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CONTRACT FOR SERVICES 

SECTION I: PARTIES TO THE CONTRACT 

EXHIBIT A 
FY 81-82 

TM 

CITY OF PORTLAND ("City"), City Hall, 1220 S. W. Fifth Avenue, 
Portland, Oregon 97204, and TRI-COUNTY METROPOLITAN TRANSPORTA­
TION DISTRICT OF OREGON (" Contractor" ) , 4012 S. E. 17th Avenue, 
Portland, OR 97202. 

SECTION II: CONTRACT SUMMARY 

Contr~ctor agrees to ?~ovidc special needs tra~sportation to 
elderly residents in Portland/Multnomah County, and further 
agrees that the total cost shall not exceed the sum of $221,376. 

SECTION III: PERIOD PERFORMANCE 

Performance under this contract shall commence July 1, 1981, and 
continue through June 30, 1982, unless extended by City Counci] 
action. 

SECTION IV: AGREED CONTR.~CTOR - PROJECT OPERATION 

A. Contractor shall, by June 30, 1982, meet all goals and 
objectives stated in the "Project Narrative" (Exhibit "A," 
hereby incorporated by reference). 

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

C. Contractor shall provide a minimum match of $93,000, as 
approved in the budget (refer to Exhibit "B"). Failure 
to meet this requirement shall result in a reduction of 
budget or termination of contract. 

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

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

:15Af 1().s 
TM 

A. Contractor shall use the standardized forms provided by the 
City for reporting purposes (Exhibit "C," hereby incor­
porated by reference). If additional forms are deemed 
necessary, said forms shall be developed, forwarded, and 
training sessions scheduled. 

N/A B. Required program reports shall be submitted by 3 p.m. of the 
fifth (5th) working day of each month. Reports shall be 
completed accurately in conformance with the guidelines and 
monitoring directions provided by the City. Program reports 
which are noc received by the time specified shall result in 
delayed reimbursement. 

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

D. Contractor shall maintain for a minimum of three (3) years 
all fiscal and program reports, including statistical 
records, and shall provide these reports at times and in 
the form prescribed by the City. In the event of dissolu­
tion 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 the serv­
ices 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 any staff directly or indi­
rectly 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 Of:.e (1) copy of all 
formal documents produced under this contract. 

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

I. Contractor shall submit to the City, prior to commencement 
of this contract, except where one is already on file, its 
current: 
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-Personnel policy which sets forth procedures for 
hiring, firing, grievances; and identifies all 
paid holidays; 

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

-Articles of Incorporation and By-Laws; and 

-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 

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 the provisions 
as set forth in this contract. 

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

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

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

G. City shall conduct on-site contract and facility reviews 
in accordance with a schedule developed by City. 

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

SECTION VII: COMPENSATION - METHOD OF PAYMENT 

A. Total compensation under this contract shall not exceed 
$221,375. 

B. An advance shall be made to cover the cost of the Contrac­
tor's initial expenses for operation, not to exceed the 
sum of $0, upon receipt of a written request from the 
Contractor. 
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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 supporting 
documentation attached. All supporting documentation shall 
be annotated with the check number, budget line item number, 
service category, and funding source. Reimbursement requests 
shall be received by the fifteenth (15th) working day of each 
month. Reimbursement requests not received by the specified 
time shall be delayed and processed for payment the follow­
ing month, or may result in suspension or in termination of 
contract. (Please note that suspension means that any ex­
penses incurred during this period shall be the sole responsi­
bility of the Contractor.) Payments shall also be delayed, 
if the required program reports are not received by the 
specified time. 

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

E. Advances shall be recovered against expenditures in accord­
ance with an established schedule developed and distributed 
by the City. 

F. All payments made pursuant to this contract are subject to 
post audit. The City shall perform spot audits at their 
discretion any time during the contract period. Contract 
costs disallowed by the City shall be the sole responsi­
bility of the Contractor. If a contract cost is disallowed 
after reimbursement has occurred, the Contractor shall 
promptly repay the City. Retention of advances shall be 
predicated upon timely submission of reimbursement requests. 

G. All funds received from the City shall be used by the Con­
tractor as set forth in the budget (refer to Exhibit 11 B11

). 

Funds not used shall be returned promptly to the City at 
the end of the budget period. Any costs incurred by the 
Contractor over and above the agreed sums, as set out in 
the budget, shall be at the sole risk and expense of the 
Contractor. 

H. The operating budget may be amended, provided the full cost 
does not exceed the amount stated in the contract. Budget 
amendments shall not become effective until the Commissioner­
in-Charge has given written approval and filed the approved 
document with the City Auditor. Budget overruns of five 
percent (5%) or $1,000, whichever is less, are allowable 
without a budget amendment on all line items within the 
Materials and Services category, excluding Out-of-Town 
Travel. These line item overruns shall be compensated for 
within the same category. 
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I. Budget amendments shall not be accepted during the last 
quarter of the budget period {April 1 through June 30). 

J. All items with a purchase price in excess of two hundred 
dollars ($200) per item, hereunder, shall be for cash and 
not include any credit terms, and shall be reported to the 
City within ten (10) days, tagged by the City, included 
in the City's Property Control, and shall be the property 
of the City. Contractor shall maintain a current log (refer 
to Exhibit C) and copies of these logs shall be submitted 
with the final reimbursement. All non-expendable items 
shall be returned to the City wlLhin ten {10} days afte~ 
contract termination. 

