
CONTnACT FOR SER\/ ICES 

SECTION I: PMff iES TO THE CONTRACT 

CITY OF PORTL.t.NO ( 11 City11 )1 C'ity Hall, 1220 S .. vJ. Firth Avenuct Portland. 
Oregon 97204, and 

LOAV~S AND FISH[S CENTERS, lNC., 6125 S.E. 52nd Avenue, Portland, Oregon 
97206. 

SECTJON II: CON71~!1.CT SUMMARY 

Con~;ractcr agrees to provide meals to ei-1£-ible persons, and further agrees 
ti1Zit the tct~"i cost to the City shall not exce9d the sure of $7S4,800. 

SECTION !I l: F;ERIOD OF H:RFOm,1ft.NCE 

Pi~rfotr,H:ince imder thi~. contract sh,,n co!'f;rnence July 1 .. 1980, and c(:nt·inue 
through ,June 30, 19Hl, unless extended by City Council acticm. Activities 
and budget sna·1 ·1 be regotiated annua 11 y. 

SECTION IV: AGREED CONTRACTOR: PROJECT OPERATION 

B .. 

c. 

D. 

SECTION V: 

Contr,1ctor ~ha 11 by ,June 30, 1981 , meet a 11 goa 1 s and ohject·i vcs st?, ted 
in the 11 Project Narrative 11 (Exhib·it A, hereby incorpor~te,~ by reference). 

Contractor shall ensure that no portion of this contract shall in anv 
way discriminate against, deny banefits to, deny employment to, or · 
exclude fr,::m1 participatfon any persor,s on the grounds of rr)r::e, color, 
r~tio,1al or·ig'in.~ rel·igion, age> sex., handicap, marital status, sexual 
preference, po'iitica·l affiliation or belief; and that it sha.n Uir~;et 
these services to those most in need. 

C~ntractor shall pr-ovide a 5:i ;natch (-$41,933) as approved in the b!1dget 
(refer to Extribit B). Failure to meet this requhement sha1 l re!'.iult in 
a reci1.1ction of budget or termination of contract. 

Contractor $hall retain client records for a minimum of five years and 
shall make snid documents available at all reasonable times to the 
City, or its duly authorized representative, for evaluation through 
inspection of the quulity, appropr~atene$s~ and t"in1eliness of ser·,ices. 

The use or disc'losu:'P. by any party c,f any information concerning a re
cipient o-f serv·iccs purcnased under this contract, for any purpose not 
direct·ly (:onn2·::ted with the i.ldministrat'lon -or. pro9nHn e11aluc:tion of the 
City, is prohibited except on written consent of the recipient or the 
recipient's c1ttorney. 

CONTRi\CTOH REPORTING M!D RECORD REQUIREMENTS 

Ccntract(,r stian use the st•:inrfordized forms proviued by the City for 
r·:::)orting pi..;rposcs (Exhibit C, hereby ·incorporated by reference). If· 
ar!di::ionui fcl'Y,5 art:; def.i1~1ed fiCCessary, said forms shall be develop~d , 
thrt.1u~h negot·i at -ion. 

[\, Required proqr~rn, r8ports ~,ha11 be subnritted by the 15th working· day of 
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ear,:h nionth. USDA reports shal'I be subm'itted by the 8th day of the 
month or the latest \'/Ork day prior to ttrn 8th day. Reports shall be 
completed accurately in conformance wHh the guidelines and moni.
toring directions provided by the City. Program reports and USDJ.\ 
reports ~,,hich are not received by the time specified shall result in 
delayed reimbursement. 

C. A final 11 Director 1 s Narrative Report" shall be submitted within forty
five (45) days of the conclusion of the Project covered by this con
tract. 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 statistical records, and shall provide 
these reports at times and in the form prescribed by the City. In the 
event bf 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 copies of all requests for federal, 
state, or local grants that affect thi 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 meetings with ~ny 
staff di'rectly 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 con
tract except where one is already on file, its current: 

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

-List of names and signatures of per~ons authorized to act as the 
Contractor 1 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. 

SECTION VI: AGREED CITY 
, I 
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A. City shall provide technical assistance upon written request of the 
contractor. 

B. City shall provide all required reporting forms to the Contractor. 

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

0. City shall give Contractor written notification of problem areas re
lated to the performance of this contract, including requirements for 
corrective action. · 

E. City may conduct at least one contractor meeting per month. 

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

G. City shall conduct on-site contract and facility reviews on a quarterly 
basis. On-site monitoring shall be pre-arranged with each Contractor. 

H. City sha 11 process monthly reimbursement requests and contract amend·
ments in a timely manner. 

SECTION VII: COMPENSATION - METHOD OF PAYMENT 

A. Total compensation under this contract shall not exce~d $754,800. 

B. An advance shall be made to cover the cost of the Contractor's initial 
expenses for operation, (Title III-C-1 advance $56,611; Title III C-2 
advance $69,188) not to exceed the sum of $125,799 upon receipt of. a 
written request from the Contractor. 

C. 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 reimburse
ment 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 received by the specified time. 

0. All final reimbursement documents shall be received within forty-five 
{45) days following the end of the budg~t period. Final reimbursement 
documents not received within the specified time period shall not be· 
processed, and the expense shall be the sole responsibility of the Con
tractor.· 

E. Advances shall be recovered against eipenditures 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 perfonn spot audits at their 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 is disallowed after 
reimbursement has occurred, the Contractor shall promptly repay the City. 
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G. All funds received from the City'shall be ·used by the Contractor as 
set forth in the budget (refer- to Exhibit B). Funds not used shall be 
returncd_pr~)tlz to the City at th<:! end of the budqct period. Any 
cost ·incurred by the Contractor over und a hove the agreed sums~ as set 
out· in the budget, shall be at the sole risk and expense of the Contractor. 

H. The operat·ing budget may be amended; provided the full cost does not (::X-· 

cccd the amount stated in the contract. Budget amendments sha'll not be
come effective until the Commissio11er-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 wHhout 
a budget amendment on all line items within the Materials and Services 
category, excluding Out••of-Tuwn Tra ve 1. These line i tern overruns s ha 11 

·be compensated for within the same category. 

I. Budget amendments shall not be accepted during the last quarter of the 
budget period (Apri 1 l through June 30). 

J, 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 
sha 11 be for cash and not "include any credit terms, and sha 11 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 sha~l'I be the property 
of the City. Contractor sha'll maintain 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) duys after the contract has terminated. 

I• 

K. Contrar:tor s ha li a 1 so maintain a current and acceptab 1 e 1 og of all non
consumab le supp 1 i es purchased under this contract.- Non-consumab 1 e means 
i terns \·ri th a mini mum va 1 ue of $25 per i tern and a maxi mum va 1 ue of $99. 99 
per item purchased under this contract. All such items shall also be re
turned to the City within ten (10) days after the contract has t2rminated. 

L. The Contractor agrees that compensation for the services provided by this 
contract w·ill be made monthly and will not in any one month exceed one
twelfth of the total contract. The Contractor will submit a report 
quarterly on resources used to pay for other meals provided under this 
contract, hereby incorporated by reference. 

SECTION VIII: GEN~RAL CONDITIONS 

A. Contractor shall abide by all federal, state, and local regulations/policies 
governing project operations, management, and service delivery. The .. Junds 
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 con
tract are covered by a Fidelity Bond in the umount of $10,000 or 100% 
of the estimated sixty (60) day cash flow, whichever is less; 

(2) of a Standard Liability Insurance Policy in the single limit 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 arising _in who·1e _or in 

CONTRACT FOR SERVICES - Page 4 



part out of the performance of this contract; 

(3) thnt all property and equipment purchased or received by the Con
tractor pursuant to this contract is insured again~t fire, theft, 
and destruction; and 

(4) that the above policies of insurance are in force and shall not be 
cance 11 ed without thirty ( 30) days pr'ior notice to the Ci ty. 

If approved as self-insured by the City Attorney, the Contractor shall 
deliver to the City Auditor, in lieu of a Standard Liability Insurance 
Policy, evidence that they agree to hol'd 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 C·ity, 
insurance and bonding shall be furnished, together with the proper en
dorsements for each separate contract. Failure to maintain current in
surance, 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 the Executive 
Director and/or the Commissioner-in-Charge of the Human Resources Bureau. 
Unless otherwise specifiedt documents submitted to the City shall be re
garded as received when delivered to the Human Resources Bureau. 

D. Compensatory time accrued by an employee performing services under this 
contract shall be taken within the budget period to be charged as a con
tract cost. Time not taken within this period shall become the sole 
risk and expense of the Contractor. This condition on·ly applies if compen
satory time is indicated in the Contractor's approved Personnel Policies 
and Procedures. 

E. Upon terminatfon (cash out) of any employee performing services under this 
contract, a maximum of two weeks accrued vacation time shall be 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 both 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. 

SECTION IX: SPECIAL CONDITIONS 

A. In purchasing food, and preparing and delivering meals, Contractor must 
follow appropriate procedures to preserve nutritional value and food 
safety. 

B. The-Contractor must comply with all state and local health laws and 
ordinances concerning preparation, handling, and serving food. 
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C, The Contrc1ct must provide special menus·, where feasible and appropriate, 
to meet tho particular dietary needs· ar'ini.ng from the health requirements, 
reli9ious l'equirements, or ethnic backgrounds of eligib.le individuals. 
In determining feasibility and appropriateness, the Contractor must use 
the following criteria: 

(1) Whether there are sufficient numbers of persons who need the special 
menus to make their provision practical; and 

(2) Whether the food and skills necessary to prepare the special menus 
are available in the planning and service area. 

D. The Contractor must have ava,ilable for use upon request, appropriate food 
containers and utensils for blind and handicapped participants. 

E. Each meal served by the Contractor must contain at least one-third of the 
current Recommended Dietary Allowances as established by the Food and 
Nurtition Board of the National Academy of Sciences -- National Research 
Council. 

F. If the Contractor receives cash, instead of food, the provider must spend 
the cash only' for buying United States agriculture commodities and other 
food. 

G. Food Stamp Program. The Contractor must assist participants in taking 
advantage of benefits availabl~ to them under· the· food stamp program. 
The Contractor must coordiante its activities with agencies responsible 
for administering the food stamp program to facilitate participation of 
older persons in the program. 

H. The Contractor shall, within ten (10) days of the execution of this 
contract, notify the City, in writing, of the staff person who shall be 
responsible for the performance of contractor staff under this contract 
and the staff person to whom official correspondence regarding performance 
under this contract shall be sent. 

I. The staff supervisor,'given reasonable notice, shall attend training 
sessions and meetings and participate in other activities as required 
by the City to a maximum of three (3) sessions, or twenty-four (24) 
hours per month. 

J. Other staff hired under this contract shall participate in such training 
sessions, meeting~~ and other activities as required by the City to a 
maximum of two (2) sessions, or sixteen (16) hours per month. 

K. The Contractor shall assure that older persons shall not be discriminated 
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 personnel policies. 

L. The Contractor agrees to submit documentation as required by the City to 
support waivers of contract policies and requirements required by the C"ity. 
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. M. The Contractor shall use the serv·ice definitions us set forth by the C'ity 
and standardized reporting. forms as dew~loped and provided by the City. 

N. ThE:1 Contractor shal'l cmplo_y City descriptions, po'lic-ies, and procedures 
for the delivery, ut·ilization, nnd coordinai:ion of information, referral, 
case management, escort, trnnsportation~ homemaker, housekeeper, legal, 
nutrition, and other contracted ser~iccs provided as part of the Portland/· 
Multnomah County Area Agency on Agfoy Service System. 

0. The Contractor shall complete data forms for all clients accepted for 
nutrHion services which shall include a client information form. These 
forms shall be available to the City for inspection upon request. During 
the fl rst quarter of the contract year, the City wil 1 i ni t·i ate discus
sions concerning reprogramming the Contractor's data system in order to 
comply with City requirements. 

Semiannually home-delivered meal participants will be asked to complete 
an income statement at the time of registration or reassessment. The 
format for the statement wfl1 be approved by the City and the information 
obtained will be reported to the City semi-annually along with new intake 
and reassessment figures. 

Congregate partiC'ipanis will be' asked to complete income surveys in 
September and Ma re h. These win remain anonymous. 

P. The Contractor sha 11 enter into or continue written agreements wi ,th other 
service providers with the Portl and/Mu1 tnomah Cdunty /\rea Agency on Aging 
Service System .as directed by the City to .specify and clarify procedures 
of coordination. · 

Q. The Contractor shall assure that older persons with the greatest economic 
and social need receive preference in the del iver·y of each service pro
vided through the contract in accordance with definitions provided by the 
City. 

R. The Contractor shall not use City resources to provide a service that would 
duplicate a service under another City Area Agency on Aging contract unless 
specifically approved by the City. 

S. 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 11.Jaiting list, ·prioritizing client relative to those 
in greatest need of said service. ~ 

T. The Contractor shall assure that a means test shall not be used to deLer
mi ne the e 1 i g i bi 1 ity of an o 1 der person for any s.e rvi ce funded under iitl e 
III of the Older Americans Act of 1965, as amended. 

U. Each Contractor must: 

(1) provide euch participant or recipient.with a free and voluntary 
opportunity to contribute to the cost of the service; 

(2) protect the privacy of each participant or recipient with respect 
to his/her contribution; ,,, 
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(3) 

(4) 

estc1b'i ·i sh appropriate procedures to safeguard and account for al 1 
contd but ions; and 

use a 1 ·1 con t.ri but'i ans to expand the services of the Contractor under 
this sect.ion. 

Contractor must use all program income contributions to increase the 
number of meals served. The Contractor further: 

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

(6) must assure that no older person is denied a service because the older 
person will not or cannot contribute to the cost of the service; and 

(7) must assure that contributions made by participant or recipient are 
considered program income. 

V. The Contractor shall agree to continue or to initiate efforts to obtain 
support from private sources and other public organizations for services 
funded through this contract. 

SECTION X: CONTRACT MODIFICATION 

Contractor may request changes in the contract by submitting a written re
quest in-accordance with City procedures (refer to Exhibit C). Minor changes 
shall not become effect·ive until the Commissioner-in-Charge has given written 
approval, and the approved document is file·d with the City Auditor. Major 
changes shall not become effective until approved by City Council, signed by 
the appropriate parties, and the approved document filed with the City AudHor. 

SECTION XI: CONTRACT ASSIGNMENT 

A. The Contractor has been se 1 ected by the City for this work because of its 
particular experience in this program area. This contract is personal be
tween 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 shal 1 give \•1ritten notice of the assignment 
to the Contractor ten (10) days prior to thf! 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 reimbursement for allmvable 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 
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c6i1tract remedies including, but not limited to,the right to SlJe 
for. dama:9·es or specific performance· should the· Contractor materially 
Violate any of the terms of this contract. 

· · ,SECTION XIII: SIGNATURES 

The parties witness the'ir consent to be bound by a l1 the terms of this con-· 
tract, SECTIONS. I through XII, by signing bel.ow. 

APPROVED AS TO CONTENT CONTRACTOR 

Bys. rn1Q&tf_}?\Wf],7-30£6 By ____ _ 
Executive DirectofJ22 Date 

' APPROVED AS ro· FORM CITY'OF PORTLAND 

By -~--,,----------City Attorney 
------ By ___________ _ 

Date 

By ___________ _ 



EXHIBIT A 

PROJECT APPLICATION 



PR01JCCT APPLI Cl\ TI ON S!! E ET 

GI.TY OF PORTLAM> 
HIJMMl H ESOUHCES BUREAU 

APPLICATION FOR 
PROJ EC1' FUND 

l.&F 80/81 

1 r-;0:1~;;4 

~l. Shor·r.:~f'i.tle of Pr1.;joct: (Do not exceed one typed line) 

Portl nnd/Mul tnomah County Area vJide Nutrition/Meal Component 
-2-. --'f-y-pc~ ed. Application (Clu:!ck One) 

New Project l_..J Continuing Project lxx\ Revision of Cont. Proj. D 
3. Responsible HRB Division 4. Contract Period 

From 7-1-80 

5. 

7. 

SOCIAL SERVICES - AGING 

Budget l'crio<l 

Fr.om 7-1-80 to 5 ... 3Q-8l ------
App 11. cant Agency 
(Name, address & telephone) 

LOAVES & FISHES CENTERS, INC. 
6125 SE 52nd Avenue 
Portland, OR 97206 
777-2424 

to 6-30-81 

City Support Requested 

$ 754,800 

8. Project Director 
(Name, address & telephone) 

Jill Bills, Project Supervisor 
6125 SE 52nd Avenue 
Portland, OR 97206 
777-2424 

9. Financial Officer 10. Official Authorized to Bind Agency 
(Name, address & telephone) (Name, address & telephone) 

Deloris Y. Moss, Controller Randolph Riggs Richard C. Mastbrook 
6125 SE 52nd Avenue Pres., Board of Dir. Executive Director 
Portland, OR 97206 6125 SE 52nd Ave. 6125 SE 52nd Ave. 
777-2424 Portland, OR 97~

7 
~2.f4land, OR 97206 

11. Project Summary: Sumri1arize, in approximately 200 word"s, tl1e project plan 
presented in application, briefly covering project goals, objectives, 
strategy, target population and administration. 

