneys employed by the legal services provider
[1321.151 (3)].

P. The Contractor may not require older persons to disclose information
about income or resources as a condition for providing legal services.

SECTION X: CONTRACT MODIFICATION

A. Contractor may request changes in the contract by submitting a
written request in accordance with City procedures (refer to Exhibit
C). Minor changes shall not become effective until the Commissioner-
in~-Charge has given written approval, and the approved document is
filed with the City Auditor. Major changes shall not become effec-
tive until approved by City Council, signed by the appropriate parties,
and the approved document flled with the City Auditor.
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SECTION XI: CONTRACT ASSIGNMENT

A. The Contractor has been selected by the City for this work because of its
particular experience in this program area. This contract is personal
between the parties, and the Contractor shall not assign or subcontract
in whole or in part hereof without prior approval by the City.

B. In the event the City decides to assign its interest in this contract,
in whole or in part, the City shall give written notice of the assign-
ment to the Contractor tern (10) days prior to the assignment.

SECTION XII: TERMINATION REMEDIES

A. This contract may be terminated by either party at any time by giving a
thirty (30) day advance notice by certified mail for failure or refusal
of the other to perform faithfully the contract according to its terms.

B. The contract may also be terminated at any time by the City by giving
written notice if its federal, state, or local grants are suspended,
modified, or terminated. In the event of termination, the Contractor
shall be entitled to reilmbursement for allowable costs incurred up to
the date of termination indicated in the written notice.

C. Nothing in this contract shall be construed to limit the City's legal
contract remedies including, but not limited to, the right to sue for
damages or specific performance should the Contractor materially vio-
late any of the terms of this contract.

SECTION XIII: SIGNATURES

The parties witness their consent to be bound by all the terms of this
contract, SECTIONS I through XII, by signing below,

APPROVED AS TO CONTENT CONTRACTOR

oy sk E'(DQMM b+ 750

By
Executive Directo Date
APPROVED AS TO FORM CITY OF PORTLAND
By By
City Attorney Date
By
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CITY OF PORTLAND
HUMAN RESOURCES BUREAU

APPLICATION FOR '
PROJECT FUND

1. Short Title of Project:
SENIOR LAW PROJECT

(Do not exceed one typed line)

2. Type of Application (Check One)

New Project |x

Continuing Project I

Revision of Cont. Proj.

3. Responsible HRB Division 4. Contract Perilod
Socdial Senvices Division From 7/1/80 to _6/30/81

5. Budget Period 6. City Support Requested

From 7/1/80 to 6/30/81 § 36,645.00
7. Applicant Agency 8. Project Director

(Name, address & telephone) (Name, address & telephone)
Legal Aid Service -MBA, Tne. J. R. Forestenr
519 S.W. 4th Ave.-Room 900 310 S.W, 4th Ave. - Room 900
Portland, OR 97204 Portland, OR 97204

224-4094 224-4094

9. Financial Officer 10. Official Authorized to Bind Agency

(Name, address & telephone)
Eileen Rengro

(Name, address & telephone)

J. R, Foresten
310 S.W, 4th Ave. - Rm, 900 310 S.W. 4xth Ave. - Room 900
PorntlLand, OR 97204 Portland, ORE 97204
224-4094 224-4094

11. Project Summary: Summarize, in approximately 200 words, the project plan
presented in application, briefly covering project goals, objectives,
strategy, target population and administration.

Legal Aid Service shall coonrdinate a program to provide Legal services
in at Least give AAA Distrndict Senvice Centens, and accessible through §ive
othen s4ites, to olden people with the greatest economic or social need 4in
coordination with AAA Aging Service Systems 4in Pontland/Mulinomah County,

and utifizing private volunteen attorneys nrecrudited with the assistance of
the Mulzromah Ban Association.

The profect shafl also provdide staff Lo inditiate impaect Litigation,
givding f4inst prionity to the institutionalized and homebound elderly, and
second priordity to the eldenly Ain greatest economdic on social need fon the
purpose of assenting thedn nights unden state on federal Laws and regula-
tions and based upon case acceptance cniterda selected for this profect 4in
advance of any attorney-client contact 4in consultation with AAA staff.



1

139875

EXHIBIT A
‘PROJECT NARRATIVE LA 80/81

1. Statement of Problem/Documentation of Need: (Provide a concise descrip-
tion of the conditions and problems to be addressed by the project.
Quantifiable, measurable terms should be used. Verify that the problem
exists with documentation.)

A 1975 survey by the Amendican Bar Foundation, Bureau of Social
Science Research, reponts that 23% of the elderly poor need a Lawyeh,
Applied to 1970 Multnomah County census data of 21,276 persons aged
60 and oldern L4iving below poverty Level, an estimated 4,870 require
Legal senvices. In 1979, Multnomah County Legal Aid records show
that 1074 clients wene aged 65 or older. In Pontland/Mulinomah County,
eldernty poor are 34% of the 61,553 pensons Living below the povenrty
Level (1970 census). Additional Legal senrvices to 3,800 are nequined
to meet the estimated need.

A study by the National Senion Citizens Law Centern in 1975 cdted
confudion and Limited transportation as two barniens to olden people
An making appropriate utilization of Legal services., This may be
attributed to the priorndities, Lypes of services offered by Legal Aid
(restnicted because of funding Limitations), difficulty for oldenr
people to nreach Legal Adid offdces, and Lack of knowledge and acceptance
by olden people of Legal Aid senvices.

Legal Aid senvdices are unden-utilized by oldern people in Portland/
Multnomah County (17% of Legal Aid clientele are 60 on older, compared

with 34% of Low Lncome penrsons age 60 on olden 4in the genchal population).

Legal services which meet the hange of Legal problems experienced
by Low income olden persons and are provided in a Location reasonably
convendent and comfortable for olden persons are needed Zo meeit the
Legal needs of the elfderly poor. Sdnce the Lnception of this program
the numben of people oven 60 who utilize Legal serviced has doubled.

p
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Statement of Project Goals: (The project goal is a brief statement of the
intent of the project to change, reduce or eliminate the problem identified

above. The goal should relate to overall goal statement of HRB's Divisional
Unit and to the general purpose of the project.)

LONG RANGE AAA GOAL:

To plan and implement a system in which service providers in Portland/Multnomah
County work together to use resources most effectively and economically in
accomplishing shared objectives to meet the needs of senior citizens.,

(FY 1980-81) AAA GOAL:

To provide the leadership role in order to increase the level of community
services for older people in Portland/ Multnomah County to meet the basic
needs of the elderly and promote independent and dignified living for
elders through the processes of evaluating the service systems' capacity
to meet those needs and by advocating for such increases as necessary.

PROJECT GOALS:

(a) To provide low income older persons in Portland/Multnomah County
with legal services primarily in the area of estate planuing, probate,

consumer law, property law, domestic relations, in a convenient and
comfortable location;

(b) To provide homebound and institutionalized elderly and others with the
ability to enforce newly created federal and state rights enacted for

their beneift in order to assist them to independent and dignified
lives.

A-3
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(Set forth, in measur-

able, timebounded statements the desired results of program operations.

For

each objective listed, state the productivity indicator, or unit of measure-

ment, by which the objective can be

evaluated.)

Objectives:

Productivity Indicators:

1. To maintain effective man-
agement of servdice phrovdided

fon the elderly in Portland/

Multnomah Counity Lhrough the

accomplishment of the activities

Listed in section 4 durdng

FY 80/81.

(a) # and dates 0§ activitiea
Listed in section 4.

2. 1Incheade utilization of
Legal services and nemedies
among Zhe eldernfy by provdiding

(a) # of clients irtenviewed by!

attorneys;

coondination and clernical sup- (b) # of attorney hours donated!
t port to 75 volunteen attonneys by the attorneys; i
: Zo provdide weekly Legal service ,
" An fdive AAA Distnict Centens 2o (c) # of attorneys scheduled at:
548 Low dincome elderly hesdidentd the centens.
i dundng FY 80/81.
. 3. Make refernrals to Legal Adid (a) ¥ of cases neferred;
) Senvice Admindisthative Law
tUndt and facdilitate thedn ac- (b) # of cases accepted.
tceptance by that unit during the
R
4. Frovide private attorneys (a) List of attorneys;
: forn home visits Lo clients
- needing Legal assistance who (b) # of home visdits.
are not ambulatory during the perigd
i 7/1/80-4/30/&1
15, Establish a negulan schedulel (a) # -o0f schedules established; !
e for staff for nurnsing home ?
"contacts and visits -- accept (b) # of visits; ;
cades from nunsing home patients ) E
. K \
qg& ﬁﬁ&%ﬁ“ﬁ&?gﬁﬁ/%ﬁﬁ;fébuebdu%um (e) 0f cases accepted. :
6. Trnain Centen advocates 4Ln (a) # of presentations; !
spotting nunsing home and
homebound Legal ALssues, as well (b) # of advocates attending;
as other Lssues nelating to
hights established undern state
on federnal Law -- establish »
refernal Lines dwiing the period 7/1/80-6/30/81.

7. File Litigation and punrsue
Legislatioh affecting the

hights of nunsing home on home-

bound elderly as a class durning the

perniod 7/1/80-6/30/81,

{a) # of cases filed;

(b) # of Legislative Lssues
pursued.

A4



Objgive # 1.

To maintadin effective management og servdice provided for the'eﬂde&ZQ in Pontland/
Multnomah County through the accomplishment o4 the activities Listed 4in section 4 dunring

(Restate Objective

Here)

Zhe perdivd 7/1/80-5/30/87,

No.