K. Contractor shall also maintain a current log (refer to 
Exhibit C) of all non-consumable supplies purchased under 
this contract. Non-consumable means items with a minimum 
value of twenty-five dollars ($25) per item and a maximum 
value of two hundred dollars ($200) per item. Copies of 
these logs shall also be submitted with the final reim­
bursement. All such items shall be returned to the City 
within ten (10) days after contract termination. 

SECTION VIII: GENERAL CONDITIONS 

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

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

(1) that all persons handling funds received or dis­
bursed under this contract are covered by a 
Fidelity Bond in the amount of $10,000 or 100% of 
the estimated sixty (60) day cash flow, which­
ever 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 party and protect­
ing the City, its agents, and employees from claims 
for damages arising in whole or in part out of the 
performance of this contract; 

(3) that all property and equipment purchased or re­
ceived by the Contractor pursuant to this contract 
is insured against fire, theft, and destruction; and 
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(4) that the above policies of insurance are in force 
and shall not be cancelled without thirty (30) days 
prior notice to the City; 

(5) that the Contractor has qualified (a) as a direct 
responsibility employer under ORS 656.407 (Workers 
Compensation), or (b) as a contributing employer 
under ORS 656.411, or (c) if the contract is to be 
performed without the assistance of others, that 
Contractor has signed a joint declaration with the 
City that the services are rendered as an independent 

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

D. If approved as self-insured by the City Attorney, the Con­
tractor shall deliver to the City Auditor, in lieu of a 
Standard Liability insurance policy, evidence that it 
agrees to hold harmless, defend, and indemnify the City, 
its agents, and employees from any and all claims for 
damages arising in whole or in part out of the performance 
of this contract. 

E. 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 speci­
fied, documents submitted to the City shall be regarded 
as received when delivered to the Human Resources Bureau. 

F. Compensatory time accrued by an employee performing serv­
ices under this contract shall be taken within the budget 
period to be charged as a contract cost. Time not taken 
within this period shall become the sole risk and ex­
pense of the Contractor. This condition only applies, 
if compensatory time is indicated in the Contractor's 
Approved Personnel Policies and Procedures. 

G. Upon termination (cash-out) of any employee performing 
services under this contract, a maximum of two weeks 
accrued vacation time shall be an allowable reimburse­
ment cost. Time in excess of the two weeks maximum shall 
be the sole responsibility of the Contractor. 
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FY 81-82 

H. It is expressly understood and agreed by both parties, here­
to, 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 a third party arising out of, or in connection with, the 
services to be performed by the Contractor under this con­
tract. 

SECTtON IX: SPECIAL CONDITIONS 

A. 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 ses­
sions (24 hours) per month. 

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

C. In performance, hereof, the Contractor shall comply with the 
provisions of the "Non-Discrimination on Basis of Handicap," 
Section 504 Assurance of Compliance of the Rehabilitation 
Act of 1973 (refer to Exhibit "A"). 

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

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

F. Contractor shall enter into written agreements with the 
other Portland/Multnomah Area Agency on Aging service pro­
viders to specify and clarify procedures of coordination. 

G. The Contractor shall give preference in the delivery of 
services to older persons with the greatest economic or 
social need in accordance with priorities and definitions 
provided by the City. The methods for giving preference 
may not include use of a means test. 

H. The Contractor shall, in the event resources are not avail­
able to provide a service, document the situation, inform 
the person of the problem, and place the person on a wait­
ing list, prioritizing clients relative to those in 
greatest need of said services. Documentation shall be 
submitted quarterly to the City. 
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(1) provide each older person with a free and voluntary 
opportunity to contribute to the cost of the service; 

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

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

(4) use all contributions in accordance with OEA Policy 
and Procedures Manual~ P~r-t. III, 5ection 23, "Income 
Definitions and Match;" 

(5) assure that no older person is denied a service be­
cause the older person will not or cannot contribute 
to the cost of the service; and 

(6) not require older persons to disclose information re­
garding income or resources as a condition for pro­
viding services. 

J. Contractor shall co~tinue or initiate efforts to obtain 
support from other sources. 

K. The Contractor agrees that a written request for modifica­
tion which results in a reduction in the number or type 
of services may result in a reduction of funds available 
from the City under this contract. 

L. Contractor shall submit copies of logs which list non-
expendable ($100 or more per item) and non-consumable 
(minimum value of $25 to a maximum value of $99.99 per 
item) items from your previous contracts by August 31, 
1981. 

M. No employee of the Contractor or member of the Contractor's 
governing board or body or persons who exercise any respon­
sibilities under this contract shall participate in any 
decision relating to this contract which affects his out­
side, personal pecuniary interests. 

N. Contractor shall notify the City of any change in operating 
hours or closure of the agency for any reason other than 
those holidays which are designated in the contract by 
9 a.m. of the date of change or closure. 

o. Contractor shall submit any corrections to monthly program 
reports and client tracking documents no later than 90 
days after the end of the quarter during which the service 
occurred, with the exception of year end close out. Any 
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corrections to fourth quarter program reports and client 
tracking documents must be submitted within 30 days from 
the end of the contract period. 

P. 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 the 
Contractor's staff under this contract and the staff person 
to whom official correspondence regarding performance under 
this contract shall be sent. 