The goal of this project is to promote better health and sustain indepandent 
living through improved nutrition among the elderly. Project objectives for 
FY 1980-81 specify the need to maintain effective leadership and management 
of Loaves & Fishes Nutrition Program, to provide nutritionally-sound meals 
at strategically placed centers and to the homebound, and to ensure the 
availability of needed supportive social services to nutrition participants. 

Project strategy encompasses preparation of food at a central kitchen (serving 
Clackamas and Washington Counties in addition to Multnomah County), delivery 
of food to centers, serving of meals at centers by staff and volunteers, de
livery of meals from the centers to the homebound by volunteers, supportive 
social services arranged for congregate participants by project staff and 
other public agencies; the total operation is coordinated by a,·ea-wide 
staff from a central office. This is a county-wide service to persons \<Jho 
are 60 years of age and over and spouses of any age married to a person age 
60 or older who identify themselves as having a social or economic need for 
the service. 

The agency is well-qualified to provide these services as it has developed and 
operated a nutrition program for the elderly since 1970. Adequate admini
stration and P.rograrnmatic support will be provided. 

_,_ 



L&F 80/8'I 
EXHIBIT A 

PROiJECT NARRJ\TIVE __ .. _,, _____ ,,. ______ ..._ .. _,.. ... , .... ,,_~-••-------

1. Statement of Probhm1/Documcntat'ion of Nec.~d: . (Provide a concise 9escrip
tion of the condit·ions and problems to be addr·essed by the project. 
Quantif'iable, measurable terms should be used. Verify that the problem 
exists with docwnentation.) 

Poor nutrition habits among the el~erlyu in conjunction with other physical, 
social and economic changes associated with increasing age may result in a 
pattern of living which causes malnutrition and loss of normal independent 
functioning. Many elderly persons do not eat adequately because: (1) they 
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cannot afford to do so; or (2) they lack the knowledge and/or skills to select 
and prepare nourishing and well-balanced meals; or (3) they have limited mobility 
which may impair their capacity to shop and cook for themselves; or (4) they 
have feelings of rejection and loneliness which obliterate the incentive 
necessary to prepare and eat a meal alone. 

National priorities have established that persons wHh social and exonomic needs 
are in greatest need of services. 1978 statistics show that in Multnomah County 
there at·e 113,887 persons age 60 and older. Of these age 65 and older, approx
imately 27,900 live alone; 3,986 are minority. Approximately 28% of persons 
65 and older in Multnomah County have incomes that will not support even a lower 
standard of living as determined by the U.S. Bureau of Labor Statistics for 1980. 

In 1979, the Government Accounting Office estimated that 18% (14,080) of those 
over 65 have functional disabilities which require long term assistance. 47% 
(36,765) of the noninstitutionalized elderly are limited in activity due to 
chronic conditions (56% of those over 75 are limited). At least 16% (12,516) of 
the noninstitutionalized elderly are unable to carry out their daily acitivites 
as a result of chronic disability and disease. To promote better health through 
improved nutrition there is a need to provide low-cost nutritionally sound meals 
in strategically placed centers or in the homes of individuals who are homebound. 

-2-



2 . . Stutr~rrient. of'Pndc!ct Goals: (The pi'oject goa·1 is d brfr~f staternenf of the 
TnreiiC-of tho 'i:·1·t/1Jr:tcC"tc;--chr1 n~1e, reduce or e 1 imi rm te the prob lern i dent i fi cd 
above. The ')fJ<1 l. ~;hou1 d re ·1. c1 t(i to ov0rc1 ll 90~ ·1 statement .of Hi<8' s D•i vis i on.a,l 
Unit and lo the 9<:r1eral plirporm of the project.) .· 

Pro)eg_Go~l= To prevent and/or ,reduce prematun' institution~l·lzation of 
elderly lndividuals in Multnomah County through the provision· of nutrit'ious 
meals, social contact~ and access to othef services designed to promote in
dependent and dignified living. 

_9verJ!_1J AAA Goal: To provide the leade}"ship role in order to increc1se 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 process~s of evaluating the service systems 
.capacity to meet those needs and by advocating for such increases as necessary. 



L&F 80/Bl 
··1 r)o~t,4 

, 3. Statement of Objectives nnd ProdtJctivity Indicators: (Set forth, in 
measurable, timcbounded st.nte111ent.s the des-ired results of program oper
ations. ·For c?ach objective 'listed, state the productivity indicator, or 
unit of measuremc~nt, b.Y which the objective can be evaluated.) 

'----------------------------------·-
OBJECTIVES 

1. · To maintain effective leadership 
and administrative management of 
Loaves & Fishes Centers, Inc., during 
the period July 1, 1980, through 
lJ une 30, .1981 , through the accomp-
1 i shment of the activities listed in 
Section 4. 

2. To increase sound nutrition 
habits among the mobile elderly, 
through provision of 167,736 
nutritionally sound meals to eligible 
participants and guests over 60 in 17 
congregate centers as per Section 3a, 
during the period 7-1-80 through 
6-30-81. 

3. To increase sound nutrition 
habits among the homebound elderly 
through provision of 225,376 
nutritionally sound meals de'livered 
to eligible participants at their 
homes during the period 7-1-80 
through 6-30-81. 

4. To increase sound nutrition 
habits among the elderly through 
provision of nutritionally sound 
meals to 10,400 different eligible 
participants of whom 5,200 have 
low incomes and 520 are of ethnic 
minority heritage during the period 
July l, 1980 through June 30, 1981. 

5. To maintain effective supportive 
services in each center through co
ordination with district service 
centers and other appropriate a
gencies in scheduling health services 
information and referral~ nutrition 
education, transportation, shopping 
assistance, recreation and outreach 
during the period July l, 1980, 
through June 30, 1981. 

-4-

PRODUCTIVITY INDICATORS: 

1-a # and dates of activities listed 
in Section 4 accomplished 

2-a # of congregate meals served to 
eligible participants. 

3-a # of home delivered meals servec 
to eligible participants. 

4-a # of unduplicated participants 

4-b estimated# of unduplicated low
income participants 

4-c # of unduplicated minority 
participants 

5-a Activity calendar from each meal 
site submitted to project super
visor monthly. 
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CENTER: DAYS OPEN: Cirn'l'ER: DAYS 01'1•'.N: 

-· ··-
1. Columbia Park 10. Northwest 

8920 N Woolsey 1819 NW Everett 
Portland, OR M - F Portl.:1nd, OR N,\i/, F 

2. University Park lL .. Southwest I 
4791 N Lombard 69!i8 SW Capitol Hwy 
Portland, OR M - F Portland, OR M,W,F 

3. St. Johns Southwest n 
8832 N Syracuse 6437 SW Virginia 
Portland, OR M - F Portland, OR T, Th 

4. Piedmont 12. Summers Park 
5760 NE Cleveland .J,137 SL~ 20th 
Portland, OR M,T,F Portland, OR M - li' 

Carter 
3138 N Vancouver 13. Sunnyside 
Portland, OR M,Th,F 3520 SE Yamhill 

Portland, OR M - F 
Irvington 
915 NE Schuyler IL~, Villa Tabor I 
Portland, OR M,W,F SE 76th & Yamhill 

Portland, OR M,W,F 
5. Alberta Park 

5431 NE 20th Villa Tabor II 
Portland, OR M - F 232 SE 80th 

Portland, OR T,Th 
6. Hollywood 

NE 44th & Hancock 15. Lents 
Portland, OR M,Th,F SE 87th & Foster Rd. 

Hollywood East 
Portland, OR M,T,Th,F 

4400 NE Broadway 
Portland, OR T,W 16. Errol Heights 

741li- SE 52nd 

7. Parkrose 
Portland, OR M - F 

11229 NE Prescott 
Portland, OR M,W,F 17. Sellwood-Moreland 

1814 SE Bybee ~ 

8. Eastco 
Portland, OR M - F 

17405 NE Glisan 
Portland, OR 11,W, F 

Gresham 
50 NE Elliott 
Gresham, OR M,T,Th,F 

9. Burnside 
601 W Burnside 
Portland, OR M-F 

,,_ 



3b. Home Deliverod Mt~c1l Servkcs 

- -DAYS OPEN: 
'9'-••~-- --.... ---•-, DAYS. OPEf~ :·--~ CENTER: CENTER: 

--· ----· .. 

l . Col umb·ia Park 9. Burnside 
8920 N Woolsey 60'1 W Burns ·j de 
Portland, OR M - F Portland, OR M - F 

• r 

2. University Park ~orthwest 4791 N Lombard 819 NW Everett 
Portland, OR M .. F ortland, OR M - F 

3. St. Johns 11. South~1est I 
88'.32 N Syracuse 6948 Svl r.apital Hwy 

M,W,F Portland, OR M - F Portland, OR 

4. Piedmont Southwest II 
6437 SW Virginia 5760 NE Cleveland Portland, OR T,Th Portland, OR M,T,F 

Carter 12. Summers Park 
3138 N Vancouver 1137 SE 20th 
Portland, OR M,Th,F Portland, OR M - F 

Irvington 
915 NE Schuyler 13~ Sunnyside 
Portland, OR M,W,F 3520 SE Yamhil 1 

Portland, OR M - F 
5. Alberta Park 

5431 NE 20th 
14. Vi 11 a Tabor I Portland, OR M .. F SE 76th & Yamhill 

Portland, OR M,vJ,F 
6. Hollywood 

NE 44th & Hancock Villa Tabor II 
Portland, OR M,Th,F 232 SE 80th 

Portland, OR T,Th 
Hollywood East 
4400 NE Broadway 15. Lents Portland, OR T,W SE 87th & Foster Rd. 

Portland, OR M - F -, Parkrose I I • p 

11229 NE Prescott 
Portland, OR M, vi, F 16. Errol Heights 

7414 SE 52nd 
Parkrose II Portland, OR M - F 
10029 NE Prescott 
Portland, OR T,Th 

17. Sellwood-Moreland 
1814 SE Bybee 

8. Eastco Portland·, OR M - F 
17405 NE Glisan 
Portland, OR M,W,F 

Gresham 
50 NE Elliott 
Gresham, OR T,Th 



Objective= l (Restate Objective Here) 

To maintain effective leadership and administrative 
period July 1, 1980, through June 30, 1981, through 

!r:o.f Activity 
f 1-1 Hire staff to perform necessary 

duties related to this objective 
(Staff assignments on file) 

1-2 Provide coordination necessary 
to carry out the agency's over
all '!.•mrk plan. 

1-3 Develop or review and modify as 
appropriate individual job de
scriptions and work plans for 
project personnel related to the 
agency's overall work plan. 

! Com~ 1 e t i on ,· 
I Date 
I I 
I Ongoing 
I 

I 

Weekly 

August I 

Evaluate the job performance of Annually 

1-5 

1-6 

1-7 

1-8 

all paid personnel based on their 
job descriptions and work plans. 

Attend Area Agency Contractors Monthly 
meetings. 

Review operations for contract Monthly 
compliance. 

Provide staff support to Board's Monthly 
Planning & Finance, Personnel, 
and Evaluation & Review Corrnnittees. 

Process all agency accounts pay- Monthly 
able and accounts receivable, and 
maintain records of all budgetary 
transactions. 

management of Loaves & Fishes Centers, Inc., during the 
the accomplishment of the activities listed in Secti~p 4. 

11 .;::.. 

Measure of Activity Completion 
~tarr h1rea 

Administrative Staff meetings 
held 

Job descriptions and work plans 
completed 

Evaluations completed 

Meetings attended 

Reports to HRB 

Committee meetings held 

Financial Records 

Staff Assigned 
I Supervisors 
I 
i 
I 
. 

Deputy Director 

Project Super,... 
visor 
County Operations 
Assistants 

Supervisors 

Project Super-
visor 

, I 

l i-
• l 

I 
I 

t 

! 
l l I. 

11 Con tro 1 ler, Pro- I !, 
ject Supervisor 

11 
Deputy Director, 
Controller 

Fiscal 

i l 
I 
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Objective= l {Restate Objective Here) 
To maintain effective leadership and administrative management of Loaves & Fishes Centers, Inc., during the 
period July 1, 1980, through June 30, 1981, through the accomplishment of the activities listed in Section 4. 

-----------------------------.---------------~----~~-------~-----~----.----------------! i ,,.::.. 
!. . i'Comp1etion 

1
1 : 1 

l' I! : ,o. Activity j D2t2 Measure of Activity Completion I Staff i'\ssignE:d i 1 

1-9 

1-LO 

Maintain n system of fiscal re
porting for all site locations. 

Maintain a system for receiving, 
controlling and reporting on cash 
receipts. 

1-11 Maintain controls and ledger en
tries on cash receipts. 

1-12 Maintain all personnel records 
and provide consultation and 
technical assistance on personnel 
matters as required. 

tl.-13 Process payroll and taxes for all 
employees in a timely manner. 

-14 Maintain employee and agency in
S!.lrance. 

-15 Maintain property control records 
on City inventory. 

'-16 Submit required reports and in
voices in the proper form and 
manner. 

-17 Review and update emergency/bad 
weather procedures for provision 
of meals. 

Monthly 

Monthly 

Ongoing 

Ongoing 

Semi-
monthly, 
monthly, 
quarterly 

Monthly as 
required 

Quarterly 
and as 
required 
Quarterly 

Nov. 15 

System in place; fiscal reports 
completed. 

System in place; reports com
pleted. 

Center audit visits and ledger 
entries completed 

Individual employee files; 

Payroll checks processed; fiscal 
and tax reports filed 

Premiums paid; claims filed 

Inventory file updated 

Fiscal reports submitted 

Fiscal 

Fiscal 

Fiscal 

Project Super-:
visor, Lead 
Secretary, Center 
Operations Asst. 

Fiscal 
" 

Controller 

Controller . 
Fiscal 

Procedures updated and issued Deputy Director 
or reminder of procedures issued 

I 
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Objective~ 2 (Restate Objective Here) 
To increase sound nutrition habits among the mobile elderly, through provision of 167,736 nutritionally 
sound meals to eligible participants and guests over 60 in 17 congregate centers as per Section 3a, duriqg 
the Period 7-1-80 through 6-30-81. ! I ~ 

Completion· I l I 
jNo. Activity Date Measure of Activity Completion Staff Assigned 1 • 

-;:::--;;--r:-:-;---:-~-;:-~----;::---------t'"'""7---:---t---::-----:=--:::-:~---:;-----------~=------.------1 12-1 Hire staff to perform necessary Ongoing Staff hired Supervisors t 
duties related to this objective i 
(Staff assignments on file). 1· 1

1

• 

Plan menus with input from parti- Monthly Menus prepared Central Kitchen 
- 1.1 

2..;.2 
cipants. Dietitian 

1 ~ 
Purchase food and supplies. Ongoing Food and supplies purchased CK Dietitian,Food ! I 

• : • I 
2-3 
' i 
l 

2--4 Prepare food according to menu in 
a sanitary manner. 

Daily 

~-5 Deliver prepared food and raw food Daily 
to site locations. 

i2-6 Maintain inventory and cost con- Ongoing 
trol on foods/supplies and pre-
pared meals. 

2-7 Heat and serve meals to. partici- Daily 
pants 1n congregate setting. 

2-8 Verify special diets and obtain 
HD certification. 

Ongoing 

2-9 Maintain center records on partici- Ongoing 
pants, meals, donations. I 

12-lC }taintain a volunteer utilization Ongoing 
program for recruiting,training & 
supervising volunteers to meet the 
needs of the service. 

2 11 Develop and implement a cornprehen- July 20 
sive staff training plan. 

i 

Heals prepared 

Meals and raw food delivered 

Updated inventories and cost 
reports 

Center meal record completed 

Special diet meals served 

Center and omputer reports 
completed 

Number of volunteer hours, 
summarized on monthly Beard 
report 

Training plan completed 

I 

Service Specialist 
and clerk 

Central Kitchen 

Central Kitchen 

Central Kitchen 

Center staf~ and 
volunteers 

l 

I 
l 

Food Serv. Spec. i 
• ! under supervision l 

of CK Dietitian [ 

Center staff)Part
icipant Rec. Clerk 

Proj. Supervisor, 
Cent2Y Operations 
Assistant 

Deputy Director 

I 
' f 
I 

I 
i 
i 
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Objective= 3 (Restate Objective Here} 
To increase sound nutrition habits among the homebound elderly through provision of 225,376 nutritionally 
sound meals delivered to eligible participants at their homes during the period 7-1-80 through 6-30-81. 

I ··1 ,· I liO. 

3-4 

3-5 

r 
b-a 

B-9 

Activity 

Hire staff to perform necessary 
duties reiated to this objective 
(Staff assignments on file). 

Plan menus with input from 
participants. 

Purchase food and supplies. 

Prepare food According to menu in 
a sanitary manner. 

Deliver prepared food and raw food 
to site locations. 