Activity

Completion
Date

Measure of Activity Completion

Staff Assigned

1-1

1-2

1-3

1-4

1-5

Provide pensonnel direction/
supenvision and trhainding
through individual and/on
roup stafg meetings

%Lzacpton 3%0 6800&!2@@;351 3%
Maintain an individual job
description.

Attend such Area Agency on
Agency Contractorn meetings
and trhainding sessions as
nequined.

Process alf Agency accounts
paid out and accounts
neceqvable and maintain
reconds of allf budgetany
Irhansactions in accordance
with the contract
requirements.

Propenty neconds shafl be
maintained on alf City 4in-
ventory 4in accordance with
Xhe contract.

Submit nequired program re-
ports and invodices in the
propen form and mannern 4in
accordance with alf nrelated
special and genenal conditions
as nequdined.

Ongoding

Ongoding

Ongoding

Ongo4ing

Ongoding

Ongoing

Stafd hired

Job descrniption developed.

Attendance neconded by
AAA.

Agency accounts processed.

Recornds madintained

Repornts and Linvoices
submitted.

Executive
Dinecton

Executive
Dinecton

Executive
Dinecton

Bookkeepen

Boohkhkeepen

Bookkceper

(*35npoJd 3JoM 3yl BUL[IN0 03 AUBSS3IAU SB SALILALIDR Auew se

b
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Objegve # 1

(Restate Objective

Here)

To maintain egfective management of service prouvided forn the elderly in Portland/Multnomah County
through the accomplishment ¢4 the activiiies Listed in Section 4 during the peniod 7/1/80-6/30/81.

each distrnict Service Centexn
pertaining tc the implementad
Lion of the procedunes of
the prognram.

12/31/80

Agreements accepted

" ; Completion

No. Activity Date Measure of Activity Completion Staff Assigned

1-7| Maintain staff support %o Ongoding Staff Adupport provided. Executive Directon
an advisonry committee. ‘

1-8| Offer signed agreements zto

Executive Diecton

(*3onpoud j40M ayj auL|jno 03 Auessadau Se SaljlALjoe Auew se

b
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Obje’ve g 2

Zo

L

provide weekl

L o Completion
No. Activity Date Measure of Activity Completion Staff Assigned
2-1{ Maintain a panel of 75 at- Ongoing # 0§ attorneys on panel ‘Coondinaton
Xonneys willing Zo :
volunteen. Coorndinator 80%
2-2) Staff.4in & AAA District Ongoing | Centens schedule AAA Centen
Centens and two nutnition
s4ites, schedule interview
Zimes fon Zhe 5 attornneys
visiting sites.
2-3| The Coondinator schedules at- ]
torneys fon internviews Ongoding | Coondinatorns schedule Coondinaton
2-4| The Coondinaton compiles datal 5th wonk Data collected and reponts Coordinaton
on each client and completes|ing day | submitted.
monthly neponts for LAS Aginglof each
Senvices Pivisdion month.
Z2-5! The Coordinator maintains con- {Ongoing Completed cases Coordinatonr
tact with attonneys with -
ongoing casdes.
2-6| Annange fon clendical support|Ongoding Completed cases C?ondLnaton
forn netined attorneys upon
rnequest.

(Restate Objective Here) Inclzeaégtiﬂization 0§ Legal senvices and nemedie’
among the eldenly by providing coondination and clenical support Zo 75 volunteern attorneys
y Legal senvice 4in f4ive AAA District Centens Zo 548 Low Lincome elfdernly

nedddents duning e seviod 7/1/80-6/30/51.
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Objec! ve # 3 :

(Restate Objective Here) o ]
Make nefennals %o Legal Aid Senvice Admindisirative Law

jacilitate Lheir acceptance by that “"Lt»duma@ the period 7/1/80-6/30/§1.

Unit and

facilitate intenview when
client cannot come to down-
Lown Location of Legal A.id
Senvice. o

Completion . .

No. Activity Date Measure of Activity Completion Staff Assigned
3-1! Appraise and maintain aware- Ongoing # 0f nefennals Coordinaton

ness among Sendion Advocate Attonney

of the Legal senvices pno-

vided by the Administrative

Law Unit. Coondinaton 10%

Attorney 5%

p-2 | Facilitate presentation of |Ongoing # 0f cases accepted Coordinaton

appropriate nefennals at

Administrative Law Unit

case meeting.
3-3| Confinm appointments and Ongoding # 0f interviews Coordinaton

®
B

LAL32e Auew se
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0bjec!1ve # 4 :

Provdide private atitonneys for home visits to clients needing Legal

(Restate Objective

Here)

are not ambulatery durning the peniod 7/1/80-6/30/581.

assistance who

home visits

Completion
No. Activity Date Measure of Activity Completion Staff Assigned
4-1 Maintain a List of attorneys| Ongoing List compiled Coondinaton
willing to make home visits.
Cocadinaton 10%
4-2) Conginm appointments fon Ongoding Cases completed Coondinatonr

r

(*32npoud jJ40M 3yl 3ul|3Ino 03 AURSS3IAU SB S3L}LAL}OR Auew se
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Objegve # 5 2

(Restate Objective Here) Establis ! a negulan schedule forn staff for nunrsing

home contacts and visits -- accept cases from nurding home patients
and homebound on all Lssues during the period 7/1/80-6/30/81.
; Completion
No. Activity Date Measure of Activity Completion Staff Assigned
5-1 Establish schedufe 9/1/80 # o0f schedules established Attonrney
Attonney 25% _
5-2) Interview clients 9/1/80 # o0f clients interviewed Attonney
5~31 Accept cases 9/1/80 f of cases accepted Attonrney

(*3onpoud aoM 8yj Bul|IN0 03 AURSS3IDU SP SALILAL}OR Auewi se
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Oij!.Le# 6

(Restate Objective Here) Trhain ge
homebound Legal issues, as well as othen issues x

gedernal Law -- establish nefennal Lines during the pericd 7/1/80-6/30/81.
i : Completion ) )
iNo. Activity Date Measure of Activity Completion Staff Assigned
6-1 ﬁ@&ggﬁﬁ/qognaining program. 12/1/80 | Training program prepanred. Attonney
6-2| Establish intenest 12/1/80 Centens contacted.
6-3| Conduct Zraining session fon |12/1/§0 Thaining held as

senion advocate apphropriate.
6-4| Establish a preliminany 12/1/80 List of those expressing

nefennal Rist. internest.
6-5\Establish a fixed refernral 1/1/781 List of those trained and

List, AnZenested. R

nten advocates 4in spotting nurnsing home and
elating to nights established unden state o

(*1onpoud 340M 3Yyj 3ul|{Ino 03 A4pSS3VAU SB SALILAL}OE Auew se
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Obj‘ve # 7 : (Restate Objective Here)

File Litigation and pundue Legisfaiion affecting the nights of nunsing

home on homebound elderly as a class during the period 7/1/80-6/30/§1.

gation on behalf 04§ clients
and client groups.

Numben o4 impact cases
giled. _

. : Completion
No. Activity Date Measure of Activity Completion Staff Assigned
7-11 Prepane a Legislative pro- 1/1/80 Numben of bifls and numben Attonrney
gnam on behalf of clients 0f testimendies.
and client groups. Ongoing
Attonney 60%
7-7) File appropriate impact Litii Ongoding Attonney

(*3onpodd ¥doM 3y} aul[3N0 03 AJ4LSSIIAU SB S3LILALIDE Auew se
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LA 80/81

Strategy/Method: (Briefly describe the general approach to meeting the

stated goals and objectives. Discuss the rationale of this approach and
how it relates to the overall strategy of the responsible HRB Divisional
Unit.)

Legal Aid Senvice shall coorndinate a phrogham o provdide Legal services
in at least five AAA District Senvice Centens, and accessible through
five other sites, to olden people with the greatest economic on social
need in coordination with AAA Aging Service Systems in Poritland/
Multnomah County, and utilizing private volunteen attorneys hecrudted

with the assistance of the Multnomah Bar Association.

The project shall also provide staff to Anditiate impact Litigation,
gdving finst priordty to the institutionalized and homebound eldernly,
and second priordty Zo the eldenly 4in greatest economic ohr sociakl
need fon the purpose of assenting their nighis undern state on federal
Laws and regulations and based upon case accepfance criteria selected
forn this project in advance of any atforney-client contact 4in con-

sultation with AAA staff.

Listed below ahe specdfic activities and considerations.

1. The Contracton has ALdentified Legal services avadilfable %o oZden
pensons in Pontland/Mulinomah County and shall deteamine the
number and type of services appropriate to be provided by 75
private volunteen attorneys Ln a phogram coordinated by zhe
Contractor at a cost not o exceed 16,324 duning FY 80/81.,

2. The Contrhacton will facilitate and support Legal advocacy by
conducting impact Litigation and providing training and con-
sultation fon AAA service providens at a cost not to exceed

20,321 dunding FY 80/81.

3. The Contracton shall maintain Zhe capacity 2o 4increase the

numben dnd type of Legal services Lo be provided under this

A-13
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LA s0/581
"5, Strategy/Method(cont'd):(2)

contract which may include: trnainding, consultation, dinect
provision of Legal senvices to specdal tanget groups, and other
needed Legal services, contingent upon funds available to the
City for these purposes.