Q. City shall provisionally accept Contractor's rate proposal! 
subject to a pre-award survey to be conducted by an autho­
rized representative of the City. 

R. Contractor shall submit with the final reimbursement 
request a report showing total expenditures by line item. 

S. Contractor shall conduct a survey of nutrition partici­
pants receiving transportation services on a quarterly 
basis, and submit an unduplicated count report on the 
eleventh (11th) working day after the end of each quarter. 

T. Contractor shall submit to the City in tape form required 
monthly reporting information on client services compati­
ble with the City's format, by 8 a.m., on the eleventh 
(11th) working day. 

SECTION X: CONTRACT MODIFICATION 

Contractor may request changes in the contract by submit­
ting a written request in accordance with City procedures 
(refer to Exhibit "C"}. Min,:Jr changes shall not become 
effective until the Commissioner-in-Charge has given writ­
ten approval, and the approved document is filed 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 
Auditor. 

SECTION XI: CONTRACT ASSIGNMENT 

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

B. In the event the City decides to assign its interest in 
this contract, in whole or in part, the City shall give 
written notice of the assignment to the Contractor ten (10) 
days prior to the assignment. 
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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 certi­
fied 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 ent i_t led 
to reimbursement for allowable costs incurred up to the 
date of the terms of this contract. 

SECTION XIII: SIGNATURES 

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

APPROVED AS TO CONTENT 

By 5-nm E ;±t 1(2 '\..,VvvL 
Executive Director 

APPROVED AS TO FORM 

By 
City Attorney 

CONTRACTOR 

By 
Authorized Representative 

CITY OF PORTLAND 

By 
Commissioner of Public 
Utilities 

By--------------
City Auditor 
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. 
I, AGING SERVICES TRANSPORTATION PROJECT 

.... -------------------------------------------
2. Tvpr. of ,i.~p 1 ~ cut i 0n ( check one) ne:H_X_ Conti nui n~--

- --·-------------------------------------------- -

3. Applicant ~sency: 

Nan~e --------------------Tri-Met 

Address -------------------4012 S.E. 17th 

Portland, Oregon 97202 

Phone Nu~ber 238-4879 

Project Di rector Park Woodworth 

Official Authorized to Bind Agency James E. Cowen -----------
Fin~ncial Officer ______ Ja_..m..._e ___ s ____ Ma_.,s._o __ n _________ _ 

4. Contract ?eriod: From July 1, 1981 To _____ J __ u __ n ___ e _3 __ 0 ..... ,~l _98_2 __ _ 

5. Budget ?c:: ti od: From July 1, 1981 To __ J __ u_ne ___ 3_0"""",_l;._9_8_2 __ 

6. City s~~port Requested $221.375 ___ __._ _________________________ _ 
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PROJECT NARRATIVE 

1. Summary of Project 

VuCJU.be. ht 300-400 wo1r.do the p11.oje.c.t plan p1tue.n.te.d ht thl.6 a.ppUc.ation. 
The M.unma.Jc.y 1,houi.d be a.b.f.e to 1.,.ta.nd by -luei.6 M a c.le.a1t and comple,te de-
1., CJr.1.pUo n co the. pJto j ect. 

Addltu1.,: 

- S.ta.,teme.nt on P,toblem {PJI.ov.lde. ct c.onwe. duCJci.ptlon 06 .the. c.ondltlon6 
a.nd plI.o blem6 :t.o oiaddltu;., ed by the. pM j e.c:t.. L1l> e qu..a.n.ti.6.la.ble, me.M-
UJr:.a.b.f.e. teJUn.6.) \ 

- PM j e.c:t Go a.l-5 { Sta..te the in;te.nt o 6 the. pM j ec.:t ta c.ha.ng e, Jtedu.c.e., OIL 
ellmlna.te. :t.he pMblem (-6) lde.YLUM,e.d a.bove..) 

- StJta.:t.egi.v., 0oJc.. Velivvung SVt.v-lc.v., (VuCJU..be. the ge.ne.JLal. appMac.h to 
me.e.llng the. goili ;.,,ta.,te.d above.. 

The elderly make up over 12.6% of the people in Multnomah County. As a group they take 29% 
fewer trips than the non-elderly. The disabled elderly are severely transportation handi­
capped, and a substantial proportion are unable to drive or use regular transportation 
services. The goal of this project is to reduce the problem by providing 28,314 social 
service trips and 52,395 nutrition trips which would not take place without the project. 

The Tri-County Metropolitan Transportation District of Oregon (Tri-Met) will provide, 
administer and coordinate transportation services for the elderly in Portland/Multnomah 
County, subcontracting where necessary and appropriate, the delivery of transportation services 
to other qualified providers. 

Tri-Met has developed, in cooperation with the City of Portland, Multnomah County, and Special 
Mobility Services, Inc., a Special Needs Transportation service plan that will serve the 
county's elderly and handicapped residents. This plan will utilize the resources of Tri­
Met, Special Mobility Services, Inc. (SMS), Multnomah County Community Action Agency (MCCAA), 
and local taxi cabs. To provide a coordinated special transportation service throughout 
Multnomah County, the county has been divided into two areas with each provider responsible 
for serving those AAA clients residing in its service area: SMS - Multnomah County west 
of the Willamette River and east of the Willamette River to 122nd and north of Burnside 
(approx. 69% of the AAA clients); MCCAA - east of the Willamette River south of Burnside 
and east Multnomah County (approx. 31% of the AAA clients). The nutrition sites will 
continue to be served by the same provider as today, namely SMS. 