Maintain inventory and cost con
trol on foods/supplies and pre
pared meals. 

Package cold food for special 
diets and selected centers in 
individual portions. 

Package meals for home-delivery 
and send on pre-arranged routes. 

Conduct initial visits to deter
mine eligibility of participants 
for home-delivered services. 

B-10 Conduct follow-up visits quarterly 
to determine continued eligibility 
of participants for home-delivered 
service::;. 

i Comp l e t i on · 
j Date 

Ongoing 

Monthly 

Ongoing 

Daily 

Daily 

Ongoing 

Daily 

Daily 

Ongoing 

Quarterly 

Measure of Activity Completion 

Staff hired 

Menus prepared 

Food and supplies purchased 

Meals prepai·ed 

Meals and raw food delivered 

Updated inventories and cost 
reports 

Food packaged 

Meals delivered 

Visits recorded on participant's 
record 

Visits recorded on participant's 
record 

i l _______ :1 

l ! Stdff Assign&d 1

1
1 ~ 1../'l 

Vl r"' 
Cl 

Supervisors 

Central Kitchen 
Dietitian 

.i 
i 

! 
I 
l 

I 

I 

CK Dietitian,Food! 
Service Spec ia 1 is ::t 
and clerk. I 

Central Kitchen 

Central Kitchen 

' Central Kitchen 
Dietitian 

Central Kitchen 

Center staff and 
volunteers 

Center staff 

Center staff 

l 
I 

. I 
ff 

C: 0 
'< ?S 

::: 

r-
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Objective 1: 3 {Restate: Objective Here) 
To increase sound nutrition habits among the homebound elderly through provision of 225,376 nutritionally 
sound meals delivered to eligible participants at their homes during the period 7-1-80 through 6-30-81. 

i r. 
: .0. Activity 

·3~11 Verify special diets anrl obtain 
MD certification. 

3-12 Maintain center records on parti
cipants, meals, donations. 

3-13 Maintain a volunteer utilization 
program for recruit1ng, training 
and supervising volunteers to meet 
the needs of the service . 

13-ll• Develop and implement a compre
hensive staff training plan. 

i 

i: 
i I 1C:omple~,._t.;io-n- !' ----~--------------.,..,---------, I 

· Date Measure of Activity Completion i Staff Assigned I! 

Ongoing 

Ongoing 

Ongoing 

July 20 

Special diet meals served 

Center and computer reports 
completed 

Number of volunteer hours, 
summarized on monthly Board 
report 

Training plan completed 

I l · 

Food Serv. Spec. j. 
under supervision 
of CK Dietitian 

Cerrter staff,Part 1 

icipant Rec. Cler~ 
Center Operations I 
Assistant [ 

I 

Proj. Supervisor 

Deputy Director 

i 

"'O 
1 rrt 
0 Q,,-

o..1 n C: :::r 
n 
t""'l",0 .:_e. 
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Object~ve = 4 (Restate Objective Here) 
To increase sound nutrition habits among the elderly through provision of nutritionally sound meals to 10,;~QO 
different eligihle participants of whom 5,200 have iow incomes and 520 are of ethnic minority heritage, 

-dur-:i ng--t-he-pe-~y.....1.,-1.UB Q t b r ough....J.µnc -3.0 ... ,.-1.2-8 l • i l 
j . I I L om ;J l e t 1 on ·1 ; ; 

1tio. I Activity I Date I Measure of Activity Completion Staff Assigned Ii 
4-1 Hire staff to perform necessary Ongoing Staff hired Supervisors f i 

duties related to this objective i 

4-2 

(Staff assignments on file). I 
j 

Enroll new eligible participants 
identified by AAA District Ser
vice Centers. 

Estimate meals served to low 
income. 

Ongoing 

10/31/80 
4/31/81 

Referrals enrolled 

Semi-annual p3rticipant anony
mous survey completed to deter
mine percentage of low income 
participants served, in a 
manner consistent with accept
able·sampling and survey re
search techniques 

Center :Manager 

Project S:iper
visor 
Operations Asst. 

! 
i 

t 
l 

I 
-i 

l 
11 
I 

.:::,. 



Objective = 5 : (Restate Objective Here) To maintain effective supportive st. 
site through coordination with AAA district service centers and other appropriate ag~ 
health services, information and referral, nutrition education, transportation, shopp~ 
reation and outreach during the period July 1, 1980, through June 30, 1981. ----;----------___;::_ _ __:_ __ --;-;:::---:-=--~:-:--.-=---=----_::_-------~· . · I I r. om;) 1 e t i o n · 

!r~o. Activity j Date Measure of Activity Completion 
~-i------------------1 
5-1 Hire staff to perform necessary Ongoing 

duties related to this objective 
(Staff assignments on file). 

-2 Review/Update written agreements Sept. 30 
with District Ser.vice Centers to 
provide participants with infor-
mation, referral, case management, 
and other available social ser-
vices. 

Maintain existing system of Daily 
coordination with SMS and MCCA 
for transportation of partici-
pants to centers. 

Develop and implement a compre- Sept. 1 
hensive system for scheJuling 
health services, recreational 
activities and educational events. 

Staff hired 

Agreem~nt written and imple
mented 

Rides received 

Activities held and reported on 
monthly activity calendar 

Supt. 

Project : 
visor, C1: 
Managers,. Center 
Operations Asst. 

Center staff 

Center Operations 
Assistant, Center 
Manager 
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5. 

U(F BO/Bl 

g!'dtc;.9t.(Mg_~.bp_Cl: (Bric!1Y desc,:ibe Lhc gener~l approach ~o mer!ting ~h~Ol74. 
su,tcd goals (11\d object,v(is. D1~cuss .tl1e rilt1onala of this c1pproach and 
h m-1 i t r c 1 a t es to the o v o r a 11 s tr a Le ~JY of the res pons i b 1 e HR B D i v i s i on a l 
Unit.) 

Nutrition services will be piovidc<l by Loaves & Fishes Centers, Inc., through 
the agency's ne.tghborhood centers (meal sites). Each center provides nutrition 
and social services within ah identifiable, service area. In a few instances 
services are provided from more than one location in order to mnke five day 
service possible within the service area. The meals ,ue prepared in the 
agency's central kitchen and delivered in bulk to the centers prior to each 
center's meal service time. 

Home-delivered meals are packaged at the center under the supervision of 
center managers and caterpeople and are delivered by volunteers. Participant 
referrals to the program are received from many social service agencies a~d 

· friends or relatives of prospective elderly. Intake and coordination of 
home-delivered meal referrals are provided by area-wide staff and neighbor
hood center staff. 

Congregate meals are served at each center by volunteers under the super-
vision of center managers and caterpeople. The social needs of participants 
are met by the provision of leisure recreational activities planned by the 
center manager and volunteers. Social services such as transportation, 
information and referral, health counseling, case management, and shopping 
assistance are provided through coordination with other social service agencies. 

Training of staff and volunteers is provided both on the job and by attending 
workshops and classes. 

The strategy and methods described above have been created, tried, changed, 
studied and implemented during the last 10 year period with the constant 
desire to promote independent and dignified living for the elderly of Mult
nomah County. The goals of this contract are compatible with the comprehensive 
plan of the Human Resources Division. 

- 13 -



6. ~g_r,yjce J\ren, Ta~l1_9t Populatiori_and Eli9ibilif:J CrL~9rjil for Services: 
(Dnscribc the service orea to be covered by this proj~ct and the tarr,"nt 
punulation for each service to be provided. Explairi how each target 
population will be identified. State the eligibility criterid to be 
utHized for each service provided anti the method for appeal or exception.) 

Servi.cl' Arr.a: Nutrition services will be provided in Multnomah County on a 
county-wide basis. 

Target Pt?J?~atJ:_2E.: The target population for nutrition services is defined as 
persons who are 60 years and over with the greatest social and economic need. 
"Greatest economic need 11 is defined as those persons whose income level falls 
at or below poverty level, ,according to the U,S. census. The spouses of such 
individuals are also considered eligible individuals. To help ensure that 
services are directed to those in greatest need, 5% of the services will be 
provided to minority persons and 501~ to low income persons. 

The target populat/on for home delivered meals are those persons within the 
general target population for nutrition services who arc homebound. 

The target population for al] nutrition services will be identified from 
direct inquiry by elderly persons, referrals from district service centers, 
general public, and other service agencies. 

Eligibility Criteria: All residents of Multnomah County age 60 and older are 
eligible for nutrition services, with additional ~riteria for home delivered 
meals. 

Eligibility for home delivered meals is determined by center staff who estab
lish chat an individual meets the following·additional criteria: (1) lives 
within a delivery area; (2) is able to feed him/herself; (3) is homebound and 
unable to participate in congregate meals by reason of illness, incapacitating 
disability or ot:her conditions or circumstances which prevent convenient and 
comfortable utilization of congregate meal sites; (4) is unable to shop and 
prepare'his/her own meals; (5) is able to provide for ~ther meals; (6) can 
eat the general or modified meals prepared by the project; and (7) needs home 
delivered meals for at least one week. 



7. · ( l') · f 1 d r ,· b,., t t I c s ta ff i n g p fJ t tern , ~ e 1 e ct i on Pro c o du res Or_gani Zn t \On: ll"1C .Y esc . I.! 
and administrative procedures.) 

Admi.nistrati.vc functions arc cnrriec.l out by a centralized management, clerical, 
'and fiscal staff under the ·supervision of ,':l volunteer Board· of Direc-tors·; food 
prcp,nration is provided through a centralized kitchen under the. supervision of 
a R<:1gisterecl Di.t!titian; the p1·ogram operations are supervised by a Project 
Supervisor with the aid of two Operations Assistants who, together, service the 
17 centc!rs in Multnomah County. Each center is coordinated by a volunteer 
steering committee who, in conjunction with project staff hires site personnel 
and is responsible for the operation 6f the center. Staff supervisory patterns 
are displayed in the organizational chart and ~escribed in appropriate job 
descriptions. 

The agency's hiring, and selection procedures are described in its personnel 
policies and affirmative action plan. 

The agency provides staff training to upgrade skill levels of personnel by 
developing in-house workshops and by utilizing training opportunities avail-
able through other agencies, the City and OEA Office, ' 

Regular hours in the central office are 8:30 AM to 5:00 PM,.}funday through 
Friday. The centers normally operate from 10:00 AM to 2:00 PM on each scheduled 
open day. The central kitchen operates on a staggered shift from 6:00 AM to 4,:00 
PM~ 

Holidays are New Years Day, Memorial Day, Independence Day,. Labor Day, Thanks- · 
giving Day and Christmas Day. 

- 15 -



8. 

.. 
L&F. 80/81 

l r.·01 •;;4 ·ff 
A_pplicanl /\q~ncr_·Administration.: (De$cribe the .qualifici1tions of the,.) --- .. ·· 
incorporatud agency, includinu expcr·ience, support serv'ices to be provided 
for this pro_j(;ct and other related proJect.s operated by the agency, Des .. 
cribe the functions of ttle Board of D'iractors as they relate to this· 
project.) . 

n1e agency has been incorporated since 1969 and has as its primary mission the 
provision of nutritionally balanced meals to the elderly. Prior to the ad
ministration changes foj FY 77~78, Loaves & Fishes was the grantee for Title VII 
nutrition projer.t fonds directly from the State Program on Aging. At the time 
of filing of this application, the agency is in the process of applying for 
sirnHar projects to the Clackamas and Washington County AAAs. In addition to 
the Older Americans Act funds allocated to this project, additional resources 
will be developed through donations from meal participants, through fund
raising efforts of the agency and its center components, and through public 
donations. Other support services to the project include: personnel manage
ment, fiscal management, clerical support, and technical assistance. 

The Board of Di rec tors is cornpos ed a f an e 1 ec ted member from each center plus 
members from the com1~unity-at-large, Overall policy is established by the 
Board, which includes approval of budgets, establishment of personnel and 
administrative policies. · 

l"he agency is in the process of developing long-range goals, A development 
program has begun and will continue to expand to provide ongoing privat~ 
support to the agency's s~rvices. · 

- 16 -



.. ..y;}ff.t•~~BI~ 
9. Co1~1111un!tj Pa_rti.r.irJation: (Describe the citizen involvcrrK:nt in. planning,. 

ttns project, the methods and expectations for comnnmit.y involvement in 
tht!1 project's operation. Descrihe thr. fu·nctions of the Advisory Cotmcil 
as they relate'to this project. Describe st~ff. A~visory Council aMd 
Corporate Ooard re1lltionship.) · 

The planning process for the agency begins~at each center's ste~ring committ~e 
which is composed of participant;; and volunteers, who, in cooperation with 
the BoarJ of Directors participnte in setting each center's and the agency's 
annual objectives and budget. The Board's Planning and Fi~ance Committee has 
~esponsibility for overseeing annual and long-range planning for the agency, 
The Boa·cd is made up of at least 51% program participants elected by each 

, center, and comrnuni ty-at-large mc:'!mbers ( n cross-section of ci tizcns from the 
commun'i.ty). The large volunteer force of the agency is drawn from over 265 
churches, over 40 other organizations and tnany individual citizens. Volunteers 
asDist in the center food service, deliver meals to the homebound, transport 
participants and 1:ier.vc on vari.ous c~nter ancl area-wide committees of the 
agency. Volunteers are recruited, supervised and trained by Center Steering· 
Committeee and Center Managers with th<:! assistance of area-wide staff. 

The Board's Planning and Finance Co:nmittee has several sub-committees 
responsible for financial development. The Board's Advocacy Committee is 
responsible for advocacy on behalf of the elderly for a variety of issues 

· including implementation of services to oldei people. 
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10/ fP.Q.E!JinatioD.: (Describe the intentions to coordinate this project with 
other co111mun i ty orgti n i t:i'.t ti on s and statutory a gene i es in the service area. 
Briefly discuss prograni and service exchunges that may· occur,. Identify· 
staff positions responsible for these activities.) 

The agency JHlrt ic ipa tes fully iu MA efforts to coorcl ina tc services to the 
elde1·ly and to establish ,linkages bctween'AAA service providers. The agency 
has a pnrticipant: representatives on the AAA Citizens Advisory Committee. 
The Project Supervinor is responsible for monthly participation in the AAA 
Contractors meetings which seek to improve service coordination. Other agency 
staff att8n<l these meetings as needed. 

The Project Supervisor shall assign staff to assist nutrition participants in 
utilizing Food Stamp Program benefits and encourage eligible food stamp re
cipiente to participate in the nutrition program. The Project Supervisor 
shall be responsible for development of written agreements between each mcrnl 
site and the Dis tr ic t Service Center serving their area regarding tlrn coor
dination of activities and access of nutrition participants to District 
Centers' services. 

The agency's Operations Assistants and Center Managers are responsible for 
implementing agreement between Loaves & Fishes and the. District Service 
Centers. These linkages arc particularly important for ptoviding coordinated 
efforts in information, and in exchanging referrals. 

Working relationships have been developed with the District Ser~ice Ce~tersJ 
Public Health Qepartmcnts, Public Health Nurses, Social Service Departments 
of hospitals, priva,te physicians, Vis.tting Nurses Association, Veterans Ad
ministration, Portland Park Bureau, Social Secm:ity Administration, VITA 
(IRS), RSVP, Public Welfare and other agencies and programs. 
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EXHIBIT B 

:BUqGETS AND ATTACHMENTS· 



JSOtt74 
ATTf\CHViENTS 

----...i--------------- --------· ... ------·~----.--------
-Attachments: (Required informat'ion is listed belmv. Porms,- H necessary, ·are 
included in this section.) 

l. Budget Justification Forms 

- Budget Worksheet 

- Personnel Justification (fuli-time staff) 

-.-Personnel Justification (part-time staff) 

- Materials and Services 

- Capital Outlay 

2. Project Organization Chart 

~. Job Descriptions/Qualifications 

4. List of Current Board of Directors 

5. List of Current Advisory Counci 1 Members 

6. Applicant Resume 

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

8. Map of Service Area 



FISCAL SECTION 
,-----··---·-··-·-·~··-----· -------··--··------------·--------·-------------
1. Buqqet Su1111nr1x.Y.. 

a. Fundint, Hecap: (List all sources of funding by amount and source.) 
City Support Requested Amount 
Cong_r_~_g_nte Mea 1 s-.~anag_~~~Qnt Overhead 

-Direct Service Meal Cost 
Home~Del i vered Mea 1 s-Mana_gemen t Overhea.d 

-Direct Service Meal Cost 
-Direct Service Meal Delivery 
Subtotal Congregate Meals 

Home Delivered Meals 
Combined Subtotals 

Program Income/Match 
Congregate Mea 1 s-Manag_~~n t Overhead 

-Direct Service Meal Cost 
Home Delivered Meal s-T~an-ag-e-me-n--,t__,,,_O_ve_r_h-ea-d.-,,---

-Direct Service Meal Cost ---=---------Direct Service Meal Delivery 
U.S.D.A. 
Congregate Meals-Direct Service Meal Cost 
Home Delivered Meals-Direct Service Meal Cost 
0th er Project Support - In-Kind 
Horne Delivered Meals-Management Overhead 

,. -Direct Ser1ice Delivery, Meal Cost 
-Direct Service Delivery, Meal □~livery 

TOTALS 
Congregate-Management Overhead 

-Direct Service Meal Cost 
Total Congregate 

Home Delivered-Management Overhead 
-Direct Service Meal Cost 
-Direct Service Meal Delivery 

Total Home Delivered 
COMBINED TOTALS 

28,214 
311,454 
29,801 

309,097 
76,234 

$ 339,668 
$ 415, 132 
$ 754,800 

10,b67 
119,964 

12, 134 
125,853 

31 040 

72, 125 
96,912 ----~--'------
6,521 

67, 641 
16,683 

39,081 
503,544 

$ 542,625 
48,456 

599,503 
·123,957 

$ 771 ,916 

$'t ,314, 541 

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

City Support is an annual grant from funds a 11 ocated by Congress in the···o1 der 
Americans Act. The continuation of these funds is dependent upon the action 
of Congress. Program Income/Match funds are given by the participants and 
volunteers within the program and are largely dependent upon the Older Amer
icans Act funds to supply the initial funding. Th2se funds \vhile they vary 
from time to time are a stable-ongoing source of funding. USDA funding is 
provided by the Federal Government through a cash-in-lieu of commodity food 

program. They are dependent upon continued funding by Congress. 