4. In consultation with the Multnomah Ban Association and the Area
Agency on Aging, the Contractor shall develop a plan for the
acceddibility to Legal senvices through volunteen attorneys 4in
sendion centens on othen appropriate places which shall include
the foLLowing:

8§ Sendiorn Centens
Japanese Nutnrnition Site
Hispanic Nutnition Site
{a) The volunteer attorneys shall deliver services primarily
in the following areas -- wills, estates, property, con-
sumen and Socdal Secundity problems not handled by Legal Aid
Servdice,

(b) ELigibility chiterdia fonr persons necedving Legal services

unden the volunteer attorney progham., These criterdia shall
take into account meeting Zhe Legal service needs of olden
persons with greatest economic on socdal need. "Greatest
economic need" nefens Lo Lthose pernsons whose income Level
falls at>on below povernty thresdhhold established by the

Bureau of Census which at Zhis time L4 as golLLows:

annual monthly
1" penson  $3,366 $281
2 pensons 54,365 $364

A Legal senvice phoviden may not nrequinre an olfden person

to disclose Anformation about income oh hesounrced as a

A-14
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5. Strategy/Method(con'd):(3)

(c)

(d)

condition forn providing Legal senvice (CFR 1321.151).
"Greatest social need" may include those pernsons who
expendence barriens in obZaining needed services because
0f Language Aisolation, culitural and ethnic cusitoms, onr
othen factonrs.

The critenia shall also take into accocunt othern Legal
senvices available to older people, 40 that priordty of
senvices provided by volunteern attorneys shall be given 2o
eligibile pensons who have no othen resources available.

Tdentification of Locations where Legal services shall be

provided, ensuning that there 48 reasonably convendient
access to olden persons Living 4in each of the § Agding
Senvice Distnicts 4in PortlLand/Mulitnomah County.

Identidication of noles and hesponsibifities of each of zhe

participants Listed below negarding scrneening, deteamina-
tion of eligibility, scheduling attorneys, scheduling clients,
documentation, maintenance of records, facility, dinect pro-
vision of service, follLow-up publicity, grievance procedunres,
and any other activities necessary for provision of servdices,

Legal fees.

The particdipants include:
Conthaciton
Multnomah Bar Association
Distnict Centens
Volunteen Aitorneys
Ctient
AAA

A~15
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5. Strategy/Method (cont'd):(4)

(e)

(§)

Estimate of the numben of attorneys and kind of experience

needed to implement the plan. The plan nrequires a minimum
0f 75 attorneys to provide hegulan access at five intenr-
view s4ites. TIn ohder to expand access to 10 interview
sites the contractor would need 150 volunteens., It 44

this contracton's expenience 4in Multnomah County that the
Likely numben of volunteer attorneys shall remain at 75.
The conthacton will make the best effort to increase the
numben of volunteens and expand meaningful access.

Schedufe for the provision of Legal senvices 4in edch of the
Locations Ldentified in "c" above, gdiving day of the week,

frequency, and time .in which the volunteen shall be available.

The Contracton shall neview the plan with appropriate staff

0§ each of the agencies/onrganizations Listed below and

s4gn a wnitten agreement with each agency.

MCCAA (Gnresham Sendor Centen)

HolLlywood Senior Centen

PACT Senior Centen

Friendfy House Senion Centen
Neighborhood House Senior Centenr
Peninsula Project ABLE Senion Centen
Northwest Pilot Projfect Senion Centen
Unban League Senior Adulit Senvice Centen
Japanese Nutnition Site

Hispanic Nutnition Site (COSSPO)

The Conthacton has establfished critenia for acceptance of

impact cases, giving firnst prdondty Lo the institutionalized

and homebound elderly, and a second priordity to Zhose eldenly

wishing to assent othen rights unden federal and state Laws

and regulations.

Cases are dcored on a scale of 1 to 5 by attorneys particdpatding

A~16
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. 5. Strategy/Method{cont'd):(5)

in the

decdsdon -- Ain this case the Admindistrative Law Unit

0f Legal Aid with the assistance of the prhogram's Directon

0f Litigation. ALL class actions need the final approval

0§ the program Dinrector. The cadlenia used anre:
(1) Severdity and Ammediate need of client;
(2) Amount of work Lnvolved;
{3) Likelihood 0§ success;
(4) Number of othens Aimiﬂaﬂﬁy affected;
{5) Agency 4Lnvolved;
(6) Community education value;
[7) Avadilability of other hesounrces Zo handle the
case,
‘ Cases with the highesit number are accepted first,

7. The Contractorn has established the follLowing Legislative

participation crnitenda:

(1)

(2)

(3)

(4)

Forn primanry Lobbying (drafting, obtaining sponsons,
committee work, "Lobbying"), bills on administrative
rules which will benefit a substantial numbern of oun
clients, as evdidenced by Legal Aid's case experdience,
and which have some rnealistic possibility of passing,
An Light of the program's Legislative on admindistrative
rule-making expendence;

For back-up Legislative work on admindistrative rule-
making work (drafting, counselling, and testimony)
bills on admindstrative rules which will benefit a
signdificant number of the poor Ln oun community whene
the client only needs our "technical" assistance;

At the nrequest of a iegiézaton whehe the bilL will
benefit a signdficant numben of the poor 4in oun
commundity (drafting and testimony).

At the nequest of an admindistrative agency where the
nule-making on Legislative bLiLL will benefit a significant

A-17 v . oo !
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. 5., Stnrnategy/Method(cont'd):(é)
number of the poor in oun community (dragting and
testimony).
8, The Contractor shall maintain fiscal and proghram hecohrds
as required by the City Zo document services provided under

this contract,

. A-18
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' 6. Service Area, Target Population and Eligibility Criteria for Services:
. (Describe the service area to be covered by this project and the target

population for each service to be provided. Explain how each target

population will be identified. State the eligibility criteria to be

utilized for each service provided and the method for appeal or exception.)

Legal senvices shall be provided in Locations ensuring that thenre

L8 nedéonabﬂe convendent access to elderly persons 60 and over

Living Ain each of the & aging senvice Districts in Porntland/

Muftnomah County.

ELigibility may Linclude meeting *he Legal service needs of older

persons with gheatest economic or socdial need. "Greatest economdc

need" are those whose Lincome Level falls below poverily threshhold
esdtablished by the Bureau of Census ($281/month forn one person and
$364/month fon two people). "Greatest social need" are those
persons who experdience barndiens in obaining needed services because

04 Language Lsolation, cultural and efhnic customs, oh othen factonrs.

' (a) The volunteen aiionney project will provdde services to Low
income eldenly 60 yeanrns old and over resdding in Pontland/
Multnomah County who need Legal servdices. ELigibility gudde-
Lines Adentified above will be administered and determined by
the staf§ at the 10 access centens (Distrnict + Nutnitional
Sdtes).

(b) The fitigation project will provide services to that segment
0f the eldenly population Living 4in Poritland/Mulinomah County
most in need of assisdtance -- the institutionalized and the
homebound. A special eﬁéon§ wiLl have to be mounted to ALnsure
access to that population and its access to us. The plan
profects heavy neldance on professdionals and advocates worhking
with this population to be sensitized to theirn special and

. A unique Legal Lssues and Lo make appropriate Legal referrals

Zo the projeck.
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7. Organization: (Briefly describe the staffing pattern, selection procedures
. and administrative procedures.)

Legal Aid Service 48 organdized functionally into 9 different
sections., The Sendior Law Project comes within the purview of oun
Admindstrative Law Undt (sometimes refenned to as Government Benefits
Unit). The Sendoh Law L8 supervised by the Administrative Law
Supervison as to any Legal work ondginating from Lt. 1t 48 subject
to case meetding review of that unit as to the staff's acceptance
0f each and every case. On mattens of policy the program Dinectohr
adsumes direct nesponsibility.

The staffing pattenn goes up from Zhe Coordinator and the attorney
o the Supervison of zhe Admindstrative Law Undit, to the Director of
the prognam, o the Boand of Directons and Advisory Panel.

Selection Procedures:

‘ legal Aid hines according Zo Board-approved poldicy. 1§ there {8 a
staff posdtion open, we finst §4LL 4L from within the ohrganization,
if possible. Otherwise we will advertisde the position. We have
open hirning and conduct affirmative action hirning policies.

Admindistrhative Procedunes:

Legal Aid Service has a program manual which outlines personneld phro-
cedures and organizational informaiion., A new employee has a 8.ix-
month probationary pendiod, access to a grievance procedure, and

yearly evaluations,

Staff hecedives thadindng "on;the—job". Noamal working houns
are grom 9:00 a.m, to 5:00 p.m. Monday through Friday. The staf§
necedve edght (8) paid holidays during the Fiscal Year., Holidays
are: New Yearn's Day; Presdident's Day (Feb. 20th); Memorndial Day;
4th of July; Labon Day; Veterans Day; Thanksgiving Day and Chraistmas
Day.

A~20
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Applicant Agency Administration: (Describe the qualifications of the
incorporated agency, including experience, support services to be provided
for this project and other related projects operated by the agency. Des-
cribe the functions of the Board of Directors as they relate to this
project.)

Legal Adid Senvdice 4in its present form was incorporated in
1969 and curnrently has a stagf of approximately 40 people, 17 of
whom ahe attorneys. The program has served between 9,000 - 10,000
Low-4income clients each year fon the Last ten yeans.

Support services will be provdided by the Supervdising Attorney of
the Admindistrative Law Unit and by the Admindistrative staff of the
program, which .includes a Director and an Accountant,

The Boand of Dinectons sets the general policy guideﬂineA‘éoa
Legal Aid Service. 1t has approved the formation of the Sendion
Law Project and it will review perdiodically the services this project
perngorms for sendons. The volunteen atitorney program also has an
advisony board which sets genernal policdies specdfically forn this
profect.

This profect 44 part of a three-way arrangement between £he
Multnomah Barn Association, Legal Ald Service and the City through
{ts Aging Servdice Distrnict Centens. Each of the participants has
a single nephesentative on the Advisory Board. The Multnomah Bah
L& nesponsible for acquiring the attorneys, and the City, through
Ats & Distnict Centens, will be responsible for identifying,

scheending and scheduling clients.