All case management related rides will be distributed monthly through the AAA Service 
Districts based upon the percentage of case management needs served by each senior center. 
Rides will be for medical, shopping, personal business and recreational purposes. The 
eligible population wilJ be certified by the AAA through its service districts. Appointment 
for the services will be made by the service district counseling system. 

The nutrition rides will be distributed throughout the nutrition project sites in Portland/ 
Multnomah County in a manner mutually determined by Tri-Met, the nutrition contractors, 
nutrition transportation sub-contractors and the Area Agency on Aging. 
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2. Service Area, Target Population, and Eligibility Criteria for Service 
. . 

VuCJUbe. the ~Vtvic.e. aJZ.ea :t.o be cove.JLed by :thL!) p,wje.ct a.nd -the. taltge-t 
popula,U.on 6oll. e.a.ch .6Vt.vic.e to be ptt0vided. Explaht how ea.c.h taJtge.t 
populatlon wlU be ide.ttt.i.6,i.e.d. Sta.te. the. W-g-lW-liy CJLUvu.a to be. 
u;t,U,lze.d noJt each .6VtV..i.c.e. plLOvide.d a.nd -the. me;thod nM. a.ppe.a.l Olt. exce.p-
ti.on.. 

Service Area: Portland/Multnomah County 

Target Populatior.: The target population for transportation services 
will be persons 60 years and older who li".'"e in Portland/Multnomah 
County, who lack access to private transportation, and who cannot 
use the existing mass transit system. 

Eligibility Criteria: Eligibility to be determined by referring 
center. 
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PERFORMANCE 
INDICATORS PROGRAM ELEMENTS/STAFFING PATTERNS 

To increase access to I Number of rides by site 
congregate nutrition sites 
through the provisions of 
57441 one-way rides to l Number of individuals by 
nutrition participants to site. 
and from meal sites and 
grocery stores during the I YTD individuals by site 
period 7/1/81 through 
6/30/82. 
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1. Monitor and provide consultation services to subcontracted 
service providers. 

Staff: Planner 2 - .05 FTE 

2. Inform aopropriate agencies of existence of program, purpose 
and referral process. 

Staff: Planner 2 - .025 FTE 

3. Develop program policies. 

Staff: SNT Manager - .025 FTE 

4. Maintain funding sources. 

Staff: SNT Manager - .025 FTE 

5. Develop service contracts. 

Staff: SNT Manager - .025 FTE 

6. Process billings and reports. 

Staff: Accountant - .025 FTE 
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PERFORMANCE 
f:.' 030FCTIVE INDICATORS PROGRAM ELEMENTS/STAFFING PATTERNS 

·~ 
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L. 

To improve access to avail· 
able community services 
and activities through 
the provision of 33,208 
one-way rides to AAA 
service agencies during 
the period July 1, 1981 
through June 30, 1982. 

:> 
I 
Ul 

Information necessary to 
implement LOOS monthly. 

1. Monitor and provide consultation services to subcontracted 
service provider. 

Staff: Planner 2 - .05 FTE 

2. Inform appropriate agencies of exi5tence of program, purpose, 
and referral process. 

Staff: Planner 2 - .025 FTE 

3. Develop program policies. 

Staff: SNT Manager - .025 FTE 

4. Maintain funding sources. 

Staff: SNT Manager - .025 FTE 

5. Develop service contracts. 

Staff~ SNT Manager - .025 FTE 

6. Process hillinqs and reports. 

Staff: · Accountant - . 025 FTE 
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EXHIBIT A 

. 4. Center Organization (~Jt..le6ly d~6~ube. the. ~ta66,lng pa.:Ue.,~r., opvr..a.tlng 
hou.Jt,6, and on 6,{.e-i.al. h0Uda.y1.,. Pe6w.be 1:>a.6UlJ a.nd a.cc.oun.ta.bili;t.y pM­
c. e.clu.Jr.u 1teg a..ttcli.ng c.int eJt c.o vVtag e a.nd em eJtg e.nci.u • ) 

The staff of the Tri-Met SNT program will consist of a manager and two 
service planners. The operating hours are 8:30 - 4:30 Monday through 

1-.54 ~~r 
TM 
81-82 

Friday. Holidays observed are New Years Day, Meroorial Day, independence Day, 
Labor Day, Thanksgiving Day, and Christmas Day. A system is being 
developed to transfer all transportation emergency calls to a cab company 
open 24 hours per day, 7 days per week, including holidays. 

A-6 



EXHIBIT A 

5. .Contracting Agency ·Involvement (Vuc.u.be. .t,uppolvt ~Vtvi.c.u to be. plto­
vi.ded 601I . .trvu pJtOje.ct. VMcu..6-b the Jz.ole 06 the. conbtae,t,.i.ng age.n.cy in 
the a1te.a.h on 6trnd-1tcti.l,,i,ng, a.dvocac.y, and p1tov . .Ui.on. of; -5uppotr.t .6e1t.v-l.c.u 
to the Ce.nteJt. p1L091tam.} 

The contracting agency wi 11 develop policies for the LIFT program; contract 
with service providers, monitor service and provide reports. This is part 
of Tri-Met's comnitment to act as a planner, coordinator, funder and broker 
for special transportation in the Tri-County area. 