2. State of Certification 
The information provided herein is, to the best of my knowledge, certifiable 
and correct. 
Authorized Signature ________________ Date _____ _ 
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Loa\16s anid. Fi shes Cor;tors, · T nc.· 
July 1, 1980 - June 30, 1~81 

. • . f . 'noN UNIT . . ' 
u't·JE ·1Tl:M WOFt i(~;l•IEC:.T ··f !l()i.174, --r ·---------- --·---·· .. -· . _____ ,.._,_, _______ ..,. -"'•·-••--·• .. •1 ....... ,,,.·~ ........... ~-••'I<-• .. "' ...... -...... -... " ····-/.it··..,. .. ,,._ . ..._ ____ .... __ .,., ... _ ....... .. .... ,.. _ 

THlo I I I Total Program In corn/.~ Pror1rarn Incomo 
Title III C- JI City Congregate Home-Del. 
c .. 1 Meals Meals Crn1r . Ot,wct T itlo ·, Home~Del 1 Mls Support· 

• · . -···:·• .. ·-·--·--·--- ..... J,;ont1 -. .,..Meals ___ .. , ..... •·•-•"h"'--' . ~ .. ' .... • ,u,.~-·---.- ,._w ~•◄--"*"'• .. .., _,.,.,. ..... ~•♦ •••••n4 

110 F1111.·11rM E:rrit1loy1uu 
.. •···•"+--.~----. .,. .. . -- ···--- -·· ~ w "" .................... -~ .... - ., .. ___ ,., __ .., __ .., ........... - ..... ,-~ ...... 4 -~·· .. ~ .. ---~4 ···-·-·-·_...._,_·-----·-· 

l ?l) \ Pnrt-11rnri E mployci:u 
➔- .. --,., ... -·----~ ·------·-...---.. -----. ..,,,,, .... ,._·--~-- -♦f-...... _ ... -•--·-

1111 Fedtral P,ooram E nroll~aa 
►· ---..... ··•. -·--·-· # ------·-· 

.. ___ . ... .. - -...... 
1MJ Ovl'!1111rw -··---··---.. ---------·---- --150 Ptcrnium Pnv 

a,rn11fih --- --♦ -· 

170 

190 Lau-Labor Turnover 
-

100 Totol f'orsonal S4f\•icn 

210 f'rof .. uional Servicos -- ____ ..,. 
no U1ilili1H 

.. ,.~•-· 

_____ .. 
-

·230 Equipment Ron1t1I ___ .,.._ -· .. 
.,..._ .. _ ·--------

740 Ropu1r & Maint!HUH1co 
-·--· J39";61 8 4lo,r3c. 

I 5tf;Bnll _____ .. '"9T,09I . Tlf5;-96"4_ .. _____ 
1.60 Mucflllanoous $3rv1ces 

-31fJ
1 

Off~~"'u Supphe~ 
♦-

320 Oporoting Supplies 

_ 330 j Ropllir & M'1int. Supplies 

l40 Minor Eou1pmunt & Toolt --·-- ·-. 
350 Clothing & Uniforms 

-·· -·---
380 Othar Commoditio,-Extornal 

4\0 Education 

420 Locol Travel 

430 Out,of,Town Trev11I •. ~ 

4'10 $pact Renrnl --------
450 lnteros1 

460 Refunds 
-·- ------- ~ ··--~-

4'lll Retirement System Payments - -·· 
491) Misc<.'llaneou ! ---- --~ -511) Floet Ser'l1ces 

~·· -~- -· 520 Prin1ing Servic'!:'s 
.. s!fo Oistribullor. Services 

540 Etcc1ronic Ser·,,cas 

·sio 011tn Procou1ng Serviciu 

56') Insurance 

670 Telephono Ser ... 1ces ---
69-0 lntrn,r: 1.ind Services I 

~,90 Othor Ser111ces- I nrernal -
100. 

339,668 
,. 

500 
1'ot;il Matsrials & ServicN 415,132 754,800 93,091 145,964 

·-- ... ----r,, 0 Land 

6:20 ,._E_u1ldings --
630 lrnprovc-ments ·-- ··---- - -f,4() _F_u~1~u_re 3!_~Qu1pment ~-- -
f-01) Total Capital Outlay 

-- -t--··----· -
70,) Other ___ ___.. 

~ .. --·•·M-•·--- ... _ .. - ·-----~ - . 

l'OTAL 339,668 415,132 754,800 93,091 145,964 



Lo ,i v~~I 5 and Fi S hr.;'; Cefrte rs , 'l nc ~ 
Jul 1. f1 1 ~BO - llune 30, l 9B'I 

- -··-i '·-·-. -...... -.. ··-· ··•·· --•·· . ~ -- .. . 

Codt{ Ol111ict T itlu 

APPROPfllJ\ TION"UNI T 
LINE tl Er'·,1 wonKSHEE-~ 

-·--~-- ............... __ ., .. , ..... _, _____ .. ~---J--........ 1,t-.~•-----·--------------· .. -····--.. -"--'"-·~-"'-- ... -.. ---------·-·---·-... ··--.. -..... -.~•-··~·--••·• 
110 I' r11II limo Fm(ll!ly{IU 

........... : ◄----·· . ~ ..... -
1 iU 1 Pnn,T,rno [ mployoH 

;- -••----.. ----•➔----------+----------~--------+---•~~---•••--•-W•• --1-111 I r:-~·d:i·;;;;;ogram En 1oll~1 "'" .. ·• 

t -·-----➔-------•----+-----·-·•- --'----------•.- ,.._;_,, ... ______ , . .,. __ _ 'i40' .. ~i~-~~-· - -- ···-··· __ -'-_ -·~ --· 
_ .. _ •• _,, ·•·-~~-..... -·-··-•··--·-- --..--·-· ....,.,, ... >j!w.~ .. -----➔---------4---------+----------+---------
HiO I. ~.:~llllrTI Pn_v·-----~--+--~-- -~--------- -----------+------·--·-'----------+--· .. ·-·· ------
170 01i,eit"ltr. 

100 iotel P&irronel ~rvite:t 

·- 1----·-·-----------+--•·•---------4--------~---------2W rroh1aional Sctrvices ---.. ------------···----
-- --------··------•·-·-------~----------1----------1----------lf---------no Uti!iliH .. --·- --------------1---------~---*•·-----+---------- ------------------

320 Opflrallll9 Supplies ----- ---.. --·---·---------·'---·--------------------t---·-----·-l---------4-------
330 f-l~pnir & t--~nint. Supplios -··---·---------·---+--------+----------t----------+--·------1---------
3i;o Mir;or €.:.iuipm.snt fs, "fools ·---~-···--·------·------+---------+--------1--------~---------+--------~sc Cfothrng & Uniforms -··--1---..::.....---------+----------'-------•---I--------~---------+----------
l,qo Othar Comr.noditi11,-Exteirn.,I 

'110 Educetion 

~- L~_c_~~-T_ra_\_'Ei_l -------+--------~---------+---------+---------+--------
_4J_o __ 1 _v_·.J_l•_o_f._T_o\_~_n_T_,a_v_e_l ---- --·--------4----------f--------~--------1-----------~::.n .. ~~=-~l~e_nt_a_l ______ ...j_. _______ ...j_. _______ -J-________ -1-_______ -+--------

.:t5tl lntcrasl ----....-----·-···----------~---------ll----------1---------4----------+--------,4{30 Refunds ··- - -·--. ---~--------------- -+-----·-----+--------~--------f-------~ 
471) Rctireniont :iyste1r. Payments 

--- ----. ··------·----+----------l--------~---------1----------1'--------491) Miscellaneous --·---------+--------+----------+----------+-------510 Flaa! f.l!rvices 
"--·--------·---·-----+--------+----------J--------~---------t--------s20 Pri1~1irig Serv:c1.1s 

---+---------1---------f---------+---------~·--------
·• 531). Di'1ribution Service~ 

54'0 Electronic Services 

's5'S'-o&tB rrocol11ng Services --- _ .. ________ ----+-_______ ....,_ _______ -+---------+--------+--------
561} ln:ur~nce 

sfo 1elt1phon11 S11rv1ces ---
580 lntra-F u1•d Surv1ces 

-· 
590 Other Sorv,ces- lntcrnal -- -
200. 

37,740 500 
Totnl Mu,riah Cl Servicos 23,063 72,126 96,912 90,845 

·---------------+---------+-----------1----------~--------+---------
610 Land -·---------+---------+-------·-l------------~--------·--~---------620 Bu1ld1ni:s 

·-· -·+---...::...·--------+---------+-------~1---------_Jl----------1--•------
630 lmprov•)rnent'\ ·--· .. ----- --·-- ------~---------f----------------------•·--·-·.,__ ________ 4--_______ _ --~!:._ Furn11urt! & Equipment ___ .,;.·----~---------1---------+--------··+----.. ~------ --·-··----

fi.')i) 1·oul Capilnl OL1tlay 

-- . --·--·--· -------··--+--------+-----------f------ --'---------4------
70,) Other 

-♦---·- ·--- ··-·-·-- -- • -.. ··--·-·+--------+---------1--•-· -·-·---- -·-------+----------
TOTAL 37,740 23,063 72,126 90,845 
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Tota·1 City 
Contract 

l]IJ , ~11rt•T11r111 tmployns . - --········----·-------..J.---------t-----·•·-···· -·. ···------
..... --------------1..--------+.--------

-· 1 ~IOL_F ed&r .il_Pr OIJ1'1t'li f: nro1 _1~.....:•0 __ 1 __ ....._ ________ -+---------,-------·- ., ___ _., ________ .. •·-------·-···--
-'•!•~-~.:~!'.":~•-•--•------l~--------4---------t--------••--•+---------t--------•-• 
.. -~~. ~.:.r:~.1'.•

1

::1.
1~~!------------L---------i----------+--------t---------r--·,. - .. ------

no I Bonl'lfih=----------l,---•--------+--------1------··---l-----------+--------
__ 190 i Lllu•Lobor Turnuvor 

WO ! Totiil Prriont1! S-&1vic-c1 

I 

:no I LJ1i1i11c~ 

. .!.:1?_L:~~~!~~:~:o::.:.1 ______ -J---------+---------1------·-·--4-----------i--------
2~0 ; Rt11n11r & Mai.:...n::.te:..:n::..o:.:..:n=co:__ ___ .i-________ ~1---------t------- ---i-----------1---------

----+------+-----·----t------,---···--·--· 

- ;.i&(:l_,.~,~colianeous SHvir.cs ·- l . .,-314-, . .54-1,-----+----------l-------•-.J----------t-----·----
3 HJ j Olf1c1J Supp!1os 

-~~L Operating Supplins 

330 I n0p~ir & Maint. Supplies 

·-"i~o l Mint.ii Eq111pmt.1nt 81 Tool, 

350 I Clo1h1ng ,~ Uniform\ 

380 O,her Commoditiu-Extornal 

410 Edl1r.at:_:io~n~--------l---------+---------+--------+--------,---------
,;w Loc:01~1~·r~av~e:_I -------t----------1--------+--------t--------1 · · ... __.,._. ___ _ 
4JO Out-ol-Town Traw.11 