A-21
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Community Participation: (Describe the citizen involvement in planniqg LA 80/81

this project, the methods and expectations for community inyo]vement in
the project's operation. Describe the functions of the Advisory Council
as they relate to this project. Describe staff, Advisory Council and
Corporate Board relationship.)

Unden TitLe 111 negulations, the City has policies for citizen
input and involvement concerning proghams fon the elderly. Legal
Aild Service has 4its own annual priority setiing meeidings attended
by Low income membens of the community each falf. Problems of
sendions wene accorded one of the top priorities by the panticipants,

and those of institutionalized and homebound were singulanrly

sdtnessed.

The Advisory Board wilf set genenal poldicdies of the profect. The
membens will nreview procedures used in serving the eldenly and will

be Lnvolved 4in a continuding evaluation of Zhe proghram.

The Board of Dinrectons, which under LSC Regulation 45 CFR
1607 48 comprised of 60% attorneys and 33 1/3% income eligible
clients, sets genenal program wide policiesd and hines and gines

the Executive Dinecton., They also establish the annual budget.

i“
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LA 80/81
Coordination: (Describe the intentions to coordinate this project with
other community organizations and statutory agencies in the service area.
Briefly discuss program and service exchanges that may occur. Identify
staff positions responsible for these activities.) '

The Coondinatorn will maintain constant contact with the staff
0f the 8 District Centens and the two Nutaition Sites for assesdment
0f need and fon scheduling of the uoﬂunteén attorneys,

By virntue of the exchange of information, the Center staf
membend should become more aware of remedies and nefernal sounces
for Legal problems encountened by the eldenty, and the project
dtaff should become more aware of the services offered by the District
Centerns and of specific Legal needs of sendons.

The staff membens of the project who will be involved with
this intenchange ane the Coondinator and the staff attorney. The
Center siaff membené‘invoﬂued will be the Community Services

Advisons acting as & Legal advocates within each centen.

)

A-23




EXHIRIT B
BUDGETS AND ATTACHMENTS

1319875
LA
80-81




' 139875
12 . LA 80/§1
. FISCAL SECTION

. 1.  Budget Summary
a. Funding Recap: (List all sources of funding by amount and source.)
City Support Requested Amount
. Volunteen Coondination 111-B _ 816, 324
Legal Advocacy  I11-B ¥ 20,321
Subtotal $ 36,645
Required Cash Match Legal Servdices Conp. 1,928
Program Income -0-
Subtotal 34,573
Other Project Support
TOTAL $ 38,573

b.  Funding Statement: (Briefly describe the duration of funding from
each source listed above.)

The Title 111 B funds extend §rom July 1, 1980 through
June 30, 1981,

Legal Adid Service funds for support are available duning
the curnent yearn, No othen funds are available.

2. Statement of Certification

The information provided herein is, to the best of my knowledge, certi-
fiable and correct.

Authorized Signature /¢7?VZ ’;%;fﬂfQHéé( Date June 6, 1980

J/ R. FoAdesten ~
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ATTACHIENTS 119875

Attachments: (Required information is listed below. Forms, if necessary, are
included in this section.)

1. Budget Justification Forms

- Budget Worksheet

Personnel Justification (full-time staff)

~Personnel Justification (part-time staff)

Materials and Services

Capital Outlay

2. Project Organizat%on Chart )

3. Job Descriptions/Qualifications

§. List of Current Board of Directors

5. List of Current Advisory Council Members
6. Applicant Resume

7. Assurance of Compliance with Section 504, Rehabilitation Act of 1973

8. Map of Service Area




Senior Law Project

FY 80/81

Legal Aid Service --Mulnomah Bar Association, In%.

APPROPRIATION UNIT

LINE ITEM WORKSHEET
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Cod

Object Title

III-B
Volunteer

Coordination

III-B
Legal
Advocacy

Total City
Support

Required
Cash Match

1

Total City
Contract
Amount

110

120 | PareT nm;ini'bfc;vnt

Full-Time Employees

12,436

16,814

29,250

1,375

30,625

130

Federal Program Enrolises

140

Overtime

160

Premium Pay

170

Benefits

;741

7,354

4,095

188

4,783

190

Less-Labor Turnover

100

Totel Personal Services

14,177

19, 168

33,345

1,563

34,908

210

Professional Services

220

Utilities

230

Equipment Rental

240

Repair & Maintanance

260

Miscellaneous Services

no

Office Supplit;:

137

138

275

96

371

320

Operating Suppliss

330

Repair & Maint, Suppliss

340

Minor Equipment & Tools

360

Clothing & Uniforms

380

Other Commoditias—Extarnal

410

Education

350

350

350

Local Travel

100

100

200

200

°:
430

Out-oi-Town Travel

225

225

225

440

Space Rental

600

600

1,200

1,200

Tasu

Interast

460

Refunds

Tam

Rotitemant System Payments

90

Miscollanoous

130

130

130

510

Fleet Sesvices

520

Printing Services

395

500

500

)

Distribution Services

540

Electronic Services

660

Data Processing Services

269

269

680

Insurance

670

Telaphonae Services

210

210

420

420

680

Intra-Fund Services

580

Other Services—internal

200-

500

Total Matarials & Services

2,147

3, 300

365

3,665

610

Land

620

Buildings

830 lm;ﬂ_ovnmunu

641)

RO1)

.itirm_nn»eut_h Equipment

Total Capite! Quttay

(VTP SN

.E: Other

TOTAL

16,324

20,321

B-3

36,645

1,928
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CONTRACT  JUSTIFICATION BUDGET

. PERSONNEL

CONTRACT NO. DATE_ ©/12/89

CONTRACT TITLE Senior Law Project

AGENCY Legal Aid

FUNDING SOURCE III-B/Volunteer Coordination

(A) No. of | (B) Position or | (C) Monthly| (D)% of | (E) Maximum (F) No. of | (G) Cost

Persons Title Salary Rate | Time on | Monthly Charge | Months on (AxCxDxF)
(Ful1-Time) | Contract| to Contract Contract
1 Coordinator 950 100 950 9 8550
1 Coordinator 1,000 100 1,000 3 3000
1 Attorney 1,450 5 72.56 9 653
1 Attorney 1,550 5 77.67 3 233

@

SUB-TOTAL, PERSONNEL 12,436

' 14 * % FRINGE BENEFITS _ 1,741

TOTAL, PERSONNEL 14,177

*Indicates fringe benefits as a percentage of "Sub-total, Personnel

( B=4
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CONTRACT' JUSTIFICATION BUDGET
PERSONNEL
CONTRACT NO. DATE 6/12/80
CONTRACT TITLE Senior Law Project
AGENCY Legal Aid
FUNDING SOURCE II1I-B/Legal Advocacy
1
(A) No. of | (B) Position or | (C) mMonthly| (D)% of | (E) Maximum (F) No. of |(G) Cost
Persons Title Salary Rate| Time on | Monthly Charge | Months on | (AXCXDxF)
(Full-Time) | Contract| to Contract Contract
1 Attorney 1450 95 1,377 .46 9 12,397
1 Attorney 1550 95 1,472,735 3 4,417
NULTEAQCL DUL 1TUTRUUNIULNG
SUB-TOTAL, PERSONNEL 16,814
'J 14 * ¢ FRINGE BENEFITS 2,354

*Indicates fringe benefits as a percentage of "Sub-total, Personnel
)
B-5
;
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CONTRACT  JUSTIFICATION BUDGET
PERSONNEL
6/12/80
CONTRACT NO. DATE ,
CONTRACT TITLE Senior Law Project
AGENCY Legal Aid
FUNDING SOURCE 1II-B/ Total City Support
(A) No. of | (B) Position or | (C) Monthly| (D)% of | (E) Maximum (F) No. of |(G) Cost
Persons Title Salary Rate | Time on | Monthly Charge | Months on | (AxCxDxF)
(Full-Time) | Contract| to Contract Contract
1 Coordinator 950 100 950 9 8550
1 Coordinator 1,000 100 1,000 3 3000
1 Attorney 1,450 100 1,450 9 13,050
L Attorney 1,550 100 1,550 3 4,650
| SUB-TOTAL, PERSONNEL 29,250
14 * % FRINGE BENEFITS 4,095
TOTAL, PERSONNEL 33,345

*Indicates fringe benefits as a percentage of "Sub-total, Personnel

\
\
§
'
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CONTRACT-JUSTIFICATION BUDGET
PERSONNEL
6/12/80
CONTRACT NO. DATE *
CONTRACT TITLF Senior Law Project
AGENCY Legal Aid
FUNDING SOURCE  Required City Match
(A) No. of | (B) Position or | (C) monthiy| (D)% of | (E) Maximum (F) No. of |(G) Cost
Persons Title Salary Rate | Time on | Monthly Charge | Months on | (AXCxDxF)
(Ful1-Time) | Contract| to Contract Contract
1 Bookkeeper 1200 3 36 9 324
1 Bookkeeper 1250 3 37:67 3 113
1 Director 2583 3 77.49 9 697
1 Director 2683 3 80.49 3 241
SUB-TOTAL, PERSONNEL 1375
14* % FRINGE BENEFITS 188
TOTAL, PERSONNEL 1563

*Indicates fringe benefits as a percentage of "Sub-total, Personnel

B-7
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BUDGET JUSTIFICATION
MATERIALS AND SERVICES
DATE 6/12/80
PROJECT NO. »
PROJECT TITLESenlor Law Project/ Legal Aid
VOLUNTEER COORDINATION
To extent possible, use format indicated below. III-B
CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
VALUATION TOTAL TOTAL
1 310 Office Supplies ©11.42/m0. x 12 months 137 137
410 Training conferences, substantive conferenceT 350 350
fees and books
‘420 Local Travel --mileage @ .15/mile and 100 100
parking
430 Out of town travel:Western Gerontological 225 225
Conference
440 Space Rental: Office space for one staff 600 600
@ $50/mo. x 12
490 Miscellaneous: Postage 130 130
520 Printing Services 395 395
570 Telephone services: 1 line @ $17.50/mo.x12 210 210




[ 19875

LA
o 80-81
® , BUDGET JUSTIFICATION '8
‘ MATERIALS AND SERVICES
WECT NO. '
) DATE 6/12/80
PROJECT NO. "
PROJECT TITLE Senior Law Project/ Legal Aid '
. LEGAL ADVOCACY B v ',:W
~To extent possible, use format indicated below. ITI-B i
CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM | CATEGORY
VALUATION TOTAL {1 TOTAL
sV _ !
1 310 Office Supplies @ 11.50/mo. x 12 mon. 138 1 138
20 |
420 Local travel --mileage @ .15/mile and 100 1 100
2N parking AN
440 Space rental: office space for one staff 600 600
. @ $50/mo. for 12 months
‘ 520 Printing Services 105 105
570 Telephone services--one line @ $17.50/mo. 210 210

X 12 months

B-10




PROJECT NO.