A-7 
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EXHIBIT A. 
j i::~ (f?"l~<.. 

c·, TM·' '-~ 

6. Community Participation (Ve.oCJLlbe. the. cLt.<:zc.>t invol.veme.nt ..i.n plannlng 
.t~ p-'to j ect a.nd the. u:a.tjf.> .the. c.ommun.it.y w.iU be. ..i.nvolve.d bt the. p1t.oj e.ct' .6 
oper.a.t.i.o n. Vu CJU.b e .1,,ta 6 6 , AdvilJ 01u1 C 01mul., a.nd Coll.po 1tate Boevtd 1t.el.a.-
Uo nJ.> fu.p~.) 

81-82 

The LIFT program has been a major topic of several Tri-Met advisory committees 
and public hearings. It represents a major part of the 504 transition 
plan approved by Tri-Met, METRO, and UMTA. The community will continue to 
be involved in part through the 504 Citizen Advisory Committee and in part 
through mailings -and ptiblic hearings. 

The Tri-Met Board is responsible for the overan operation of the a9ci1~:/ 

including the LIFT program. 

The 504 Citizen Advisory Committee is an advisory committee to the Board. 
LIFT staff are the staff to the 504 Committee and are responsible for the 
day to day operation of the LIFT program. 
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1 S:Al 00t::: 
EXHIBIT A - ·.. TM '·" 

7. Coordination (VuCJ-~be the. c.ooJr.cli.na.:li..on 06 thi.o pJtoject wU:h othett 
c.ommun.Uy oJtga.rti.za.tioYL& a.nd .6:to.:t.u:t.otty a.genclu ...i.n the. .6e.,,tv-i.c.e Me.a. 
BJu.e.6ly ciu.,c.CL~.6 pJtogJtam a.nd ~Vtv...i..c.e exc.hangu ~hc:t _ma.y cc:c:uJt.. Ide.n­
li..ntJ 1,ta.6 6 po-6lti.On.6 Jte.6pOn6-<.ble 6ott thu e. a.cli.v,i;liv., • l 

A major purpose of the LIFT program is to coordinate special transportation 
among various organizations. We presently have contracts or operating 
agreements with State, Regional and local governments, as well as direct 
service connecti o.ns to corrmunity based centers and groups. The programs 
run from planning to service to information. The SNT Manager is responsible 
for planning and contract functions wh~le a Planner 2 wil~ ~e respo~~~~1e 
for service and information functions. 

A-9 
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EXHIBIT B 

Budget and Attachments 
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EXHIBIT B 

1. Funding ~ecap (List all sources of funding by amount and source 

including USDA) 

a. City Support Requested 

Title II!-8 

City/County General Fund 

Su btota 1 

Required Match (Cash and/or I nkind) 

Program Income 

Su btota 1 

0 ther R esou re es : 

Source of revenue: Tri-Met G.F. 

Funding source: Title III-B 

Service category: Social Service Rides 

Administration: 5006 ---------
Service: 

To ta 1 

Source of revenue: Tri-Met G.F 

Funding source: City County G.F. 

Service category: Nutrition ---------
Administration: -u.,SC ...... Q ...... 6,__ _____ _ 

Service: 

Total 

$130,010 

91,365 

$221,375 

93,000 

2 000 

$316,375 

Cash In-Kind 

I XI I I (one on 1 y) 

S 5,006 

$ 5,006 

·t r:;;,.,t; (I\ r. ,­- t.™ _, :; 
81-82 
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Cash In-Kind 

Source of revenue: -------- I I I I 

Funding source: 

Service category: 

Admi ni st rat ion: 

Service: 

Tota 1 : 

Source of revenue: -------- L! I I 

Funding source: 

Service category: 

Administration: 

Service: 

Tota 1: 

Source of revenue: --------
Funding source: 

Service category: 

Administration: 

Service: 

Total: 

Source of revenue: /-/ / / ---------
Funding source: 

Service category: 

Administration: 

Service: 

Total: 

Subtotal : 

TOTAL 

B-3 

EXHIBIT B 

$ 

$ 

1 s~ qn,­
- - T:r .. { ... -. -; 

81-82 

-------

$ ______ _ 

$ _______ _ 

$ 10,012 

$ 326,387 

6/9/81 



b. FIJNDWG STATEMENT: (Briefly describe the duration of funding 
from each source of match and other resources listed above) 

Match and other resources are obtained from local portions 
(farebox revenue and payroll tax) of the-Tri-Met general fund. 
The funding is ongoing. 

.r 

Statement of Certification 

The information provided herein is, to the best of my knowledge, certifiable 
and correct. 