440 Space lien1al ---45,) Interest 

.1,cO Refunds 

_t._,7
1

~~~:.men~-~-y_s1_om~,-~P~a!.yni~o~n::u'.._J_ ______ ....,...._+---------+--------+--------,-------
_4_9,_l .+-~-~i_sc_e_ll_ar_1e_o_u_s ---·--·-------·--~---~--------t---·--- --+--------
_S_11J Floet Serv~:,:.~--------1,----------4•--------t---·---,----'-------·----+--------

520 Prir,ting Services 
-----1----------1-------·---'---------+---------i--------

-r,3r1,-Distribution Se~-:.._v-:'.:i;,.:;s:_ ___ -l..--------+---------1f----------t--------;---------
• 5~0 Electronic Ser~--;cas 
55,r .. 011ta P . .:..,,o..:c::..o.:::s..:...~,-!"l~-:.:S...:.o,-v-ic_e_1---l---------~--------+-------- -
__ _,._ ___ ,~~~~.:__---+-------+-------+--------+------,------

561J lnturance 
5 7,) Telonh-o-ne._S_e_r_v-ic_e_s -----+---------+---------

580~1~nt~r~&-~F~u~nd~S~e~N~ir.~,e~s-----l-----------+--------+---------;--------,--------
59il Othtir Sorv,ccs-lnternal 4-------------+------
2'{)(). 

500 
Tout Matoriah & Servico-s 

G10 Land 

620 Buildings 

1,314,541 

__ 630_ lmprovemenB _ -------+-----------!---------+------·----+---------+---------
- &4

1

1 Furn,tu_r_e &_:_E:..:Q~:u:.:.1!.:pn:.:.:':.::.O.:..:.n.:...t ----l-----------1~---------+-------·--

fiM Tot~I Capitol Outlay 

-·- ---·-·--·••· ---------1-----------+---------+----------····· --··---------t--------· 
70 I Olhor 

--+---·•-.. -· ··--. -· ' .. ••·-~-+--....:-.-----:---+--------t------···---- ... ---·--------+----------
TOTAL 1,314,541 
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PROJECT NO. 

BUDGET JUSTIFICATION 

MATERIALS ANO SERVICES 

------------
PROJECT TITLE LOAVES & FISHES CENTERS, INC. 

OATE __ 7_/ _2JL.?...,,_O· __ __ 

----------------------------
TITLE II I-C-I Congregate Meals 

To extent possible, use format indi'cated below. 

CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY 
VALUATION TOTAL TOTAL 

- -- . ............,.. ......... 

260 121,094 Congregate Meals@ 2 .805 339,668 339,668 
(rounded off to nearest meal) 

$3. 23 5/Mea l 
7% Management Overhead .233 
93% Direct Service Meal Cost 3.002 

,,(• j 

' 

• I I 
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PRO,JECT t!O. 

BUDGET 1)UST1 FI CATI ON I' 

MA1EHlALS /\ND srnv lCES 

D/\TE , 
7125/BO 

'.- .. ----------.-~ ... ,-~ ... 

' .,...,_ ____ _ ------~----•-.. ·-
PROJf.CT TITLE LOAVES & FISHES CENT_rn_s-i:· ,:..-Il_~C...;.. ________________ _ 

TI TL E Tl I - C - 1 I 
Home Delivered M~?a ls 

To ext2nt possible, use format indicated below. 

·---·---=---------------~ ......................... -, --
CODE 

260 

DESCRIPTlON OF ITEM AND BASIS FOR 
VALUATION 

138,608 Home De1·ivered Meals@ $2.995 
(rounded off to nearest meal) 

$ 3 • 4 2 5 / M ea l 
6 % Ma n a g em en t Ov er head . 21 5 
78;6 D'irect Service Meal Cost 2.66 
16% Direct Service Meal Delivery ,!)5 

All verba'I and written references to 
"cosi per meal II or "program cost" of 
Loa,·, es & Fi shes Home Delivered meal 
ope)·ation must first indicate cash cost of 
$3.022 plu~.403 ·non-cash in-kind. Totai 
cost of $3.425 may only be mentioned after 
non-cash cost has been clarified. This 
stipulation ~pplies to all City of Portland 
staff or representatives 1,,1/ith regard to 
comrnunicati ons bet\•1een themse1ves and any 
other per·son~ group, or media representative. 

ITEti1 
TOTAL 

415,132 

CATEGORY 
TOTAL 

415,1.32 

_________________ ..,._ ___ ---:; ____ ....., 
B-6 



PROJECT NO. 

BUDGET JUSTIFICATION 

MATERIALS AND SERVICES 

L & F HO/H 1 

I S01!74 

DATE July 25, 1980 ___ _..;:;. ___ _ 
-------------.--:. 

PROJECT TITLE LOAVES i~ F I SHES CENT ER S , INC • _ __;,_ _________________ _ 
Total City Su~port 

To extent possible~ use form~t indicated below. 
+-------..J--------------------------- . - ... 

CODE 

260 

260 

DESCRIPTION OF ITEM AND BASIS FOR 
VALUATION 

121,094 Congregate Meals@ 2.805 
(rounded off to nearest meal) 

$3 • 2 3 5 / M ea l 
7% Management Overhead . 233 
93% Direct Service Mea.1 Cost 3 .002 

138;608 Home Delivered Meals @ 2. 995 

All verbal and v1ritten references to "cost 
. per meal" or "program cost" of Loaves & 

Fishes Home Delivered meal operation must 
first indicate cash cost of $3.022 pl~ 
$ .403 non-cash in-kind. Total cost of 
$3.425 may only be mentioned after non-cash 
cast has been clarified. This stipulation 
applies to all City of Portland staff or 
representatives with regard to communica
tions between themselves and any other 
person, group, or media representative. 

ITEM 
TOTAL 

339,668 

/· 

415,132 

CATEGORY 
TOTAL 

754,800 



. 

PROJECT NO. 

d3UDGET JUSTIFICATION 

MATERIALS AND SERVICES 

-------------
OAlE __ -47~~ ...... 2-.5~......,.8.0~---

PROJECT T 1T LE _--1.Qil~.s_a n d F j s bf:' s_f;_e.nie.r:+J_~'----------------

To extent possible, use form~t indicated below. 

CODE DES CR I PT ION OF ITEM AND BASIS FOR 
VALUATION 

260 33,188 congregate meals@ 21 805 
(rounded off to nearest meal) 
$3,235/meal 

7% Management Overhead 
93% Direct Service Meal Cost 

B-8 

Program lncorne 
Congregate Mec\1S 

ITEM 
TOTAL 

93,091 

,233 
3,002 

, 

__,.,..-= 

CATEGORY 
TOTAL 

93,091 

I 



PROJECT NO. 

BUDGET JUST'l FI Cl\ TI OM 

MATERIALS AND SERVICES 

DATE_jL2'5L80 

---·---·----
PROJECT TITLE Loaves and Fishes Centers~ Inc. 

To extent possib,le, use format indicated below. 
Program Income 
Home-Delivered Meals 

+------~-----------------_, _______ ~----
CODE DESCRIPTION OF ITEM AND BASIS FOR 

VALUATION 
ITEM 
TOTAL 

CA1EGORY 
TOTAL 

,--------t-------·---------·---· ____ ......., __ ......... ___ ,..._.~.....,..... ......... ~ 

260 48,736 home-delivered meals@ 2.995 
(rounded off to nearest meal) 
$3.425/meal 

6% Management Overhead .215 
78% Direct Service Meal Cost 2.66 
16% nirect Service Meal Oelivery ,55 

All verbal and written references to "cost 
per meal 11 

· or "program ct,st 11 of Loaves and 
Fishes ooeration must first indicate cash 

·cost of $3. 022 p ius$. 403 non-cash in-kind. 
Total cost of $3.425 may only be mentioned 
after non-cash cost has been clarified. 
This stipulation applies to all City of 
Portland staff or representatives with re
gard to communications between themselves 
and any other person, group, or media rep
t·esentative. 

8-9 

145,954 145,964 
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.. 

BUDGET JUSllFICATION 

MATERIALS AND SERVICES 

DATE July 25, 1980 

PROJECT NO. 

PROJECT TITLE Loaves and Fishes Centers, Inc. 

Required Cash Match 

To extent possible, use format indicated below. Congregate Meals 

-
CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM 

VALUATION TOTAL 

---
260 13,454 Meals@ $2.805 ( rounded off to 37,740 

nearest mea 1 ) 

3.235/Meal 
7% Management Overhead/$0.233 
93% Direct Service Meal Cost/$3.002 

Reguired Cash Match 
Actual funds being taken from program income 
p~r State approval. 

- - -
) 

' 

'• 

3-10 

...... .......-~~ 

CATEGORY 
TOTAL 

--
37,740 

, 



BUDGET JUST IF I c:r1 ION 

MATERIALS AND SERVICES 

DATE July 25, 1980 

PROJECT NO. -------------
PROJECT TITLE Loaves and Fishes Centers, Inc. 

-------------·--~Re-.q-u fred Cash Match 

To extent possible~ use format indicated below. Home-Delivered Meals 
+--------4--------------------r~ .......... --. .,,..,... ..:e 

CODE DESCR I PT IOH OF ITEM AMO BASIS r-GR 
VALUATION 

ITEM 
TOTAL 

CATEGORY 
TOTAL 

t---------+--------------------+-----1--... -

260 7,700 Meals@ $2.995 (rounded off to nearest 
meal) 23,063 

$3.425/meal 
6%'Managementioverhead 0.215 

78% Direct Service Meal Cost 2.66 
16% Direct Service Meal Delivery 0.55 

Required Cash Match 

Actual funds being taken from program income 
per State approval. 

All verbal and written references to 11 cost 
per meal II or 11 program cost" of Loaves & 
Fishes operation must first indicate cash 
cost of $3.022 pluTTO~non-cash in-kind. 
Total cost of $3.425 may only be mentioned 
after non-cash cost has been clarified. 
This stipulation applies to all City of 
Portland staff or representatives with re
gard to communications bet\•Jeen themselves 
and any other person, group, or media 
representative. 
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1l1L[ LOAVES & FISHES CENTERS, INC. 
_ .. ........,._ .... , f .. • -••,. ... w,H ,,,,_,,, '"""' • •-•,• ,,f, f• •••· ••••l°"! ""'••-f ... t,~ ~ "" ....... , "'"'° •• ..... ,,.,,,, ••.f•-•-•t• ~ .. _,_,,._,. ..... ,,,.--••~•,'1' ••h•• ~U 

260 

260 

U.S,D.A. 

16 7, 7.36 Congregate Meals @ $ .43 
(rounded off to nearest meal) 

100% Direct Service Meal Cost 

225, .376 Horne Delivered Meals @ $ ,li3 

(rounded off to nearest mea'1) 

100% Direct Service Meal Cost 

Congrevate Meal~ 
Home-Delivered Meals 

96,912 
· 169,038 
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f:\: E ...... 7 /.25/ 80 

llTtE LOAVES & FISHES CENTERS, INC. - ............. ~,-·. ... ' ..,.... ..~, ' . .. ....... ,., ·-· -~ ... ~~•· 

IN-KIND Title IIIC-II 

Home··Delivered Neals 

--··-~;)C·<. ----·- -.. ..... -~;;·:·;_;~·;:~·;-,_.11 o F ; , ·,;: ,,r-: o r P. m ro !< m :-i ] C\ n: win 
V PtUf; T IO!i l OT !.l. HJ'f f.l 

--·~·------·------- .-.. ~-......... •--·•-11--.............. _ ... _ ·---·-- , ... __________ .., 

260 30,332 Home Delivered Meals@ $2.995 
(rounded off to nearest meal) 

$3.425/Meal 
6% Management Overhead .215 
78% Direct Service Meal Cost 2.660 
16% Direct Service Meal Delivery .550 

All verbal and written references to 
11cost per meal II or 11 program cost II of 
Loaves & Fishes Home Delivered meal oper
ation must first indicate cash cost of 
$3. 022 plus T403 non-cash in-kind. Tota 
cost of $3.425 may only be mentioned afte 
non-cash cost has been clarified. This 
stipulation applies to all City of Port
land staff or representatives with regard 
to communications between themselves and 
any other person, group, or media repre
sentative. 

90,845 90, 84,5 

--.--~_,...,__, ___ _..,_ __ . ___ _ 
B-13 
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TOTAL CITY CONTRACT 

~. uot···----·I ·----m.scmPnc~, or- nm Mm s1\s1s r:oa 11n1 .. -]---~,11~~-t:~:; .. ···-
j . - VALU/ITION TOTr.L l'Oi'AL 

J----·--·---- -~-----------•·------.... --·· ·-4·--·· - ··-··-·- r·----···-------.. 

260 

260 

167,736 Congregate Meals@ $3.235 
(rounded off to nearest meal) 

7% Management Overhead 
~3% Direct Service Meal Cost 

.233 
3.002 

225,376 Home Delivered Meal~@ $3.425 
(rounded off to nearest me~l) 

6% Management Overhead 
78% Direct Service Meal Cost 
16% Direct Service Meal Delivery 

.215 
2.660 

.550 

All verbal and written references to 
"cost per meal" or "program cost" of 
Loaves & Fishes Home Delivered meal 
operation must first indicate cash cost 
of $3. 022 plus $M3 non-cash in-kind. 
Total cost of $3.425 may only be men
tioned after non-cash cost has been clar
ified. This stipulation applies to all 
City of Portland staff or representatives 
with regard to corrnnunicat:i.ons between 
themselves and any other person, group, 
or media representative. 
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PROJECT ORGMllZ/\TION CI-I/\RT: 
•·- ••-•----~ ... ••---••-••>HiU1,.~----•,.•-

AAA BOARD OF DIREC'TOi'~S 
Advisory _,. _____ ., EXECUTIVE DIRECTOR 
Council ~-

PROJECT 
SUPERVISOR 

" ' ·, 

' ' ,, 
' I I ' 

.CENTER OPERATIONS 
MANAGERS ASSISTANTS 

(21) (2) 

I \ 

DEPUTY. DI.RECTOR 

·-
CONTROLLER 

·-,-
FISCAL LEAD 
STAFF SECRETARY 

(3) 
I 

I I .. ,. 
' HO\✓ CLERICAL 

~ 

COORDINATOR STAFF 
,, 0) 
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L&F BO/Bl 
• .Joh DvscrJ.ption Lonves & Fishes Ce11Lut"s, Iuc. 

MLILTNOM/\ll COUNTY SUPERVI8 OR 

Gcnerul Responsjbili.ti: 

Supervised by: 

Supervisory Responsibility: 

Key Duties and Responsibilities: 

Manage Multnomih County Program Operations 
nnd Food Service System 

Deputy DJ. rector. 

Center Operations Assistants, Center 
Managers (as defined by Steering Commit tees) 

SUPERVISION 

1. Oversee development of and monitor Center. Operations Assistants annual work 
plans, quarterly. 

2. Conduct Center Operations Assistants• performance review, annually, 
3. Supervtse the submJ.ssion to fiscal department of all Center programmatic 

and fiscal reports, monthly and quarterly. 
4. Review monthly progress reports from supervisees, respond to questions and 

return comments. 
5. Assist Lead Secretary with supervision and annual performance review of 

'.Meals-on-Wheels Coordinator. 
6. Supervise development of center annual objectives for meal services, supportive 

social services, and fund raising. Compile into county-wide objectives. 
Monitor quarterly. 

REPORTS 

1. Prepare and submit to Deputy Director, Quarterly analysis of program objectives. 
2. Prepare and submit information requested by Multnomah County Area Agency on 

Aging with assistance of Deputy Director. 

TRAINING 

1. Coordinate and/or conduct training for all County staff and volunteers according 
to the annual training program, as required. 

2. Supervise orientation and on-the-job training for all county staff. 

CONTRACTS/PROPOSALS 

1. Develop annual objectives and recommendations for Food Service and Program 
Operation requirements. 

2.. Draft proposals for Area Agency on Aging and submit to Deputy Director, ·, 
annually. 

3. Monitor compliance of operations with contracts with Area Agency on Aging, 
CETA, and any other special projects, 

MEETINGS 

1. Chair Service Coordination meetings, bi-weekly. 
2. At tend and rotationally chair Admin:f.strative Staff meetings, weekly. 
3. Attend Center Manager cross-county meetings, quarterly. 
4. Represent the Corporation at Area Agency on Aging Advisory Council meetings 

and Area Agency on Aging contract meetings, monthly. 
5. Represent the Corporation at community and professional meetings as necessary. 

(Continued) 
B-16 
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' Mult:nomr.1h Count:y Suporv1.sor 
Paiie 2 ·~ .Job'·Do:-::cdpdon 

PLANNING & DEVELOPMENT 

1. R<:icommend training requiremonts of all staff and volunteern within the 
County for incorporation with the agency comprehensiv~ trai11lng plan, 

. annually. 
2. Pn::ipare proposals for special projects based on recommendations .from 

County Operations Assistants and Center Managers. 
3. Provide background information, action alternatives and recommendations 

as necessary to the Deputy Director for changes in policies. and pro
cedures. 

OTHER 

1. Coordinate use of CETA summer youth trainees. 
2. Submit instructions or information to be distributed to staff or centers 

that affects another department to Deputy Director for approval prior to 
distribution. 

Qualifications: 

BA or equivalent job experience in social services field. 

Strong administrative skills in program planning and personnel 1nanagement. 

Experience in organizing and implementir~g tra.~~~ng pr~grams. 
:, · .. :# <~:· .. )>,' ~.:~:: ~~·.!.. ,' . ,\: 

Experience in working with'the eld~~ly artd ~ol~~teeis. 

Working knowledge of social service agencies in the community. 

Salary: $ 17,436/year 

B-17 
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L&F 80/B"I 
' Job Dcscr.i.pt:ion Loaves & Fishes Cen u~ rs, Inc. 

Mtl] tnomnh Go un ty 
Cen tel.' ·or)(~ tn do11s Ass ls ta l1 t l 

·General Respon~ibilities: 

Supervised by: 

Key Duties and Responsibilities: 

I. Personnel: 

Provide effective center staff hiring, 
orientation; assist center planning, 
volunteer recruitment, fund raising, 
coordit)a te commtmity relations; monitor 
regulations, and write reports. 

Multnomah County Supervisor 

A. Assist center steering committees to conduct hiring procedures for 
Center Managers and Assistant Managers according to Corporate Personnel. 
and Affirmative Action Policies and procedures, as required. 

B. Plan/ conduct/monitor orien tat.ion and on-the-job training for new employees 
in job related activities, as required. 

C. Assist County Supervisor to review/update center staff job descriptions, 
annually. 

D. Assist County Supervisor with evaluation of Center Managers work perform
ance, annually. 

E. Assist Center Managers with evaluation of Caterperson/Assistant Manager 
work perfoniance, annually. 

F. Assist Center Steering Committees/Center Managers in the development/ 
implementation of an effective volunteer recruitment program, on-going. 

G. Recommend to County Supervisor training requirements for all center 
staff/volunteers to be included in the agency-wide comprehensive trainine 
program, annually. 

II. Community Relations and Fund-raising: 

A. Assist Center Steering Committees to develop/implement plans for securing 
increased financial resources, on-going. 

B. Assist in the coordination of Center Steering Committees involvement fn 
community-wide corporate activities such as Health Fair, Neighbor Fair, 
fundraisers, recognition events, as required. 

C. Assist Center Steering Committees to provide publicity directed at in