BUDGET JUSTIFICATION
MATERIALS AND SERVICES

DATE 6/12/80

PROJECT TITLE Senilor Law Project/,Legal Aid

119875 "
: LA
80-81

To extent possible, use format indicated below.

JR—

TOTAL CITY SUPPORT

* not exact due to rounding

CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
VALUATION TOTAL TOTAL
310 Office Supplies @ $23/mo. x 12 months , 275 275
410 Training conferences, substantive conferences| 350 350
fees and books
420 Local travel: mileage @ .15/mile & parking 200 200
430 Out of town travel: Western Gerontological 225 225
Conference
440 Space Rental: Office space for two staff 1,200 1,200
@ $100/mo. x 12 months
490 Miscellaneous: Postage 130 130
520 Printing services 500 500
570 Telephone services -- one line @ $35/mo. 420 420

B-11
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. BUDGET JUSTIFICATION
MATERIALS AND SERVICES
DATE 6/12/80
PROJECT NO.
PROJECT TITLE Senior Law Project/ Legal Aid
Required Cash Match
To extent possible, use format indicated below.
(ODE "DESCRIPTION OF ITEM AND BASIS FQOR ITEM CATEGORY
VALUATION TOTAL TOTAL
310 Office Supplies -- $8/mo. x 12 months 96 96

550 Data Processing Service: LSC bookkeeping and 269 269
payroll service

B~12



PROJECT NO.

BUDGET JUSTIFICATION
MATERIALS AND SERVICES

DATE 6/12/80

PROJECT TITLE Senior Law Project /Legal Aid

119875

80-81

TOTAL CITY CONTRACT AMOUNT

To extent possible, use format indicated below. .

CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
VALUATION TOTAL TOTAL
310 Office supplies® @ $31/mo. x 12 months 371 371
J
410 Tralning conferences, substantive conferences 350 350
fees and books
420 Local travel: mileage @$.15 /mile & parking 200 200
430 Out of town travel: Western Gerontological 225 225
. Conference
440 Space rental: Office space for two staff 1,200 | ,200
@ $100/month x 12 months
490 Miscellaneous:postage 130 130
520 Printing services 500 500
550 Data Processing Services: LSC bookkeeping 269 269
and payroll service
570 Telephone services: one line @ $35/mo. x 12 420 420

*not exact due to rounding

B~13
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R

PROJECT TITLE: LEGAL AID SERVICE - Multnomah Bar Assocdiation, Inc.

PROJECT ORGANIZATION CHART:

Boand of Dinecitorns - Legal Aid Senvice

[

Legat Adid Service Progham Administration

Admindstrnative Law Unit

!

Advisony Boand & > Sendon Law Project Szaf

Distrdict Centens Q——-——_> Volunteen Attorneys

ATTACHMENT #e

B~14
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JOB DESCRIPTIONS/JOB QUALIFICATIONS

.

JOB DESCRIPTION -- Coordinator

1. Recruits and maintains a panel of attorneys interested in
volunteenring;

2. Schedulfes volunteers at designated centehrs;

3. Madintains reconds of individuals requesting service from the
Volunteen Proghram;

4. Compiles monthly reponrts, including data on the number of clients
intenviewed, types 0§ sdervices hequested, numben of attorneys
participating, and the number of houns donated;

5. Publicizes the progham s0 Zhat target group L& aware of the
availability o4 Zthe service;

6. Interviews homebound clients whose cases may be handled by the Legal
Adld Admindstrative Law Undit,

' QUALIFICATIONS:

1. BA on equivaleni experdence;
2. Demonstrated ability to handle descrdipiions;

3. Sensditivity in nelating Zo the problLems of Zhe eldenrly.

~ ATTACHMENT #3
3-15
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JOB DESCRIPTIONS/JOB QUALIFICATIONS

JOB DESCRIPTION -- Attorney

I. Rechuits and maintains hefernal sourced for institutionalized and
homebound clients;

2. Schedules and conducts thaining for senion advocates on Legal rights
0f the target population;

5. Establishes a schedule of institutional visits and keeps necord of
each visit;

4. Conducts client interview, and accepits and fifes casdes after review
by Administnative Law Case Meeting;

5. Maintains neconds of clients requesting assistance and of the
disposition of each such nequest, and reports on those monthly;

6. Wonks with Sendior ghoups on Legislation affecting tanget population;
7. Facilitates and participates in priordity seifiing phocess involving

client input on prionities with tanget population. Maintains heconrd
thenreof.

QUALIFICATIONS:

I. Member in good standing, Oregon Siate Banr;
Z. ggggnétnabﬂe commitment Lo provisdion of Legal services fo the eldernty

3. Ability to wornk cooperatively with other attorneys, Legal as-
sdstants and support stafg;

4. Ability to communicate effectively with clients and handle
heavy caseload;

5. Padon Legal senvices on similar expendence (pheferred but not
mandatony) .

6. Federal court expendence.

B~16 ATTACHMENT #3
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JOB DESCRIPTION - DIRECTOR

The Director is Legal Aid Service - Multnomah Bar Association,
Inc.'s chief executive, responsible to a 15 member governing
Board for the day-to-day administration of the program,
including developing, recommending and implementing program
policies and goals; insuring program compliance with Board
policies and Legal Services Corporation regulations; securing
and retaining operating funds; supervising and evaluating
program and personnel performance; developing and implementing
relevant training for personnel; maintaining constructive
relationships with funding sources, bar associations and
governmental bodies; managing the fiscal affairs of the
corporation; and managing the program's legal work. LAS-MBA
also employes a Deputy Director, a Director of Litigation and
an Administrator to assist the Director with many of the above
duties.

Qualification:

Approval by the Board

Salary Range:

Salary set by the Board with the Annual Budget

EQUAL OPPORTUNITY EMPLOYER

t

ATTACHMENT #3
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JOB DESCRIPTION - ADMINISTRATIVE ASSISTANT/ACCOUNTING 80-81

. The Administrative Assistant/Accounting shall fulfill the following
program functions:

1. Financial

(a) Maintain accounting records; general ledger;accounts
receivable; accounts payable, etc.;

(b) Payment of bills;

(c) Bank deposits and accounts;

(d) Bssist in audits;

(e) Assist in preparation of budgets.

2. Personnel

(a) Payroll
(b) Maintain personnel records -- staff, CETA, etc.

3. Property management and acquisition records;
4, Program statistics;

5, Funding Agencies Fiscal Contact Person
(a) L.S.C.
(b) United Way
(c) CETA - City and County

‘ (d) Work Study

6. Grant Preparation Assistance
(a) Fiscal
(b) Technical

7. Miscellaneous Duties as Requested by Director

Qualifications: Ability to fulfill the general duties outlined
above.

Salary Range: ~$12,000 - $16,000 plus 17% fringe benefits
with cost of living adjustment.

EQUAL OPPORTUNITY EMPLOYER

ATTACHMENT #3
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PROJECT TITLE: JFGAIL AID SERVICE - Multnomah Ban Assgclation, Inc.,

List of Current Board of Directors: (Indicate Chairpersan by an asterisk (*).)

NAME /ADDRESS TELEPHONE TERM
Knistena LaMan{*) 111 S.W. Columbia
(MBA) Pontland, OR 97201 226-1191 3/81
Kurnt Engelstad 1634 S.W. Alder S%.
(Unban TndianCtr.) P.0. Box 1565
Pontland, OR 97207 241-5671 3/82
CLifford Freeman 514 S.W. 6th Ave,
(NAACP) Pontland, OR 97204 225-9100 3/81
Lois Ponznoy 400 Powens Bldg.
(ACLU) 65 S.W, Yamhilf Si. 221-1188 3/82
Porntland, OR 97204
Paul J, Kelly, Jn. 700 Yeon Bldg.
(MBA) 522 S.W. 5th Ave.
Pontland, OR 97204 2272-6491 3/83
Guy Randles 900 S.W. F.ifth Ave.
' (MBA) Portland, OR 97204 224-3380 3/62
Richand SLoittee 1016 Bd, of Trade Bdg.
(Law School) 310 S.W., Founth Ave.
Portland, OR 97204 222-6429 3/82
Ron Fontana 430 S, W. Morndison
(MBA) Pontland, OR 97204 221-1792 3/83
Gany J. Limmen 1402 Standarnd Plaza
(Multnomah Co.) 1100 S.W. éth Ave,
Pontland, OR 97204 228-6191 3/81
Tom Rochks 3306 N.W. Thurman
(Memben at Large) Portland, OR 97210 228-9853 3/81
Susi Anchen 4425 S, E. Tvon 239-77512
(PACT) Porntland, OR 97206 244-6111 3/82
AL Green 1634 N. E. Saratoga
[ALbina Action Citr.) Portland, OR 97211 7289-0039 3/81

ATTACHMENT #4
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LA

List of Current Board of Directors: (Indicate Chairperson by an asterisk (*).)