Revised 3/24/81 
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-
AGING SERVICES TRANSPORTATION PROJECT 

-~ r:--, '" ') 
EXHIBIT B .. _.,. Ti-1' ·t°; 

TRI-MET APPROPRIATION UNIT 81-8 2 
7 /1 /81 - 6/30/82 LINE ITEM WORKSHEET 

-

Title III-B C/C Gen.Fund CIC Gen.Fund Total Cash Match 
Social Svc. Social Svc. Nutrition City Social Service 

Code OhJect Title Rides Service< Rides Services Rides Services Support Rides Services 
- - --

, 10 Full-Time Emptovtts _,_ 
. -- -·-• -

120 Psri-T,me EmployHS 

1JO Fedtr al Program E nroll"1 
--

140 Overtime 
160 Premium P11y -
170 Benefits 

190 L111-Labor Turnover i 

I I 

100 Total i-ersonai S.n,ic:.5 0 0 0 0 I 0 
I 

210 Profnsional Services I 

i 
220 Utilities i 

-· l 230 Equipment Rental 

2-40 Repair & Maintenance 1 

260 Miscellaneous Service1 l 30,010 11,275 74,090 221,375 .J/,567 
310 Off ice Supplies ! 

320 Operating Supplies 

330 Repair & Maint. Supplies i 
340 Minor Equipment & Tool1 I 

i 

350 Clothing & Uniforms I 
-· 

380 Other Commodities- E )( ternal I 
410 Education 

420 Local Tr11vel ' 
430 Out-ol-lown Travel ! f 

uo $pact Rental ; ! -
4511 lnteres1 i i ----- ! : 460 Refunds ; --L--•·--

471) Retirement System Payments i i 
·--

491) Miscellaneous : I 
510 Fleet Services ; i 
520 ?rinting Services I i ; 

53() Distribution Services i 
540 Electronic Services r I 

I 

560 Data Processing Services ! 
56') Insurance ; ! 
570 Telephone Services I 

' I 

580 Intra-Fund Services l 
590 Other Serv,ces-1 nter nal i 

I , 
200-

221,375 soo 
Total Materials & Ser-vices 130,010 17,275 74,090 

I 
67,567 

; 

-
610 Land I 
620 Buildings ' 

630 Improvements I 

l ·- -
640 Furniture & E Qu 1pment i -

I 
fi()t) Total Capital Outlay 0 0 0 I 0 0 

-- -
...___ __ I 

70,) Other i 
I 
I 

I 
•·-···-- --· - - ··--- -· -~~--r TOTAL i30,0i0 i 7,275 221,375 67,567 /4,U~U 

6/9/81 
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AGiNG SERVICES TRANSPORTATION PROJECT 
-!t:;/Jon. 

EXHIBIT rt··.-_ TM' 'S 
TRI-MET APPROPRIATION UNIT 81-8 2 

7 /1 /81 - 6/30/82 LINE ITEM WORKSHEET 
.. 

Cash Match Prog- Pros. Income Total 
Nutrition Total Income Social Nutrition Program 

Code Oh1ect T ,tie 
Rides Sel'Vi ces Match Svc. Services Services Income 

- ---- --
110 Full-T,me EmployNI 

·-- --
120 Psn-T,ma Employns 

t30 Federal Program EnrollNI --
140 Overt•~ 

160 Premium Pay 
-

170 Btnefits 

190 Lesa-Labor Turnover 

100 Totll ,enonal S.rvi~ I 0 " 0 0 0 V I I I i 
210 Proftu1onal Services ! I : I 
21.0 Utilihes I I ] 

l -·-
230 Equipment Rental ! ! 
240 Repair & Maintenance ! I 
260 Miscellaneous S.r-vices 25.433 93 .. 000 1 .. ooo I 1 .. 000 ! ?.000 l ; 
3l0 Office Supplies i ! 
320 Operating Supplies I : ; I 

330 Repair & Maint. Supplies l i 

340 MinOf Eau,pment & Tools \ ! ! 

350 Cloth•~ & Uniforms I ( i I ---
380 0th.., Commoditie1-Exttrnal i 

I 

410 Education ! 
420 Local Travel l 
430 Out-of-Town Trawl 

440 Spec~ Rental : I -
4511 lnttresi 

------ i I 

460 Reh:!"ds I ! I - --
471) Re:i~ttr'lant System Payments I i 
491) Miscel taneou s i ! i I 

510 FIN! Services i ...__ 
520 Printing Services I \ 

! I i 
530 Distribution Services i ' i 

540 Electronic Services i I I 

I i 

560 Data Proctuino Services I 

561) lnsuran<:e : ! 
570 Ttlte>hone Ser.,,1ces \ 

580 Intra-Fund Str-v1c11 I ! I 
590 0th~ Serv,ce1- Internal i 

200- I 
500 

Totat M1teri1l1 & S.rvi~• 25,433 93,000 1,000 1,000 2,000 
- ! 

6l0 Land I 

620 Bu1ki1ngs ! 
I 

630 lmpro.,,ements I f -- - ! 
640 Furniture & EQu1pment I 

I -
I l 

f1()1J Total Capital Outlay l 0 0 0 0 0 I 
I 

-- ------- I 

70,J Other 

I 

--•-----· -- . - ----

TOTAL 25,433 93,000 1,000 1,000 2,000 

B-6 6/9/81 



AGING SERVICES TRANSPORTATION PROJECT 
4 

TRI-MET APPROPRIATION UNIT 81/ 
7/1/81 - 6/30/82 LINE ITEM WORKSHEET 

EXHIBIT B 

. -

Other Re- Other Re- Total Total 
sources sources Other City 

Nutrition 
Code 0t,1ect T Hie 

Social Svcs. Resources Contract 
21.~rni n _ Admin. i --,-io l Full-Time EmployHI 4.353 4.353 8.706 

: 
8. 706 

Pert-Time Employ;; -120 
--.-

I 

130 Federal Program EnrollNI --,40 Overtime 

150 Premium Pay J --
170 Benefits 653 653 1,306 I 1,306 
190 Len-Labor Turnover : 

I 

I 
100 Total P9r10oal S.nic:es 5,006 :>,006 , I"\ (\, ? 