creasing participation in the congregate program, on-going. 

D. Act as the Multnomah County 1 iaison in working with the Greater Portland 
Volunteer Bureau, CETA of Portland, Youth CETA P·.cogram, Emergency Services 
Coalition, and others as assigned. 

(Continued) 
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Cc•nter Operations IH-1n:istnnt r 
Page 2 - .Job Dcsc r-I pt "inn 

E. Maintairi effective working relationships between Centers, Central Office, 
and Senior Service Centers to assure nutrition participants receive the 
full range of mandated services. 

F. Assist County Supervisor to review/update Letters of Agreement with 
Senior Service Centers, annually, 

III. Center Operations: 

A. Act as a substitute Center Manager during scheduled vacations for at 
least 260 hours, annually. 

B. Assist County Supervisor and Center SteerJng Committees with the develop
ment of annual program objectives by recommending food service/progrllm 
operations requirements in response to base data provided by administrative 
staff. 

C. Assist County Supervisor to monitor Center compliance with Title III Regu
lations and corporate policies, on-going. 

IV. Reporting: 

A. Prepare/ submit to County Supervisor a monthly summary report on work w:1.th 
Centers including information such as: 

-frequency of center contact 
-progress made toward objectives/work plans 
-personnel problems/changes/orientation plans 
-recommendations for changes in annual objectives or procedures 
-recommendations for administrative staff action 

V. Meetings : 

A. Attend steering committees as necessary in carrying out assigned Job tasks. 

B. Attend __ Multnomah Center Manager meetings twice monthly. 

C. Attend Nultnomah Central Staff meetings twice monthly. 

D. Attend Board of Directors meetings. 

E. Attend all programmatic and food service training sessions. 

F. Attend Cross-county Center Managers meetings quarterly. 

G. Attend Senior Service Center/Loaves & Fishes Center program coordination 
meetings quarterly. 

H. Represent the corporation at community and professional mee.tings, as 
assigned. 

(Continued) 
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Canter Operations Asiistnnt I 
Page 3 ·· Job Dcf:lC r.lpt i.on 

Qualifications: 

ftxperience in conducting ~iring Bnd orientation procedures • 

. Ability to wrHe job descriptions. 

Knowledge of staff supervision and performance appraisal techniques. 

Experience in working with volunteer groups. 

Organizational sk:llls in planning and problem solving. 

Demonstrated communications skills, verbal and written. 

BAsic knowledge of fiscal procedures. 

Basic knowledge of food service procedures. 

Salary: $12,584/y~ar 

B-20 
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C6titer OpcrutJ.orrn Ass:lstnnt 
P:tge 2 - ,Job Dcscl"Lptfon 

L&F 80/8'1 

., ti01.74 
D. Assist: County Supervisor to tirnnitor center cumplfonce with Title n:i: 

Rcgulut::lons and Loaves &. Fislrns t po.Licic~s and procedures, cm-going. 

IL Afrnist County Supervisor and centers with the development of annual 
program objectives by recommending food service/program operations 
requirements for centers in response to base data provided by Admini
strativ1:~ Staff. 

F. Assist centers with annual elections of Representatives to the Board 
of Directors. 

IV. Training: 

A, Plan/implement Center !•lanager training workshops on gerontological or 
management related topics per annual training plan. 

B. Provide First Aid classes for center staff and volunteers as necessary. 

C. Plan/implement a review of indlvidual C orpornte Policies to be. presented 
at Multnomah Center Manager meetings. 

D. Provide centers a list of workshop topics for volunteers and steering 
committees which can .be presented to them upon request. 

E. Provide Lead Secretary with training records as required for placing 
documentation in employees' personnel files. 

V. Reporting: 

A. . Plan/implement/tabulate semi-annual income survey, as scheduled. 

B. Provide unduplicated volunteer count tabulation to County Supervisor. 

C. Assist County Supervisor in preparatio~ of information requested by AAA/ 
fun<ling sources, as assigned, 

D. Review /recommend changes to update. all forms used by centers, annually. 

E. Follow-up on problems with ce11ter computer record-keeping, monthly. 

F. Monitor the preparation of center program and fiscal reports, monthly. 

VI. Meetings: 

A. Attend steering commit tees as n.ecessary in carrying out assigned job 
tasks. 

B. Attend Multnomah Center Manager meetings twice monthly. 

C. Attend Multnomah Central Staff meetings twice monthly. 

D. Attend Board of Directors meetings. 

(Continued) 
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Center Opcrattont:: Assistant II 
.?age~ - Jo~ DeHcription 

E. Attend all programmatic and. food service training ~essions~ 

· · F. Attend Cross-County Center Mangers meetings, quarterly. 

G. Represent the corporation at community and professional rneeti.ngs; 
as astdgncd .. 

Qualifications: 

Experience in conducting 3 variety of trainin'g clr.rnses around topics 
such as Management and Gerontology. 

Demonstrated ability to communicate including public speaking, teaching, 
one-on-one with staff and volunteers. 

Ability to write business corresrondence. 

L&F 80/8'1 

Possess leadership skills necessary for problem solving, group processes, 
motivation of staff and volunteers. 

Knowledge of recreational/social needs of senior citizens with ability to 
develop innovative new options for leisure activities at meal sites. 

Demonstrated ability to compile numerical data into summary format and assist 
with analysi. s. 

Well organized, self-starter able to work the minimal supervision. 

Salary: $12,584/year. 
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. .JOB DESCRIPTION 

L&F · 80/8'1 ·. 

·1 tiot•74 
LOAVES & FISHES CENTERS, INC . 

GENTER FOOD SERVICE SPECIALIST (34. 5% FTE) 

GENERAL 
RESPONSIBILITY: 

SUPERVISED BY: 

QUALIFICATIONS: 

DUTIES AND 
RESPONSIBILITIES: 

Reports/Plans 

Training and·~onitoring of Center food 
service operations. 

Central Kitchen Dietitian 

Bachelor's degree in Dietetics, Food Service 
Management or related field plus at least 
one year's experience in food service with 
modified diets in a supervisory role, or a 
dietetic internship. Knowledge of large 
quantity cookery, purchasing, costing, 
Strong training skills. Ability to relate 
to staff and volunteers of food serving 
centers. 

1. Develop training plan for all food service staff and volunteers, 
annually. 

Training 
1. Implement training plan for Center and Central Food Service 

staff with the assistance of Central Kitchen Dietitian. 
2. Review and recommend revisions of the Food Service Manual to 

the Deputy Director as necessary. 
3. Orient all new caterpersons and center cooks to agency, and 

provide on-the-job training. 

Other 

1. Serve as food service consultant to cooking centers in areas 
such as determination of meal costs, development of recipe 
files, budgeting, staffing pattern, work flow, purchasing. 

2. Recommend food service equipment for centers as necessary. 
3. Develop kitchen plan for center remodeling or building with . 

assistance of Deputy Director and Central Kitchen Dietitian.# 
4. Maintain current files for possible new and substitute cater

persons. 
5. Develop and implement, as time and funding permit, nutrition 

education programs in centers. 
G. Monitor center food service operations, including sanitation 

practices, food serving procedures, and food preparation 
methods. Recommend improvements to caterperson and cater
person's supervisor, when appropriate.· 

7. Maintain records of participants' prescriptions for modified 
diets. 

8. Validate prescription for modified diets with physicians semi-
annually. 

9. Attend Food Bank meetings monthly. 
10. Assist centers with hiring of caterpersons. 
Salary: $ 14,715 FTE 



L&F 80/lfl 
' Job Lcrnvrn-:: f1 Fiohcs Cen tcn1 1 Inc. 

Menlf1-nn-Wheel8 Goord:i.nntor 

Gr~11era l Respo11 s:lb i:1:i.t.z.: 

Beports to: 

Key Duties and Responsibilities: 

Specific Duties: 

Intake and refarrnl servicci for 
hom~-delivered meals program com
ponent; perform clerical duties. 

Lead Secretary 

Rec.eive telephone and in-person home
delivered meal requests, terminations 
and servicG delivery problems, for 
referral to appropriate staff. Maintain 
Central Office files for Meals-on-\•nrnels. 

1. Adv:1.se daily all centers of new starts, cancellations and restarts. Advise 
County Supervi.osr. of deHvery problems. 

2. Maintain and keep MOW files current: make participant sheets, files, folders, 
etc.; transfer cancellations to main file. 

3. Provj.cle !nfonnation and Referral as requested. 
4. Assist clerical staff: dis tribut MOW payments to centers; perform other 

clerical tasks as assigned. 
5. Participate in weekly Service Coordination meetings. 
6. Make referrals to Distri.ct Senior Centers, as assigned. 

Qualifications: 

Demonstrated ability to communicate with elderly over the telephone. 

Knowledge of social service agencies to enable appropriate referral for 
services. 

Able to read map and faruHiarity with geographic area of Multnomah County. 

AbiU.ty to work under time pressure.. 

Patience, compassion and tactfulness in dealing with repeated inquiries 
by confused elderly. 

Basic uncle rstanding of alphabetical filing sys tern. 

Ability to work ao a team with other staff in providing services. 

SaJ:~_: $9,600 /year 

I 
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JOB.DESCRIPTION 

GENERAL 
RESPONSIBILITY: 

SUPERVISED BY: 

DUTIES AND 
RESPONSIBILITIES: 

. LOAVES & FISHES CENTERS, INC. 

PARTICIPANT RECORDS C(ERK 
... (Nu 1 tnomah County r-·-~ " 

Mu.ltnomah Col(nty computer par,ticipant records 

Controller 

Check accuracy and completeness of monthly data input for computer
ized reporting system for Multnomah County. 

Determine prime site code and census tract for participant regis
tration forms. 

Salary: $ 2,352 

ualifications: Legible handwriting; ability to perform fine 
war ; general knowledge of service area. 



1 
,Job DuHcr.lptJn11 

80/81_ 
Loaves & rishes Centers, Inc. 

'I 

Center Hrmagrr 

Operate the nutrition site components including 
congregate and home-delivered meal service and 
social services program by orgaJizing volunteers 
and provJ.ding assistance to participants. Implement 
personnel and training activities as assigned. 

Supervised by: Steering Committee Chafrperson aud County 
Supervisor 

Supervisory Responsibilities: 

Key Duties and Responsibilit:if~s: 

Volunteers, Assistant Managers, Caterpeople, 
Janitorial personnel 

1. Recruit, train, supervisu and give recognition to volunteers. 
2. Provide social interaction and activities in a comfortable set:ting for 

partidpan ts. 
3. Coordinate services with the appropriate District Service Centers. 
4. Maintain records and prepare reports as required. 
5. Assist Steering Committee in development of Center Annual Plan and monitor 

progress monthly. 
6. Assure implementation of accurate recordkeeping system. 
7. Monitor center compliance with Federal regulations and corporate policies and 

procedures, on-going. 
8. Recommend training needs of center staff and volunteers to County Supervisor. 
9. Conduct orientation and provide for training of new 6mployee. 

10, Coordinate and/or conduct training for center staff and volunteers according 
to annual training program as required. 

11. Attend service coordination meetings weekly. 
12. Attend center food service training program as required. 
13. Represent the Corporation at connnunity and professional meetings as assigned. 

Qualifications: 

Communication skills: ability to communicate with participants, volunteers and 
co-workers. Ability to make short speeches in public. Ability to interview 
and counsel participants. 

Possess leadership skills necess~ry for group processing, problem-solving, 
motivation of volunteers and supervision of subordinate staff. 

Ability to organize work for self and volunteers. 

Basic knowledge of food service procedures. 

Interestedand concerned about alleviating problems of the elderly. 

Ability to keep accurate records: fiscal, attendance and activities of Center. 

Ability to learn staff hiring, orientation, training and evaluation techniques. 

Ability to learn preparation of traini.ng programs and how to conduct training 
programs 
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JOB DESCRIPTION LOAVEH & F IBlll~S CENTERS' INU I 

ASSISTANT CENTER MANAGER 

GENERAL RESPONSIBILITY: Assures an. of fcct:i.ve ayAtem of operation 
of the Meals-·on-Whee 11:1 program in thrJ center. 

SUPERVISED BY: A. Center Manager, or 
B. Center Caterpcrson, or Cook, or 
C. Center Steering Committee Chairperson, or 
D. Center Operations Assistant 

SUPERVISORY RESPONSIBILITY: Meals-on-Wheels Volunteers 

KEY DUTIES AND RESPONSIBILITIES: 

1. Assure an adequate number of volunteers to be on hand to delive·r the meals. 
a. Work with the Volunteer Coordinator, Center Manager, Steering Committee 

Chairperson to enliat l<lequate help. 
2. Contac.t local organizations to recnd.t MOW drivers. 
3. Try to secure the same volunteers on a regular basis from each organization, 

assigning the same routes each time to each volunteer, to develop friendship 
'batween the drivers and the participants, 

4. Make up daily route sheets for drivers on form provided. 
5. Assist in packaging of and oversee distribution of food to MOW participants. 
6, Keep a current and eligible list of participants. 

a. Assure adequate records are on file for each MOW partici·pant. 
b. Refer to Diatrict Service Ceniers the need for supportive sa~vices and 

other special need areas of MOW participants, 
c. Assure all new NOW participants receive an initial eligibility visit 

before the beginning of rP.gularly deliven:d meals and, if possible, 
before any meals are delivered. 

7. Assure proper cleaning and storage of MOW equipment. 

Qualifications: 

Ability to communicate with elderly, sometimes confused participants. 

Experience in making short speeches. 

Knowledge of individuals and organizations for increasing volunteer pool. 

Willing to learn and use sanitation and food sa~ety procedures. 

Ability to organize work for self and others. 

Salary: $ 7,946 FTE 
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I .JOB DESCIUPTIOij LOAVJrn & FISHES CENTERS, INC. 

CENTER CATERPERSON 

GENERAL RESPONSIBILITIES: 

REQUIRENENTS: 

SUPERVISED HY: 

SUPERVISORY RESPONSIBLITIES: 

KEY DUTIES AND RESPONSIBILITIES: 

Prop1.1r. ly pm pan~, hold and serv(? foods de
livered bi Loaves & Fishes Central Kitchen. 
Maintain.high standards of personal and 
kitehen sanitation ltnd safety. Oversee and 
be responsible for all activities in the 
kitchen. Maintain proper back-up supplies. 

Clean clothing and close-toed shoes. Hair 
worn off the shoulders or hair net used. 
Food Handlers' Card shall be obtained with
in the first month and posted in the kitchen. 

A. Center Manager, or 
B. Steering Conmittee Chairperson 

A. Volunteers 
B. Work Study Student 
C. Assistant Caterpeople 
D. Summer Manpower People 

1. Order estimated number of meals from the Central Kitchen on the Central 
Kitchen ordering form. 

2. Prepare kitchen for reception of catered food from the Central Kitchen. 
a. Preheat oven. 
b. Assist delivery person in any way possible to make delivery time 

easy and short. Arrange for help in carrying food into the center. 
c. Check food when it arrives and decide appropriate preparation and 

serving methods. 
d. Be responsible for serving hot foods hot (above 140°) and cold foods 

cold (below 45°). 
3. Properly prepare vegetables sent from Central Kitchen, conserving nut

rients, color and texture of food. 
4. Serve Food, 

a. Prepare sample plate. 
1) weight meat. 
2) measure vegetables, 

b. Place food attractively on plate. 
5. Follow authorized menu substitutions for participants on modified diets.~ 
6. See that all equipment in which the food is catered is clean and re

turned to the delivery person. 
7. Maintain proper records for Central Kitchen: daily meal count sheet. 
8. Post menus daily in plain sight of all participants and use menu posting 

forms provided from Central Kitchen. 
9. Oversee inventory and replenishment of ~ack-up and modified diet supplies 

for the center. Have emergency plan and supplies in case foods run short 
when more participants come than anticipated. 

10. Train and supervise volunteers to work in the kitchen and dining room, in 
the following areas: 
a. Proportion control 
b. Sanitation 

.,, c. Nutd tion Standards of the· Program 
d. Cleaning and sanitizing tables, 

(Continued) B-29 



JOB DESCRIPTION - Center Caterper~on 