(CONTINUED]
NAME/ADDRESS TELEPHONE TERM
!

Robyn Hortsch P. 0. Box 06422

(MCCAA) Portland, OR 97206 775-5554 3/81
Bob Nash Hamifton HotefL,Rm 352

(N.W, PiLot Project) 1024 S.W. 3nd Ave,

Pontland, OR 97204 228-4194 3/81
Odessa Wahre 8832 N. Synracuse #6117 |
(NCAC) Porntland, OR 97203 286-8019 3/82

B-20
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PROJECT TITLE:

LEGAL AID SERVICE - Multnomah Bar Assocdiation,

LA
80-81

Inc.

List of Current Advisory Council Members:

(Indicate the Chairperson by an asterisk (*).

<] Representation i
, Term 60+ (Consumer, Agency
Name Mailing Address | Expires Yes/No Minority, etc.)
Francis Smith §06 S. W. Broadway.
{

{Pontﬂand, OR 97204  6/81 Ves Muft. Ban Assn.

i 5 |
| | |
! Bob Nash 17024 S.W. 3nd #352 | Legal Adid Senvice
[ ; , )
! ‘Ponttand, OR 97204, 6/81 Ves §
| } 1 |
| i | s
*(See Note Below) : i !
i ' '
I ! i )
i | S
o : ' i !
| : 5 ! |
| ' i T g
! ' ! ’ !
i - | = ?

) ' ] .

e x | |

; : |

; : !

] 5 H

T H

4 ...-..r_._ .*,..

S CUR SR SN S

|
[
(

We hd@e nequested that the AAA Advdisony Committee appodint

domeone from your membership Lo serve on thii commititee
ATTACHMENT #5

as set out Lin oun By Laws.

appointed.

B--21
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APPLICANT AGENCY RESUME HIO875

80-81
Applicant Agency Legal Name: Date of Incorporation:
LEGAL AID SERVICE - Muftngmah Banr :
Abéocégtﬁon? Ine. April 23, 1969
Type of Organization:
Public
Private Non-Profit X

Private-Profit
Other ( )

Short Statement of Agency Purpose:
Provides free Legal advice and nrepresentatdion to Low income persond

in Multnomah County, Onregon.

Major Agency Bank Account Fiscal Accounting Arrangement
(give name of bank, address and (give name of staff responsible
contact person): or, if by contract, name of

, ) agency, address and contact
Finst National Bank of Oregon pgrsoﬁ%

Eileen Rengro
Portland Main Branch

Does Applicant Agency have federal tax exempt status? Yes X  No

Does Applicant Agency have liability, fire and theft insurance? (List the
kind of insurance, the amount, expiration date and name of Insuring Agent.)

See the insunrance -- Cover Page attached

Are key staff bonded? Yes X No
(List individuals, by name and position, who are bonded, amount and name of
Insuring Agent.)

BLanket Bond

(See the insurance cover page aiftached)

Description of Lease Arrangement: (Describe terms of lease agreement, e.g.,
dates, excluded activities and other conditions or other arrangements for space
availability.) -

Legal Adid Service has a five yearn Lease on Lhe premides

involved entered Ainto on the 14% of April, 1979, and expihres Marnch

30, 1984,

- ATTACHMENT #6
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Assurance of Comp]iancé viith
"Nondiscrimination on Basis of Handicap"
Section 504 of the Rehabilitation Act of 1973

Legal Aid Service,Inc(hereinafter called the "Contractor"), HEREBY

AGREES THAT it will comply with "Nondiscrimination on Basis of Handicap”

Section 504, of the Rehabilitation Act of 1973, dated June 3, 1977, (herein-

after referred to as Section 504) and procedures established by City of v
Portland, Human Resources Bureau, Aging Services Division (hereinafter referred

to as the Area Agency on Aging - AAA). The regulation defines and forbids acts

of discrimination against qualified handicapped persons in employment and

in the operation of programs/activities receiving assistance from the

Department of Health Education and Welfare. The Contractor hereby gives

assurance that it will immediately take measures necessary to effectuate this
,agreement.

As an employer, the Contractor agrees to make reasonable accommodation to the
handicaps of applicants and employees unless the accommodation would cause
the employer undue hardship, as defined in Section 504. This extends to all
phaaes of employment including recruitment, selection:and placement, compen-
sation, promotion and transfer, disciplinary measures, demotions, layoffs

and terminations, testing and training, daily working conditions, awards and
benefits, and all other terms and conditions of employment.

The Contractor shall submit to tﬁe AAA, for analysis and recommendations, copies
of their affirmative action plan and personne] policies wh1ch 1nc1ude prov151ons
that assure the following:

1. No qualified handicapped person shall, on the basis of handi- " N
cap, be subjected to discrimination in employment by the :
Contractor.

.2. The Contractor shall make all decisions concerning employment
in a manner which ensures that discrimination on the basis
of handicap does not occur and may not 1imit, segregate, or
classify applicants or employees in any way that adversely
effects their opportunities or status because of handicap.

3. The Contractor shall not participate in a contractual or
other relationship that has the effect of subjecting qualified
handicapped applicants or employees to discrimination.

4. The Contractor shall make reasonable accommodation to the known
physical or mental Timitations of an otherwise qualified
handicapped applicant or employee.

(1) ATTACHMENT #7

B~23




s 777N, 5. The Contractor shal) not deny any employment opportuniiy R o s
: to a qualified handicapoed cmployee or applicant if the " 80-81
basis for the derial is the need to make reasonable accommo-

‘ dation.

As a provider of community services, the Contractor shall take appropriate

steps in accordance with the established procedures, 0 assure that no

qualified handicapped person, because of the Contractor's facilities are

inaccessible to or usable by handicapped persons, be denied the benefits

of, be excluded from participation in, or otherwise be subjected to

discrimination under any program or activity. The Contractor's programs

and activities, wvhen viewed in its entirety, will be read1]y accessible to
handicapped persons. .

The Contractor hereby recognizes and agrees that an Assurance of Ccmpliance
with Section 504 is given in consideration of and for the purpose of obtaining
any and all AAA contracts. or other financial assistance extended after the
date hereof to the Contractor by the AAA, including installment payments

after such date on account of applications for AAA financial assistance

which were approved before such date. The Contractor recognizes and agrees
that such AAA financial assistance will be extended in reliance on the
representations and agreements made in this Assurance, and that the AAA shall
have the right to seek judicial enforcement of this Assurance. This Assurance
is binding on the Contractor, its successors, transferees, and assignees,

and the person whose signature appears below is author1zed to sign this
Assurance on behalf of the Contractor.

Dated this.jz;ﬁay of 197 q
By M
/

Title Director

310 S.W, 4th Ave., Room 900
Contractor's mailing address

Portland, OR 97204

“B-24
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EXHIBIT C

REQUIRED REPORTING AND FORMS PROCEDURES




.

LEGAL AID CTRVICE

Monthly Report

Services at District Service Centers

l. Number of clients interviewed

2. Number of clients elibible

for service

3. Number of attorneys participating

4. Attorney hours (total)
a. At the center

b. On follow-up work

Referrals to Legal Aid Service

i. Number of cases referred

2. Number of referrals accepted

Ilome Visits
1. Number of clients visited

2. MNumber of hours donated

&ursing Home Services

1. Number of échedules established
2. Number of visits

3. Number of Cases accepted

PRESENTATIQNS/TRAINING SESSTONS

Date Location Topic

Revisced June 80

This
Month

YD

119873

LA
80-81

Attendance




This
Month
F. Litigation and Legislation

Number of cases filed

Number of legislative issues pursued

Gg. Recruitment of Volunteer Attorneys

1, Number of attorneys on the list as of the
first day of the month

2, Number of new attérneys enlisted during the
month

3. Number of attorneys dropped from the list
" during the month

Completed or Reviewed by

)

P.Z

6/80

YTD

1319875
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AAA 103.04 (Revised 9/79)

CITY OF PORTLAND - HUMAN RESOURCES BUREAU
AGING SERVICES DIVISION/CLIENT TRACKING SYSTEM

Completed by:

Client Service Form Agency:

Date:

Instructions: 1. Complete each starred (*) item.
2. Complete other items as appropriate.