~w, I....,.....,_ 
i 

10,012 

' 
210 Profnsional Sflfvicts 

220 Utilities I -·-
230 Equipment Rental I ' 

240 Repair & Maintenance 

160 Miscellaneous Servicu ! 316,375 
310 Office Supplies 

320 Operating Supplies ; 

330 Repair & Maint. Supplies 

340 Minor Equipment & Tools 

350 Clothing & Uniforms -· 380 Othtr Commodititf- E xtornel 
J 

: 
410 Education ' 
420 Local Travel l 
'30 Out-of-Town Travel I 

- ---~--"o Spece Rental i ; 

I -
4511 lnteres1 

-----
460 Refunds : i 

-
471) Retirement System Payments 

4911 Miscellaneous 

510 Fleet Services ) 

520 Printing Ser\11ces [ 

530 Oistribut ,or. Services 

540 Electronic Services I 
I 

I 

560 Data Proceu1ng Services ; 
561) Insurance I 
570 T1leohone Service, 

580 lntr1-Fund Services I 

! 

590 Other S1rv,ce1 Internal 

200. 0 0 0 I 
Totel Materials a, Servic• I 316,375 

500 I l i 

610 und 

620 Buildings i f 
i 

630 Improvements l ! -- -
640 Furniture & EQu1pment ! ; 

---
I 

A()!) Total Capital Outlay 0 l 0 0 0 

I -- -
l ··--

70) 01her 
I ··------· -- ... 
f --·- -·-----

TOTAL 506 

I 
506 . 10,012 326,387 
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CONTRACT NO. 

CONTRACT BUDGET JUSTIFICATION 

PERSONNEL 

EXHIBIT B 

DATE 6/9/81 ------------- ----------
PROJECT TITLE Aging Services Transportation Project 

AGENCY Tri-Met ---------------
FUNDING SOURCE Other Resources 

Social Service Rides Administration 
Service Category if applicable, 

------------

I l 
(A) Number (B) Position or Title (C) Monthly ( D) % of 

1 
( E) Number (F) Cost 

of Persons Sa 1 ary Rate ( Full- time on of Months (AX C X D X 

time equivalent) Project on Project 

\ 1 Manager, SNT 2,268 7.5 12 2,041 

1 Planner 2 1,861 7.5 12 1,675 

1 Accountant 2,123 2.5 12 637 

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

SUB-TOTAL, FERSONNEL 4,353 

15 * 1~ FRINGE BENEFITS 653 

TOTAL, PERSONNEL 5,006 
~ Indicates fringe benefits as a percent of 'Sub-total, Personnel• 

6/9/81 

E' 
' 

I 

I 

I 



CONTRACT BUDGET JUSTIFICATION 

PERSONNEL 

,..".' ~ - 0" 
EXHIBIT B .... · __ ; TM 1 ~s 

81-82 

CONTRACT NO. DATE ___ 6_/_9! ___ 8 __ 1 ____ _ -------------
PROJECT TITLE Aging Services Transport~tion Project 

AGENCY ----------------Tri-Met Nutriti 
Service Catego 

FUNDING SOURCE Other Resources ------------

! I , ' I 
(A) Number (B) Position or Title {C) Monthly (D) % of (E) Number (FJ Cost ~ 

\ 

of Persons Salary Rate (Full- time on of Months (A x C x D x E 
time equivalent) Project on Project 

I 
I 

1 Manager, SNT 2268 7.5 12 2041 
------+-----------j~-------+------+-----+--------t 

1 Planner 2 1861 7.5 

1 Accountant 2123 2.5 

SUB-TOTAL, PERSONNEL 

15 * % FRINGE BENEFITS 

TOTAL, PERSONNEL 
~ Indicates fringe benefits as a percent of 'Sub-total, Personnel• 

B-9 

12 1675 

12 637 

4353 

653 

5006 
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CONTRACT BUDGET JUSTIFICATION 

MATERIALS AND SERVICES 

CONTRACT NO. -------------
·PROJECT TITLE Aging Services Transportatton Project 

EXHIBIT B 

DATE 6/9/81 

AGENCY Tri-Met --------------- Social Service Rides/Services 
Service Category (if applicable) 

F1JNOTN6 SOURCE Title III-B ------------

TM 
81-82 

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

206 Miscellaneous Services: 

20,001 one way rides to City of Portland 
AAA clients at $6.EO per ride. Late carcel 
equal one quarter ride ($1.62-1/2), no 
shows equal one half ride ($3.25). 

130010 



EXHIBIT B 

CONTRACT BUDGET JUSTIFICATION 

MATERIALS AND SERVICES 

CONTRACT NO. ------------- DATE _____ 6_/.....,9/_8_1 ____ _ 

'PROJECT TITLE Aging Services Transportation 

AGENCY Tri-Met Social Service Rides/Services ---------------
FUNDING SOURCE City/County General Fund 

Service Category {if appl kabl e) 

CODE 

206 

DESCRIPTION OF ITEM AND BASIS FOR EVALUATION 

Miscellaneous Services: 

2,658 one way rides to City of Portland 
AAA clients at $6.50 per ride. Late cane s 
equal one quarter ride ($1.62 1/2), no 
shows equal on~ half ride ($3.25). 