Page 2 

e. Setting tables 
f. Provide a high morale among volunteer~ 

L&F' 80/81 

g. If volunteer group is short-handed,. ,consult the volunteer chairperson. 
and ask for additional help as needed. 

11. Prepare Meals-on-Wheels. 
a. Package food. 
b. Clean and store styrofoam chests, 
c. Assure that temperature control is accurate. 
d. Pack meals in containers. 

12. Before leaving the center, inspect the kitchen area to be sure it is left 
in proper order -- dishwasher and sink clean, appliances turned off, every
thing put away, floor mopped and dried, used towels and cleaning rags taken 
care of, garbage taken out. 

13. Inform Center Manager immediately with details of any accident which occurs. 
14. Handle food leftovers according to Loaves & Fishes sanitation standards. 
15. If all other duties have been performed or are under control, visit with 

participants and volunteers or help wherever needed. 

Outside of Center Responsibilities: 

1. Participate in the in-service training by other staff for caterperson. 
2. Attend, if appropriate, the center Steering Committee meetings and other

wise be aware of and support the objectives and goals of that committee 
and the Loaves & Fishes Centers, Inc., Board of Directors. 

3. Maintain and post in kitchen current County Health Food Handler's Card. 

Qualifications: 

Knowledge of basic cooking principles. 

Ability to learn sanitation and food safety procedures. 

Ability to learn food service procedures. 

Willingness to work with volunteers and assist with their supervision and 
training. 

Good personal cleanliness. 

Salarr: $ 7,946 FTE 
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,JOR DESCRIPTION LOAVES & FISHES CENTERS, INC. 

DEPUTY DIRECTOR 

GENERAL 
RESPONSIBILITY: Manage cleric~l, fiscal, food service and 

program operations. 

REPORTS TO: Executive Director 

SUPERVISORY 
irnSPONS IB ILITY: Clackamas, Multnomah and Washington County 

Supervisors, Central Kitchen Dietitian, 
Controller 

_________ .. _. ___ _ 
KEY DUTIES AND 
RESPONSIBILITIES: 

3. 

4. 

5. 
6. 
7. 

8. 

9. 

10. 

SUPERVISION 

Recruit, select and train supervisees. 
Conduct performance reviews of supervisees, annually. 
Monitor clerical, fJscal, food service, and program operations 
through supervisees' progress reports. 
Monitor compliance of operations with regulations and con
ditions of fundidg agencies. 
Supervise monitoring of compliance with contracts by supervisees. 
Initiate and supervise updating of procedural manuals. 
Supervise development of corporate administrative and operations 
budget for submission to Executive Director, annually. 
Approve distribution of information or instructions that affect 
more than one supervisee's department. 
Monitor approved personnel and operational policies and rc
co~nend changes to Executive Director. 
Perform duties of acting Executive Director in the absence of 
the Executive Director. 

REPORTS 

1. Develop, recommend, and monitor reporting and record keeping 
systems to avoid duplication of effort and maximize the value 
of information. - · 

2. Review program and fiscal reports for Board of Directors pri6r 
to submission to Executive Director, monthly and quarterly. 

3. Review all fiscal and programmatic reports required by contract
ing agencies, monthly/quarterly. 

1. 

2. 

3. 

PLANNING AND DEVELOPMENT 

Submit background information, action alternatives and recom
mendations to the Executive Director for Board of Director's 
committee as necessary. 
Develop annual work plan for, and approve and coordinate, work 
plans of supervisees. 
Dev~lop agency-wide comprehensive train~ng plan for all staff 
and volunteers, annually. 
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JOB DESCRIPTION 
Page 2 · 

Deputy· Dir (JC tor 

CONTRACTS/PROPOSALS 
l ~ I 

L&F 80/81 

1 .. Initiate preparation of, review, and coordinate assigned cor
porate requests for ongoing funding. 

2. Develop and negotiate contracts for funds as ,assigned,by Execu
tive Director. 

MEETINGS 

1. Attend and rotationally chair Administrative staff meetings, 
weekly. ., 

2. Attend other staff meetings as necessary. 
3. Represent the corporation at agency, community, and professional· 

meetings, as necessary. 

TRAINING 

1. Supervise implementation of agency training plans. 
2. Conduct cross~county Center Manager meetings, quart~rly. 

OTHER 

1. Review job descriptions of supervisees, annually. . 
2. Assist Food Service Specialist and Central Kitchen Dietitian 

with development of kitchen plans for center remo~eling or 
building. · . 

Salary: $ 22,345 FTE 

Qualifications: ~egistered Dietitian with two years administrative 
experience; experience with elderly population; experience or edu
cational background in community nutrition. 



tfl01.1?4. 
,JOB DESCRIPTION LOAVE$ & FISHES CENTERS, INC. 

GENERAL 
RESPONSIBILITY: 

SUPERVISED BY: 

KEY DUTIES AND 
RESPONSIBILITIES: 

·:RECEPTIONIST 

Answers phones, greets people as they enter 
office, handJ:es all incoming mail and re
ceivables. 

Lead Secretary 

Answers and routes all incoming phone calls, taking messages as 
required. 

Distributes agency forms to centers as required. 

Maintains timely flow of materials to and from centers through the 
Central Kitchen. 

Runs copier and Gestetner machine,as required. 

Maintains office, Savin and Gestetner supplies in an orderly 
manner, reordering through Controller as needed. 

Opens and distributes all incoming mail; records all incoming 
checks (donations, bill payments from centers, MOW payments, etc.), 
and sends them to accounting. 

Prepares outgoing mail each day by 4:30 PM. 

Sends closure announcements to appropriate centers, notifying them 
of holiday closures. 

Assists in the running, collating, and preparation of the bulk 
mailing of the newsletters. 

Assists in general filing as needed. 

Assists in typing as needed. 

Performs other duties as assigned. 

Salary: $ 8,520 FTE 

ualifications: Ability to communicate with the general public; 
c ear te ep1one speaking voice; like working with people; type 
60 wpm. 
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I !10174. 

PROJECT T l1lE: Portl:tnd/Multnomah C(rn:tty Aren \Helt! Nutt·ition/Meal Component 

l.1st of C...11.r_rent Bc>ard of Din:_ctors: (lndic«te Chairperson by an asterisk (·k).) 

··---·--·-·--·-··-------------·------------------- .. ------·-·· -........ , ..... -- ...... _ . -
NAME/ADDRESS . ,. TELEPHONE . TERM 60+ 

- . 

Wayne Adams 1906 SE 42nd 
Portland, OR 97215 236-L1-837 1981 yes 

Marie Allen 21030 SE Baty· 
Sandy, OR 91055 668-5270 1981 yes 

Hazel Armon ,,~06 N Newmon 
Portlnnd, OR 97217 285-5328 1981 yes 

Eleanore Baxendale 3240 SW Donner Way Ct 644-2191 
Portland, OR 97201 22,~-o 16 7 1981 no 

Ed Bowman 7241 SE 60 
Portland, OR 97206 771-2795 I 1981 yes 

Leonard Cain Dept of Sociology - PSU 
PO Box 751 

1980 Portland, OR 97207 229-3926 no 

Vern Christensen 11540 SW Greenburg Rd 
Tigard OR 97-223 639-5971 1gs1 yes 

W Harvie Conatser 2437 NW Overton 
1981 Portland OR 97210 227-3353 yes 

Gordon Dalton 8541 NE Sumner 
Portland OR 97218 252-1987 Temp. yes 

Amo Debernardis 601+9 SW Luradel 
Portland OR 97219 244-8609 1981 yes 

Ruth Drurey 2041 NW Everett 
Portland OR 97209 2lr9-5543 1980 no 

Frank Eiseman 1001 SW 5 Suite 2000 
Portland OR 97204 255-1628 1981 yes 

Alvin Elkins 454 Birchwood 1981 yes 
Hillsboro OR 97123 648-Li.502 

,. 
Hugh Gallagher 200 Market Bldg #1790 

1981 Portland OR 97201 226-3876 yes 

Al J Gauger 4450 NE Prescott 
Portland OR 97218 282-9'•63 1981 yes 

: 
(continued) 
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1.SOt74 

PROJECT TITLE: __ Pprt:lnnd/M11ltnom:1h Uount;.J. Area Wide fill.!;.J.:·i,H.on/Meal Compo1wqJ: 

List o·f Current Board of Di rectors: (Indicate.Chairperson by an astcri r,k ( *).) 

. ,. 
NAME/ADDRESS TELEPHONE TERM 60+ 

Buck & Mar inn Gibson 612 NE 79th 
Portland OR 97213 253-8954 J.981 yes 

Don Graf 2 ';;'4-9 SE Boyd 
1981 Milwa~kie OR 97222 654-7343 

Paul Gross PO Box 149 
Wemme OR 97067 622-3916 1980 

Betty Hansen 3646 SE Martin 
1981 Portland OR 97202 774-6744 yes 

Clark Hayden 2041 NW Everett #907 
Portland OR 97209 1981 yes 

Walter Hegg 13838 SE Matilda Dr 
, 

Milwaukie OR 97222 654-7248 yes 

Jean Higginbotham FISH 
1335 SE Hawthorne 
Portland OR 97214 1980 no 

Rev L Fisher Hines BETHEL AME CHURCH 
5828 NE 8 

1980 Portland OR 97232 288-5429 

Elizabeth Hirsch 1681 SW Montgomery 
Portland OR 97201 223-6954 1980 

Timothy Hornbecker ST VINCENT DE PAUL 
2740 SE Powell Blvd 

1981 Portland OR 97202 235-8431 no 

John Huisman 2766 SW Upper Dr 
Portland OR 97201 1981 yes 

Annie Johnson 11255 SW Blakeney 
1981 Beaverto~ OR 97005 643-3927 yes 

Mel Keely 2041 NW Everett #302 
' Portland OR 97209 224-3649 1980 yes 

Anne Kinna 711 SE 11 4fo203 
1981 Portl.:md OR 97214 234-5132 yes 

Margaret Koenig 60 NE 44 
Portland OR 97213 232-9547 : 1981 yes 
(continued) 
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PROJECT TITLE: Portland/Multnomah County Area Wido Nutdt: l.cm/Menl Component 

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

NAME/ADDRESS TELEPHONE TERM 60+ 

Cay Krieger 1116 NE 77th 
Portland OR 97213 253-9278 1981 yes 

Blanche Leonard 1404 Jackson 
1980 

I 

Oregon City OR 97045 656-8323 yes 

Marie Marsheille S ll·~A N Vancouver 
Portland OR 97217 282-7803 1981 yes 

Al Melhoff 341 SW Broadway 
1981 Estacada OR 97023 630-4939 yes 

Ted Ni 11s 5190 SW 183 Ct 
Aloha OR 97007 649-3778 1980 yes 

Ira Ninneman 9707 NE Wygant 
1981 Portland OR 97220 255-8157 yes• 

Tom Moore PO Box 06026 
Poriland OR 97206 775-3515 198.1 .ye~. , 

: 

Rev Morton Park CATHOLIC. CHARITIES . 
319 SW Washington 4}814 
Portland OR 97204 228-·6531 1980 

Mel Paulson 12264 SE 36th 
Milwaukie OR 97222 654-525l~ 1980 yes 

Vern Pearson PUB SERV DIV -- U s BANK 
PO Box 8837 

1981 Portland OR 97208 225-5794 yes 

Russe-11 Peyton 13505 SE River Rd 
Portland OR 97222 654-6913 1981 yes 

Hope Pinkerton 25 NW 133 
1981 Gresham OR 97030 665-5089 yes 

Susan Pitman 16140 SE 84 Sp 3 .,. 
Milwaukie OR 97222 655-2730 1981 yes 

Charles Porter 28035 SW Parkway #151 
Wilsonville OR 97070 682-3861 1981 yes 

Alberta Powell 723 NE Buffalo 
1981 Portbnd OR 97211 285-8707 yes 

(continued) 
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List of Current Ooard of Directors: (Indicate Chairperson by an·ast0risk (*).) 

---------·-------------
NAME/ADDRESS TELEPHONE 

--------.-----
TERM 60+ 

t---------·--------------------r------i-------+------

Lawrence Rennett 

Clifford Resare 

Harold Rice 

Rev Randy Riggs* 

David Rimback 

Oscar Robbins 

Harold Rose 

David Shannon 

Elizabeth Shaw 

Pamela Steding 

,. 

Rosetta Stone 

Elsa Thompson 

Evelyn Tousley 

Mildred J Tuhy 

Edward Vosika 

2221 SW 1 l/2121 
Portland OR 97201 

PO Box 160 
Tolovana Park OR 97145 

3128 NE 141 
Porcland OR 97230 

Westminster Presb Church 
162/-f NE Hancock 
Portland OR 97212 

FRED S JAMES INS CO 
1 SW Columbia 
Portland OR 97204 

9109 N Pier Park Pl 
Portland OR 97203 

7748 N Willamette Blvd 
"Portland OR 97203 

975 SE Sandy Blvd 
Portland OR 97214 

8604 N Haven 
Portland OR 97203 

VISITING NURSES ASSOC 
PO Box 3426 
Portland OR 97208 

9032 SW Capital Hwy 
Portland OR 97219 

6740 SW 13 
Portland OR 97219 

12406 SW King George Dr 
Tigard OR 97223 

1135 SW Vista 
Portland OR 97205 

680 NW 9 

223-1028 1981 yes 

761-9028 1981 yes 

253-6001 1980 yes 

1980 no 
287-1289 

248-6433 1981 no 

286-2473 1981 yes 

286-2012 1980 yes 

1981 no 
232-3171 

283-9413 1981 

1980 no 
238-6811 

246-7682 1981 yes 

246-7929 1981 yes 

639-1037 1981 yes 

228-5986 1981 no 

266-1267 1981 yes Canby OR 97013 
(conti.nued) L---------------;::;..:::..::..:..::-_==-'--------------------•---+--·-·-
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PROJECT TITLE: Port:1nnd/Mult:nmm1h County Arca Wide Nutrition/Monl Compo1wnt 

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

--
NAME/ADDRESS TELEPHONE TEHM 60+ 

Verba Werth 915 NE Schuyler 
Portland OR 97212 287-67lt-7 1981 yes 

Pat Whiting 8122 SW Spruce 
Portland OR 97223 246-7172 1981 no 

i 
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PROJECT T 1 TI. E : ~-l:9J'.U .. LU1s.lLMu.l!:.tUll1JillL Cm!..ul:..,'l_Ar.cn.-.Wldc_Nu.t:.tltlr.>ll/ ... H1!JJ...L_Ciltllp.QD.c.n.--.· · ____ _ 

Ust of Current Advisory Council Members: {Indicate the Chairperson by an asterisk (*). 

I 
- ,.,..,,_. 

Representation 
Term 60+ (Consumer. Agency 

I. Name Ma il i n g Add res s Expires Yes/No Minority, etc.) 
r ~- .. 
I 

I NOT APPLICABLE 
! 
; 

! 
I 

! 

I 
I , 

I 
i 

I 
I -•-.•" 

I 
I 

' . ........ .._.,.. __ , 
I 
I 
I 
I 
I 

I 

l 

, 

I 
I 
I 
I r--· 
I 
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APPLICANT AGENCY RESUME 

,~pp 1 i cant /\gcncy Le~Ja 1 Name: 

WAVES & FISHES CENTERS, ING. 

Date of Incorporation: 

10, December, 1969 

. L&F 80/th 

·t r:;01.74, 

----------------------•--"--------------,..~--
Type of Organization: 

Public 

Privote Non-Profit 
Private-Profit 

Other ( --------
Short Statement of Agency Purpose: 

To provide nutrition and social services to senior citizens, to develop 
employment opportunities for senior citizens and volunteer opportunities 
for all persons interested in serving senior citizens. 

Major Agency Bank Account 
(give name of bank, address and 
contact person) : 
First Nat'l Bank of Oregon 
46th & SE Woodstock 
Portland, OR 97206 

Mr. Bates, Branc:h 1:-1anager. 

Fiscal Accounting Arrangement 
(give name of staff responsible 
or, if by contract, name of 
agency, address and contact 
person): 

Deloris Y. Moss 

Does Applicant f,gency have federal tax exempt status? Yes ...AA- No 

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

Comp. Liabi]ity 300,000 1/1/81 Insurance Planning 
+ 1 million Service 

Umbrella 
Commerc. Fire Ins. 600,000 + 150,000 1/1/81 Insurance Planning 
Ei.t:.e.+.Ef,E & Spec EGE Bu.sine-S.s.--1.o.t.er .... v ..... e .... n_._t ..... io ..... n, .... ______ _.S~e,..r ..... v..;.i=ce ... -______ _ 
Are key staff bonded? Yes xx No 
(List individuals, by name ancrp·ositio'n-;-v:ho are bonded, amount and name of 
Insuring Agent.) 

All staff are bonded, $25,000 -- Ne~ Hampshire Ins. Co,, S. Clelan, Agent. 

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

Term: Dec. 1, 1978 through November 30, 1983, with opti.on to renew for four 
successive terms of five years each, monthly rental, Loaves & Fishes pro
vides insurance and all maintenance to building; onl'y restriction is prior 
approval of any remodeling. 
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ASSURANCE 
OF 

.COMPLIANCE 

·504, ... 



/: 

· Assurance .of Compliclnce with 

"Nondiscrimination on Basis of Hcrndicap" 

.. Section 504 of the Relwbilitation Act of 1973 · 

--------- (hereinafter called the. "Contractor11
), HEREBY 

AGREES THAT it will comply with 11 Nondiscrimin2.tion on Basis of Handicap 11 

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 
Portland, Hurnan Resources Bureau, ,~ging Services Division (hereirrnfter referred 
to as the Area /,gency on Aging - h/\./1,). The regulation defines and forbids acts 
of di s c r i mi n~1 t ion a g a i n st qua l i f i ed ha n di ca pp e d per s on s i n em pl oy men t and 
in the operaticn of programs/activities receiving assi~tance from the 
Department of Health Education and Welfare. The Contractor hereby gives 
assurance that it will· imnediately take measures necessary to effectuate this 

. agreement. 

As an employer, the Contractor agre·es to make reasonable accommodation to the 
handicaps of applicants and employees unless the. accommodation vmuld cause 
the empl.oyer undue harclsh·ip, as defineo in Section 504. This extends to a11 
phases of emplo.1'ment including recru'itment, selection and placement, compcn·· 
sation, promotion and transfer, discip1 inary measures, demotions, layoffs 
and terminations, testing and training, daily v,orldng, conditions, awards and 
benefits, and all other terms and conditions of employment .. 

The Contractor shall submit to the AAA, for analysis and recommendations, copies 
of their affirmative action plan and personnel policies which include provisions 
that assure the fol lm·1ing: · 

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

2·. The Contractrn· shall mnke all decisions concerning employment 
in a manner which ensures that discrimination on the basis 
of handicap does not occur and may not 1 imit, 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 hus the effect of subjecting qual ificd 
handicapped applicants or employees to discrimination. 

4. The Contr~ctor shall make reasonable accomnodation to the known 
physical or 1110ntJ1 1 imitations of an otherwise qualified 
handicapped apµl ic,tnt or emp1 oyee. 