(*) Action Code (*) case Number (*) Service Date
Mo Yr
h_i_L_HJ L L 111 ] .
' 3 8 9 T2
1. New
(*) Client Name - Last First M.I.
I T U N S O T VO W O o
13 24
Agency Referral Code
Providing Service 1. accepted Service Referral
Service Code 2. pending Frequency  Made To
3. denied

lzfrj"zls“‘““"‘“lﬂ"“’zla
%Tl-ajs”“‘“""‘ 5—64—3J7

lﬂ"’ﬂjtz 0 5’5‘1_516

s — W

i ——

L oL
i
T

|70‘1“711""”"‘”’L7‘2'L"7j3'

Lomments:




@ cooss: Crient Services

Hous ing
- Housing location

‘12 - Moving assistance
13 - Subsidized housing
14 - Major home repair

15 - Minor home repair (construction)
16 - Minor home repair (maintenance)

17 - Yard work
18 - Winterization
19 - Home security

Social Contact

21 - Friendly visiting

22 - Telephone reassurance
23 - Volunteer opportunities
24 - Education

25 - Recreation
26 - Escorted Group Activity

Information/Service Utilization

Income

31 - Information

32 - Outreach

33 -

34 - Pre-retirement counseling
35 - Discretionary Service Units
36 - Escort

37 - Advocacy

38 - Scheduling

39 - Personal business

- Emergency assistance
42 - Assistance in appliyi
for government financlal

programs
43 - Adjustment of government
benefits
44 - Financial assistance (other)
45 - Employment

46 - Subsidized employment
17 - Discounts/rebates

Transportation

o1 - Transpo for housing

52 - Transpc for social contact

53 - Transpo for information/
service ytilization

54 - Transpo for income

55 - Transpo for congregate dining

56 - Transpo for shoppin
57 - Transpo for protect ve{legal
58 - Transpo for work/schoo

59 - Transpo for héalth

AM 103.04 (Revised 9/79)

In-home Assistance

61 - Housekeeper

62 - Housekeeper (MFS Only)

63 - Homemaker
64 - Homemaker Level 1 (MFS only)

65 - Homemaker Level 1I (MFS only)
66 - Home health care
67 - Personal care assistance

Protective/Legal
- Legal assistance

72 - Legal education

73 - Arrangement of guardianship/
conservatorship

74 - Arrangement for protective
1iving

75 - Money management

76 - Supportive counseling

]7 - Nursing home placement

8 - Crisis Counseling

79 - Hours (PS only)

Nutrition
- Home delivered meals

82 - Congregate meals

83 - Nutrition counseling/education

84 - Fcod buying

85 - Shopping assistance (food)

86 - Food growing

87 - Meal preparation

Health
— 91 - Health screening
92 - Hea];;h education (diabetic clinic,
etc.
93 - Medical equipment
94 - Physical/occupational therapy
95 - Mental health services
96 - Detoxification
97 -~ Dental care
98 - Physician/out-patient care
99 - In-patient care, (hospital, etc.)
01 - Podiatry care
02 - Eye care
03 - Adult day care
04 - Hearing and speech
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Social Services Division
-Contract Agency Accounting Unit
. Address . 522 SW Fifth Ave., 8th Fl. Yeon Bldg.
Portland, Oregon 97204
City : State Phone: 248-4752
Contract # Contract Period: From To
Funding Source Service Category
Advance Received Reimbursement Request for
month & year
CURRENT YEAR TO
CODE OBJECT TITLE PERIOD DATE ggSﬁigT BALANCE
REQUEST REQUEST
110 Full-Time Employees
120 Part-Time Employees
170 Benefits
100 Total Personnel Services &g B
¢ B
210 Professional Services @40 5
220 Utilities g¥ 2
230 Equipment Rental Ho o o
240 Repair and Maintenance BB
260 Miscellaneous Services g+ ©
310 Office Supplies e H
320 Operating Supplies o4 B
330 Repair and Maint, Supplies g § e
340 Minor Equipment and Tools 3 q a
380 Other Commcdities-External 5y 3 &
410 Education g Bom
420 Local Travel °9 HE
430 Out-of ~Town Travel S5 BS
440 Space Rental 38 o o
490 Miscellaneous °y "E
520 Printing Services a2 988
550 Data Processing Services © " ﬂ
| 560 Insurance HaH g 8
570 Te lephone Services ~B % 0 >
590 Other Services-Internal ] 8 g‘u 9 E
thers, Specify Below g §.8 % )
s%ond
[l ]
§L80 Y
«w B Op O
- dldgkes
200 Total Materials & Services o 8 0 S:H 5
500 % O g ;=
oy 00 M
620 | Buildings R< R
630 Improvements IS S SR
640 Furniture & Equipment E 8¢5 g‘w b
ol5kEne
600 Hlnn o 3
VOTAL E ~ B
<G

I certify that the information pertaining to this request is true and complete to the
best of my knowledge

Signed Date Signed

Title Phone

Revised 5/29/80




PORTLAND HUMAN RESOURCES BUREAU
SOCIAL SERVICES DIVISION

PROCEDURES FOR CONTRACT MODIFICIATIONS

HHY?

Contract modifications are required in the following situations:

HOW?

-change in total contract amount (increase or decrease)

~changes in staff salaries

-changes in staff positions to be supported through the contract
~changes in Tine item budget

-changes in number or type of services to be provided

-other substantial changes

Contracts may be modified in 3 ways:

-ordinance-authorized by City Council

-contract change order-approval by Social Services Manager , Human
Resources Bureau Executive Director, and Commissioner-in—Charge
-initial-by both parties :

Type of Change Modification Procedure

Total funds increase/decrease Ordinance

Total same Tine item changes Change Order

Staff salary : Change Order

Staff position Change Crder

Service Objectives Change Order
General/special conditions - Ordinance/change order
Other substantial changes Ordinance/change order
Clerical errors Initial by both parties

PROCEDURE:

Al

Initiated by City:

.t ! 598)75

1. The City shall inform the Contractor in writing what and why changes are
required, what information (if any) is needed -from the Contractor

to make such changes and what modification procedures will be
utilized. :



2. City
from

11987

staff shall be responsible for obtaining necessary materials
the Contractor or shall prepare revised materials (to include

revisad contract or project applications pages) and amendment form,
as necessary. :

3. Contractor shall review material and indicate approval formally or
informally.

4, 1If an Ordinance is required:

-City staff shall prepare and file Ordinance

-City shall notify Contractor of action on Ordinance

-If authorized by City Council, Contractor shall sign
three (3) copies of amendment (if not already signed)
and return to designated City office

-City staff shall obtain necessary City signatures

-Amendment goes into effect when both parties have
signed and the changes are documented in the City
Auditor's Office

-Fully signed copy shall be returned to the Contractor

5. If change order procedure is utilized:

B. Initiated

-City staff shall prepare change order

-Program Staff, Accountant, Division Manager , HRB Executive
Director, and Commissioner-in-Charge shall review and indicate
approval

-Contractor shall sign Amendment and return to City

-Amendment goes into effect when City and Contractor signatures
are obtained

by Contractor:

1. Contractor shall submit a letter to the Unit Director requesting
modification. This letter should contain the following information:

a. Specific changes desired (e.g. increase printing by $500,
decrease local travel by $200 and decrease office supplies
by $300).

b. Reason or need for changes (e.g. the newsletter mailing
1ist has doubled so more copies are printed; counselors
are carpooling in an effort to save gasoline).

c. Statement regarding how these changes will affect the
provision of services (e.g. line item changes are more
consistent with actual spending patterns and services
will continue to be delivered as specified in the contract).

mz-
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N 2. The Contractor shall prepare revised project application pages as

. follows:

a. BUDGET CHANGES

(1)

(2)

Budget Worksheet

The budget worksheet must include the following
columns for each funding source to be modified:

current
+or -
revised

If the contract includes a funding source which
ifs not to be modified, a column must be included
for this current breakdown.

If the contract includes more than one funding
source, the budget worksheet must also include co-
lumns - for the following:

current total
total + or - (omit if only 1 funding
revised total source changes)

The budget worksheet must include the name of the
contract agency and the contract number in the
upper left hand corner.

The budget worksheet must include the date of the
revision in the Tower right hand corner (this date
should correspond with the date of the letter re-
questing the modification),

(SEE SAMPLE)

Budget Justification Sheets

A full set of original budget justification sheets
must be submitted, showing the total justification
as revised. It is not necessary to show + or - on
the justification sheets.

The budget justification forms should be consistent
with the budget worksheet columns for the revised
funding for each source and for the revised total.

Even if a budget justification sheet does not change,

a new original must be prepared (e.g. pink sheet, typed
original) to meet the contract requirements of the

City Auditor's office.
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Each budget justification sheet must be completed in full:

DATE - date of revision request (put this new
date even if no changes were made on a particular
page.

2§0uECT NUMBER - contract number assigned by the
ty.

PROJECT TITLE - name of agency and service (if there
are multiple contracts with the Human Resources
Bureau e.g. PACT Senior Service Center).

(3) Miscellaneous Comments on Budget Changes

Al1 changes shown on the budget worksheet or the budget
justification pages should be addressed in the letter
request1ng the modification.

A modification is not required for any line item changes in materials
and services in which that line will not be over- expended by 5% of the line
item or $1,000, whichever is less. Formal modification is not required for
lines which will be underexpended.
e.g., if line 420 in the contract is §1,000 and if there is an
expected overspending of $48, a contract modification is not
required because $48 is less than 5% of $1,000.

If this $48 will come from line 310 office supplies, no change
is required because you will simply underspend 1ine 310 by $48.

Any changes in staff positions (increase in salary, change in % of time
or number of months on project) requires a modification. A modification
is not necessary if an individual is being paid at a Tower rate of pay
for a given position.

If an authorized position 1s to be filled by a different person, please
notify the City accountant to assist in speedy processing of your invoices.
A contract modification is not required.

b. SERVICE CHANGES

(1) OBJECTIVES - (Project Narratives, Section 3)
A revised objective section should be submitted
showing the revised number or type of services
to be provided or the revised period in which
services will be provided.

(The need for these changes and the impact should
be discussed in the letter requesting the modification),

(2) ACYIVITIES - (Project Narrative, Section 4)

N : . R Lo
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Revised activities pages must be submitted only

‘ ' A if changes are made. These activity pages will
be used as a basis for monitoring the provision
of services, so they should reflect current prac-
tices and procedures.

c. OTHER PROGRAM OR MANAGEMENT CHANGES

Other program or management changes will be handled
on a case by case basis. Consult the City Staff re-
sponsible for contract development for specific re-
quirements.

3. Contractor shall submit letter and revised pages as described above to
Human Resources Bureau Unit Director.

4. Social Service Unit staff shall review the request for completeness and
impact and shall make a determination about which modification procedure
shall be utilized. ’

2. If Unit Staff supports the requested change and if an Ordinance
is required, City Staff shall prepare the contract .amendment
prepare the ordinance and complete the regular Human Resources
Bureau ordinance review process. If authorized by City Council,
the Contractor shall sign 3 official copies and return to the
City for City signatures and processing. A signed copy will be

‘ returned to the Contractor.

b. If unit staff supports the request and if a change order is to
be used, City staff shall prepare the change order.

The contract change crder along with the letter of request and
modified pages shall be submitted for review and approval to
our Accountant, Manager of Social Services, Human Resources
Bureau Executive Director and the Commissioner-in-Charge.

If approved, the original change order shall be filed in the
City Auditor's Office. Copies shall be provided to the Con-
tractor, the Fiscal Unit and the responsible Program Unit.

The Contract change order becomes effective when all City
signatures have been obtained.

c. If Unit Staff does not support the request, the Contractor shall
* -be'notified. The request may be denied or additional information
or documentation may be requested.

SCHEDULE OF MODIFICATIONS

Contract modifications will be accepted within 30 days of receipt.of completed

- quarterly progress reports or at other times as directed or approved by the
‘ responsible Program Unit.
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CITY OF PORTLAND/HUMAN RESOURCES BUREAU
SOCTAL SERVICES DIVISION
CONTRACT REIMBURSEMENT PROCEDURES

Reports are due monthly on the fifteenth (15th) working day following the end
8f1the month, Reimbursement request shall be majled directly to the Accounting
nit:

Human Resources Bureau

Social Services DIvision

Accounting Unit

522 S.W. Fifth Ave., 8th Floor

Yeon Building

Portland, Oregon 97204

Reports not received by the deadline shall not be processed until the next
month, This will result in a delay in payment.

City forms must be used. If additional forms are needed, please contact the
Accounting Unit (248-4752).

Materials to be submitted each month are as follows:

a) A separate Reimbursement Request Form for each funding source and each
service category requiring City reimbursement as included in the approved

contract budget, e.g. -- I &R -- III-B
Admin. -- 0PI
Admin, -- General Fund

Meals -- III-C-1
General Funa
Other

b) A Reimbursement Request Form for Required Match, as included in the
approved budget.

c) A Reimbursement Form showing Project Income/Contributions collected.
d) A Reimbursement Form showing total City reimbursement.

e) Supporting documentation showing proof of payment (attached to respective
Reimbursement Request Forms). This may include:

cppies of checks
copies of bills
payroll register
etc.

Supporting documentation is to be attached to each request form, including the
Required Match (copies of documentation are not necessary for the Total
City Reimbursement).

For each request form, documentation is to be grouped by line item. (Attach
adding machine tape to each group of supporting documents.)

Revised 6/16/80
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Please Note: For purposes of fiscal reporting, Match included in the
contract requires the same documentation as City Support requested,

If a piece of documentation is applicable to more than one funding
source (or match), write on the supporting documentation how much is
to be applied to each funding source/service category.

The "indirect cost" 1ine item may be used to cover any costs incurred in
support of the services included in the contract. Documentation/proof
of payment must be submitted for each reimbursement requested.

Grant or Agency policy requires that expenditures be reported in dollars
and cents, D0 NOT ROUND TO THE NEAREST DOLLAR!

Reimbursement requests must be typed or written in ink.

Reimbursement Request Forms must be signed in ink by an authorized person
designated by the Agency. Each agency must submit to the City the names

of all persons authorized to sign these reports. The Agency is responsible
for notifying the City in writing of any changes in authorized signatures.

The reimbursement request must be made against the current authorized
contract, Each agency is responsible for notifying appropriate personnel
of budget changes,

Incomplete or incorrect Reimbursement Request Forms will be returned to
the Contractor for completion or correction.

Match expenditures will be analyzed quarterly as part of the monitoring
procedures. Corrective action plans will be developed if necessary to
assure contract compliance.

Corrective action may include: withholding of funds, suspension, or
termination of the contract.

If match is not produced in accordance with the approved contract by the
third (3rd) quarter of the budget year, the City will reduce its contribution
to maintain the established ratio of shared costs. " (For AAA District
Centers, this ratio is a minimum of 90/10 City/Agency share for Discretionary
Services. For other contracts, the level of required match has been
negotiated.)

Upon receipt of completed reimbursement forms, the Accounting Unit staff
reviews the request for accuracy and compliance with the approved budget,

~ prepares payment authorization, and submits the reimbursement package to

the Program staff,

Program Staff reviews the package and signs off, if request complies with
regard to appropriate service delivery.Reimbursement request will be held
until Program reports are received.

Principal Accountant reviews the package, approves payment, and forwards
the package to Accounts Payable at City Hall.
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r 17. Accounts Payable reviews the package, approves payment, and procésses
the package for the computer to i1} out the warrant (check). Computer
‘ runs are made every Tuesday and Thursday evenings.

18. Checks are returned to Accounts Payable for verification of computer run.

19, The computer run is forwarded to the Auditor's Office for auditing and
release (mailing) of the warrant.

20. Total estimated turnaround time is two weeks from the time a completed
package leaves the Human Reources Bureay. HRB staff can usually complete
its work within two days, if the requests are complete and corregt, and
Program reports have been received,

21, In the event of an emergency or other unusual circumstances, as approved
by the Principal Accountant, a manual warrant may be issued within 72
hours, A manual warrant process will not be utilized on a regular basis.

We hepe that these procedures will clarify what is expected of Agency staff in
the filling out and processing of these documents. If you have any questions
or need further information, please feel free to call the Accounting Unit or
Soctial Services Contract Management staff at 248-4752.
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ORDINANCE No. 149875

An Ordinance authorizing an agreement with LEGAL AID SERVICE - MULTNOMAH BAR
ASSOCTATION, INC., at a cost not to exceed $36,645, to provide legal
services to the elderly residents in Portland/Multnomah County for the
period July 1, 1980, through June 30, 1981, under the Human Resources
Bureau, and declaring an emergency.

The City of Portland ordains:

Section 1. The Council finds:

1. Pursuant to Ordinance # the City approved the Fiscal Year 1980-81
Annual Plan of Action for Aging Services which includes the provision
of legal services to the elderly residents in Portland/Multnomah County.

2, Pursuant to Ordinance #148397, the City entered into Contract #18167
with LEGAL AID SERVICE - MULTNOMAH BAR ASSOCIATION, INC., to provide
legal services to the elderly residents in Portland/Multnomah County.

3. Funds have been budgeted and are available in the Fiscal Year 1980-81
City budget to continue legal services for the period July 1, 1980,
through June 30, 1981, subject to its adoption by City Council.

4, A match provided by LEGAL AID SERVICE - MULTNOMAH BAR ASSOCIATION, INC.,
is included in the amount of $1,928 for the period July 1, 1980,
through June 30, 1981.

5. LEGAL AID SERVICE - MULTNOMAH BAR ASSOCIATION, INC., is a duly con-
stituted and legal non-profit corporation and is certified by the
Bureau of Financlal Affairs Contract Compliance Division as an EEO
Affirmative Action Employer.

6. It is appropriate, therefore, that the Commissioner-in-Charge and the
Auditor execute, on behalf of the City, an agreement with LEGAL AID
SERVICE - MULTNOMAH BAR ASSOCIATION, INC.,, at a cost not to exceed
$36,645, to provide legal services to the elderly residents in
Portland/Multnomah County for the period July 1, 1980, through June
30, 1981, under the Human Resources Bureau, similar in form to
Exhibit A.

NOW, THEREFORE, the Council directs:

a. The Commissioner-in-Charge and the Auditor are hereby authorized to
execute on behalf of the City, an agreement with LEGAL AID SERVICE -
MULTNOMAE BAR ASSOCIATION, INC., at a cost not to exceed $36,645,
to provide legal services to the elderly residents in Portland/
Multnomah County for the period July 1, 1980, through June 30, 1981,
under the Human Resources Bureau, similar in form to Exhibit A,

Page 1 of 2




119875

ORDINANCE No.
Section 2. The Council declares that an emergency exists because delay in the
enactment of this Ordinance may disrupt the delivery of legal services to

the elderly, therefore, this Ordinance shall be in force and effect from
and after its passage by the Council.

'
s
e -
. |
T
 Passed by the Council, JUN ‘256 1980
Comnissioner Francis Ivgncie ; i '
Barbara Patrick:src : : o :
Junes 16, 1980 i . % !
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Tl;'lE COMMISSIONERS VOTED
AS FOLLOWS:
Yeas . Nays
Ivancie ,3'
Jordan ;’
Lindberg 5
Schwab
McCready é
FOUR-FIFTHS CALENDAR

Ivancie
Jordan
Lindberg
Schwab
MeCready

Calendar No. 227/t

ORDINANCE No. 149835
Title

An Ordinance authorizing an agreement
with Legal Aid Service - Multnomah
Bar Association, Inc., at a cost
not to exceed $36,645, to provide
legal services to the elderly resi-
dents in Portland/Multnomah County
for the period July 1, 1980, through
June 30, 1981, under the Human Re-
sources Bureau, and declaring an
emergency.

Filed JUN 19 1980

GEORGE YERKOVICH
Auditg e CITY OF PORTLAND

/Bv, Deputy
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