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-5, The Con tractor sha 11 nr,t clcny ,.u1y cmployinr111 t opportunity 
to a quu1ificd handicappod employee or applicant if the 
bnsis for tho der.ial is the nce-d to make rcusonablc accommo
dation. 

As a provid0r of comnunity services, the Contractor shall take appropriate 
steps in cH.:cordancc with the established procedures, to assure that no 
qualified handicapped rJcrson, because of the Contractor's. foc-i1ities are 
inaccessible to or usable by handicapped persons, be denied the benefits 
of, be excluded from participation in, or otherwise be subjected to 
discriminut:ion under any program or activity. The Contractor's programs 
and activities, when viewed in its entirety, will be readily accessible to 
handicapped persons. 

The Contractor hereby re~ognizes and agrees that an Assurance of Compliance 
with Section 504 is gi~en 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 recogn·izes and agrees 
that such AAA financial assistance will be extended in reliance on the 
representations and agreements made in this Assurance, and that the AM shall 
have the right to seek judicial enforcement of this Assurance. This Assurance 
is binding on the Contractor, its successors, transferees, and assignees, 
nnd the person \·1hose signature appears be 1 m,, is author•i zed to sign this 
Assurance on behalf of the Contractor., 

Dated this __ day of ___ 197 • 

By-----------

Title ----------

Contractor's mailing address 

i 

1, 
1· 
I 
{. 
i 
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EXHIBIT C 
REQUIRED REPORTING FORMS 

AN~ 
PROCEDURES 

. I 



. l 

MEAL COUNT •~· -------,-------~~----~il 
(E)NO.OF MEALS (F) REIMBURSEMENT 0 

SERVED I 

I I 
I (D) SITE 

1 

i 
' 

I 
~ 
i 

11----------4---H-----~, 
~- (G) TOTALS MEALS $ • r 

(J)STATE AGENCY USE 
ONLY 

(H)THIS INCLUDES 
MEALS ---SERVED TO INDI-

V I DU1-\LS UNDER 

( I )I CERTIFY. '1.'HIS REPORT .. IS. CORRECT 

SIGNED _____________ / ___ 
1 

Datu 

,.__6_0_ •. _ .. ______ "'1
1
SIGNED __________ --'/ ___ 

1 

! 
Date ; 

,, --~------·J .. 
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1. R0ports ar0 due monthl/ en tho fifteenth (15th) working d~y followtna the on~ . 
of the month. Rcir::!)urseri;i1nt raque5t shl1ll be muiled directly to the /\ccount1ng 
Unit: 

Human Resources Bureau 
Social Sor 11ices Division 
/\ccountino Unit, 
5 2 2 S . \L Fi f t h Av e • , 8th F 1 oar 
Ycon Building 
Portland, Oregon 97204 

2. Reports not received by the deadline shall not be processed until the next 
month. This .-."ill result in a delay in payment. 

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

4. Materials to be submitted each month are as follows: 

a) A sep2rate Reimbursement Request Form for each funding source and each 
service categcry requiring City reimbursement as included in the approved 
contract budget~ e.g. - .. I & R -- III-8 

Admi n. -- OPI 
Admin. -- General Fund 
Meals .. _ I I I-C-1 
General Fund 
Other 

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

c} A Reimbursement Form showing Project Income/Contributions collected. 

d) A Reimbursement Form showing total City reimbursement. 

e) Supporting documentation sho\ving p:i.oon or~ pa.~nne..nt (attached to respective 
Reimbursement Request Forms). This may 1nclude: 

cppies of checks 
copies of bills 
payro 11 register 
etc. 

5. Supporting documentation is to be attJched to each request form, including the 
Required M2tch (copies of documentation are not necessary for the Total 
City Reim~ursement). 

For ea c h re q u es t form , doc u 111 en ta t i on i s to be g ,~ o u p e d by 1 i n e it cm • (Atta c h 
adding mc1chinc t~1pe to each group of supporting documents.) 

Revised 6/16/80 
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' , '. , / .',',"I,\'\,'.•:::\!;,'.-•:•,•;:''•.",:':_-;. ·)t:" \ ,\' ',\;;::''{> ~••'/\,. •.i./;•i1'.\'}_;: ::\:,_~·:•·• '·'.:·:\:''. ,• ' ' 

I, hl'A.' ,r:,JL<:: "rt,ra fJll(ll{J~.1:·, CJ{ f°i'.;f.1il· (1'.fl<Jrtin~h,, ~:1_,1t.,cl~ ii'1tlwfod 10 th~· 
corttr'dl. t r,~q,, 1 rr~-:, U1(~ :;illtl( (fo,:1111;(.:ril,1 t ion ,1 1

; f.!.-!-x._':!'J.'.!i~'-'!.t. reque'.:i Lcti. ' 

• • 6. I'f a pi,!,:e of d1"Jcu:r:r:·nt,1tion i~ ,Jppli:-:tt!,lr. t.o more th,rn onf) fundintJ 
sou r c c { o r r:i ::i t c 1 1 ) , 'd r i v, on t h 0 :.. t I p po r t i n 'J d n c !J m m1 ta t i on II o 1,11 rn u c h i s 
to Le a ppl i c:d to 0actl fund i rig sourc0/~ei-v i c (! ccJ tc.:r..;ory. 

7, The "indirect cost" 1inc item may be used to cover any costs incurred in 
support of the sc·rvicc:s inclurfod in the contract. Docw11entution/proof 
of payr:1ent 17iu~t be ~ubnitted for Cuch rc~1~!Jurse:rncnt requested. 

8. Grant or f,gcncy policy req~irc_~ that expenditures be reported in dollars 
and ccn ts. 00 NOT WWiD TO THE NEAREST DOLLAR! 

9. Reimbursement requests must be typed or written in ink. 

10. 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 p~rsons authorized to sign these reports. The Agency is responsible 
for notifying the City in writing of any chanoes in authorized signatures. 

11. The reimbursement request must be made against the current authorized 
contract. Each agency is responsible for notifying appropriate P.ersonnel 
of budget changes. 

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

13. Match expenditures will be ana1yzed quarterly as part of the inonitb'ring 
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 ~Y the 
third (3rd) quarter of the budget year, the City will reduce its contribution 
to maintain the established ratio of sh3red 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.) 

14 .. Upon feceipt of completed reimbursement forms, the Accounting Unit staff 
reviews the request for accuracy and compliance with the approved budget, 
prcpnres payr:ient authorization, and submits the reimbursement package to 
the Program staff. 1 

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

16. Principal Accountant reviews the package, approves payment, and forwards 
the packaae to Accounts Payable at City Hall. 
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l8. Ch1:d •; ,1 re rct ;rr,(;d to Accounts P<1 ya b 1 .e lo r v ()r if i c,1 t ion of computer nrn. 

19,. Tile co,~~•Jlor run is forl',~rdcd to the Auditor's Office for auditing and 
rcJc:.:1:;o:·(n111ilir.g) of the h'ilrront. 

20. Tota 1 est ima t cd b ,,;J round t fo:e is two weeks f ram the ti me a completed 
,:,adage lea·1cs th,:.H•J1;1,in Pr:o~rces Bureau. HRll staff can usually complete 
Its work within two days, if the requests are ~omplete and correat. and 
program reports have been received. 

21. r n the event of an emergency or othe'r unusua 1 circumstances, as approved 
by the Principal .'icccuntant, a manual warrant may be issued \•dthin 72 
hours, A manua 1 'da rra nt proc 2 s s ~Ii 11 not be ut i1 i zed on a regular basis. 

He hope 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 in~rmetion, please feel free to call the Accounting Unit or 
Soc'lal Services Ccntract Management staff at 248--,4752. 



POHTLt,,:m 11u::r..:1 nr:nuifr:cs nurff/\U 
SOC l/\ L j f:. H '/I C [ ~ D ! V 11 ~ I OU 

f~OC(GU~ES F0.1 COflT?,:\CT ::OOlFlCll\Tlons 

Contract modifications are required in the following situations: 

•change in total contract amount (increase or decrease) 
•Ch:inges in staff salaries 
... changes in staff positions to be supported through the contract 
-changes in l inc item budget 
•changes in number or type of services to be provided 
-other subs ta nt i a 1 changes 

Contracts may be modified in 3 ways: 

•ordinance-authorized by City Cocincil 
-contract change order-approval by Social Services Manaoer , Human 
Resources Bureau Executive Director, and Commissioner-in-Charge 

-i nit fa 1-by be th pa rti:es 

Jype of Chanoe 

·Total funds increase/decrease 
To ta 1 same line item changes 
Stc1 ff salary 
Staff position 
Service 0bjec:tves 
General/special conditions• 
Other substantial changes 
Clerical errors 

f.BQCE DURE_: 

A. Initiated by Cit~: 

:Modification Procedure 

Ordinance 
Change Order 
Change Order 
Change Order 
Change Order 
Ordinance/change order 
Ordinance/change order 
Initial by both parties 

1. The City shall inform the Contractor in ~1riting what and why changes are 
rcquiredt what information (if c:iny} is needed from the Contr2.ctor 
to make such changes and what modification procedures w'ill be 
utilized. 
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• •• t I 2 , C f 't.y ·~ tl f r ~ r .. 1 11 t; ~ r, c ~ po ri ~ n} 1 c fo ,r o !:, t 1) i n i n tJ n r. c c s ~ ,1 r y nu t e r L1 l ~ 
frum the Ccntr11CV.ir· or :h,lll pr1Ji:,1rc r12•11~ed m,1tcJrial~ (to. include 
rcvi~1,:d contract. or project applications pJgcs) und umcndmcnt forrn, 
tls ne:cc~~ary. 

3. Contractor shull review material and indicate approvc:il formally or 
1nforma 1 ly. 

4. If an Ordinance is required: 

-City staff 5ha11 prcpJre,and file Ordinance , 
.. c i t y s ha 1 l no t i f y Co r. tr a c to r of a c t io n o n Ord i na n c e 
•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 
.. f\:ncnd;nent goes into effect v,hen 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: 

-City staff shall prepare change order 
MProgram Staff, Accountant, Division Manager, HRB Executive 
Director, and Commissioner-in-Churge shall review and indicate 
•Upprova 1 

.. Contractor shall sign Amendment and return to City 
-Amendment' goes into effect when City and Contract.or signatures 
are obtained 

B. Initiated bv Contractor: 

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

a. Specific chu~ges desired (e.g. increase printing by $500, 
decrease locai travel by $200 and decrease office supplies 
by $300). 

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

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



•,I 

1'tie C'ontriictor ~h,)11 prcpc.1rc rr.·li~td project c)pplicJtio'n ·pillJCS as 
fo 1 l(H/~:. 

a. BUDGET CHf,:! GE S 
.. J.tio1.:,4 

(1) Budget Worksheet 

The bud"!ct 'dorr.c;hcet niust include the following 
col uriins"f or eacn fund•i ng source to 'be mod 1 fi ed :• 

current 
+ or ... 
revised 

If the contract includes ·a funding source which 
is 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 J1so include ~a
l urnns for the fo 11 owing: 

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

•1, The· budget worksheet must include the name of the 
· .. ·. :~ontract agency and th.e contract number in the 

uppet left. hand corner. 

The budget vorksheet must include the date of the 
revision in the lower right hand corner (this date 
should corresp:rnd with the date of the letter re
questing the modification). 

(SEE SAMPLE) 

(2) Budget Justification Sheets 

A full set of original budget justification sheets 
must be submitted, showing the total justification 
as t·ev i sed. It is not necessary to sho\~ + 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 co~tract requirements of the 
City Auditor's office.. · 
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L&i,-: 80/D'l 
' ' 

Rcvi~f:d ,::ctbitir:~ ,rJi:Jr~~ mu~t b~ sutmittcd only 
H ChtHt'Ji::':, u re, f\\Hlo. ThC::;C r)Ct iv i ty PJ<JC':. Vil 11 
b c . w; c d ,1 s a ba s i s f o r rr.o n i l r; ri n '] th e prov ·i s i on-
of scrvic.cs, so they should reflect current p·rc1c
tices and procedures. 

Other progrt?:n or management changes wi11 be handl cd 
on a .case by case basis .. (;()n5ult the City Staff re
sp:rnsib1e for contract de'✓ elopr:ient for specific re
quirements. 

3. Contractor sha11 sutmit letter and revised pages as describe'd above to 
Human Resources Bureau Unit Dir2ctor. 

4. Social Service Unit staff shall review the request for completeness and 
impact and shall m,Jke a detennination about which modification procedure 
sha11 be uti 1 iz~d. 

a. If Unit Sta.ff supports the requested change and if an Ordinance 
is required, City Staff shall prepare the contract .amendment 
prepare the ordindnce and complete the regular Human Resources 
Bureau ordinance review process. If authorized by City Council, 
the Contractor sha11 sign 3 official copies and return to the 
City for City signatllres and processing. A signed copy will be 
returned to the Contractor. · 

b. If unit staff sup~orts the request and if a change order is to 
be used, City s.taff shall prepare the change order. 

c . . 

The contract change order along with the 1 etter of request and 
modified pages shall be sutmitted for revie\·/ 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 res~msibl e Program Unit. 

,The Contract change order becomes effective when a11 City 
signatures have been obtained. 

If Unit Staff does not support the request, the Contractor shall 
··. be · no ti f i ed. The re q u es t may be den i e d o r add it ion a 1 i n fo nn at i on 
or documentation may be requested. 

SOIEOULE OF MODI FI c.~ TI m~s 

Contract ~odif'ications will be accepted within 30 days of receipt of comp1 et_ed 
·. quJrtcrly pr0srcss reports or at other times as •directed or approve~ by the 

•~cs pons i bl c P ro g ram . U n,i t. 
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ORDINANCE No. 

An Ordinance authorizing an agreement with LOAVES AND FISHES 
CENTERS, INC., at a cost not to exceed $754,800 to provide 
nutrition services to the elderly in Portland/Multnomah 
County for the period July 1, 1980 1 through June 30, 1981, 
under the Human Resources Bureau, AU 380, and declaring 
an emergency. 

The City of Portland ordains: 

Section 1. The Council finds: 

-1. Pursuant to Ordinance #149809, approved by Council 
June 26, 1980, the Fiscal Year 1980-81 Annual Plan of 
Action for the Area Agency on Aging which includes the 
provision of nutrition services to the elderly in 
Portland/Multnomah County. 

2. Funds have been budgeted and are available in the 
fiscal year 1980-81 City Budget to continue these 
services for the period July 1, 1980, through June 30, 
1981. 

3. A required cash match provided by LOAVES AND FISHES 
CENTERS, INC., is included in the amount of $60,803 
for the period July 1, 1980, through June 30, 1981. 

4. LOAVES AND FISHES CEN1rERS, INC. , is a duly constituted 
and legal non-profit corporation and is certified by the 
Bureau of Financial Affairs Contract Compliance Division 
as an EEO Affirmative Action Employer. 

5. It is, therefore, appropriate that the Commissioner-in
Charge and the Auditor execute, on behalf of the City, 
an agreement with LOAVES AND FISHES CENTERS, INC., at a 
cost not to exceed $754,800 to provide nutrition services 
to the elderly residents in Portland/Multnomah County 
for the period July 1, 1980, through June 30, 1981, 
under the Human Resources Bureau, AU 380, similar in 
form to Exhibit "A". 



'{ 

·o~DINANCI(No. 
' > •11 • ;. •• f 

'NOW, T4E~El.rORE, the Council direqts" 
i 

a·~ :.·.'l'he: Cdmmissioner-i.n--Charge a'.nd the Auditjor: ate h~reby authorized· to 
:e.xecute .. on behaif of the .. Cify, .an agreement with LOAVES AND FISHI;:S 
:,CENTERS, INC., at a cost no~ to exceed $754,800,: to provide ~utr:ition 
, .. servic~s to. the elderly residents in Portfi3.nd/Mu.ltnomah .County for the 
;:.·period July: 1, 1980, thtiough' June 30, 1~81, under the Human Reso~rces Bureau 

AU 380, similar in form to Exhibit "A." . . 
;· '\ ' ,, I •.. -• ,. ' ' 

Section 2. The Council declares that an emergency exists because delay in the en
actment pf this Ordinance will result in disruption of nutrition services to 
the elderly; therefore, this Ordinance shall be in force and effect f ram 
and after its passage by the Council .. 

I 

Passed by the Council, AUG ) 6 1980' 
Gommissioner Francis.Ivancfei 
Erma Hepburn:cm 
July 30, 1980 

Page No. 2 of 2 
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THE COMMISSIONERS VOTED .. 
AS FOLLOWS: 

-

Yeas Nays 
·, 

lva:t1cie I 
.. 

I Jo(dan 

-- . :f 

Liridberg I .:.,-

Schwab I 
McCready I 

· FOUR-FIFTHS CALENDAR 

lvancie 

Jordan 

Lindberg 

Schwab 

McCready 

Calendar No. 283;~ 

ORDINANCE No. J50174· 

Title 
An Ordinance authorizing rm agreement with 

LOAVES AND FISHES CENTERS, INC., at a 
cost not to exceed $754,800 to provide 
nutrition services to.the elderly in 
Portland/Multnomah County for the period 
July 1, 1980, through June 30, 1981, un
der the Human Resources Bureau, AU 380, 
and declaring an emergency 

Fileil...._ __ J_U_L_3_1_1_.;98;...;;;.0 ______ _ 

GEORGE YERKOVICH 
TLAND 

INTRODUCED BY 

Commissioner Francis Ivancie 

NOTED BY THE COMMISSIONER 

Affairs 

Finance and 
Administration 

Safety 

Utilities 

Works 

BUREAU APPROVAL 
Bureau: 

Human Resour 
Prepared By: 
Barbara Patr~~~~-:L-~+--
Mike Tkachuk July 30, 1980 

Budget Impact Review: 

Completed Not required 

[ Consent 

CALENDAR 

IRegula~ X 
NOTED BY 

-

City Attorney 
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City Auditor ' 

i I City Engineer 

I 

] 