ITEM TOTAL CATEGORY TOTAL 

17,275 



CONTRACT NO. 

CONTRACT BUDGET JUSTIFICATION 

MATERIALS AND SERVICES 

-------------
·PROJECT TITLE Aging Services Transportation 

EXHIBIT B T:J.5190~ 1•.1 . . ...., 

81-82 

DATE ___ 6~/~9L~8~1 ___ _ 

AGENCY Tri-Met Nutrition Rides Services ----------------
City/County General Fund 

Service ategory if appl icab e 
FUND I NG SOURCE ------------

CODE 

206 

DESCRIPTION OF ITEM AND BASIS FOR EVALUATION 

Mi see 11 aneous Services: 

42,337 one way rides to nutrition project 
participants, to and from nutrition sites 
and grocery stores, at a cost of $1.75 
per ride. 

ITEM TOTAL CATEGORY TOTAL 

74,090 



CONTRACT BUDGET JUSTIFICATION 

MATERIALS AND SERVICES 

CONTRACT NO. -------------
·PROJECT TITLE Aging Services Transportation 

EXHIBIT B 

DATE 6/9/81 -------------
AGENCY Tri-Met Social Service Rides/Service --------------- Service Category (if applicable) 
FUNDING SOURCE Ca3h Match 

CODE 

206 

------------
DESCRIPTION OF ITEM AND BASIS FOR EVALUATION 

Miscellaneous Services 
10,395 one way rides to City of Portland 
AAA clients at $6.50 per ride. Late cance~ 
equal one quarter ride ($1.62 1/2), no 
shows equal one half ride ($3.25). 

ITEM TOTAL CATEGORY TOTAL 

67,567 



CONTRACT NO. 

CONTRACT BUDGET JUSTIFICATION 

MATERIALS AND SERVICES 

-------------
PROJECT TITLE Aging Services Transportation 

Exhibit B 

DATE __ --¥,6/_,9""'-/...,_SJ...__ ____ _ 

AGENCY Tri-Met _____ __.;.,.:....:,_~~------- Nutrition Rides/Services 
Service Category (if applicable) 

FUND IN 6 SOURCE Cash Match --------------

CODE 

206 

DESCRIPTION OF ITEM AND BASIS FOR EVALUATION 

Miscellaneous Services: 

14,533 one way rides to nutrition project 
participants, to and from nutrition sites 
and grocery stores, at a cost of $1.75 per 
ride. 

ITEM TOTAL CATEGORY TOTAL 

25,433 



CONTRACT BUDGET JUSTIFICATION 

MATERIALS AND SERVICES 

CONTRACT NO. -------------
·PROJECT TITLE Aging Services Transportation Project 

EXHIBIT B :::.~905 
81-82 

DATE 6/9/81 

AGENCY Tri-Met Social Service Rides Service --------------- Service ategory if applicab e 
FUNDING SOURCE Project Income 

CODE 

260 

DESCRIPTION OF ITEM AND BASIS FOR EVALUATION 

Miscellaneous Services: 

154 rides to City of Portland AAA clients 
at $6.50 per ride. Late cancels equal 
quarter ride ($1.62 1/2), no shows equal 
one half ride ($3.25). 

ITEM TOTAL CATEGORY TOTAL 

1000 



CONTRACT NO. 

CONTRACT BUDGET JUSTIFICATION 

MATERIALS AND SERVICES 

-------------
'PROJECT TITLE 

EXHIBIT B 

DATE~_6_/_9l_81 _____ _ 

AGENCY 

Aging Services Transportation 

Tri-Met --------------- Nutrition Ridel/Services 
Service Categoryif applicable) 

FUND IN 6 SOURCE Program Income 

CODE 

206 

------------
DESCRIPTION OF ITEM AND BASIS FOR EVALUATION 

Miscellaneous Services 

571 one way rides to nutrition project 
participants, to and from nutrition sites 
and grocery stores, at a cost of $1.75 
per ride. 

ITEM TOTAL CATEGORY iOTAL 

1000 



Assurance of Compliance with 

11 Nondiscrimination on Basis of Handicap" 

Section 504 of the Rehabilitation Act of 1973 

EXHIBIT B 

Tri-Met (hereinafter ca 11 ed the 11Contractor"), HEREBY -----------
AGREES THAT it wi11 comply with "Nondiscrimination on Basis of Handicap 11 

Section 504, of the Rehabilitation Act of 1973, dated June 3, 1977, (here­
inafter referred to as Section 504) and procedures established by City of 
Portland, Human Resources Bureau, Aging Services Division (hereinafter 
referred to as the Area Agency on Aging - AAA). The regulation defines 
and forbids acts of discrimination against qualified handicapped persons 
in employment and in the operation of programs/activities receiving assist­
ance from the Department of Health Education and Welfare. The Contractor 
hereby gives assurance that it will immediately take measures necessary 
to effectuate this agreement. 

As an employer, the Contractor agrees to make reasonable accowmodation to 
the handicaps of applicants and employees unless the accommodation would 
cause the employer undue hardship, as defined in Section 504. This extends 
to all phases of employment including recruitment, selection and placement, 
compensation, promotion and transfer, disciplinary measures, demotions, 
layoffs and terminations, testing and training, daily working conditions, 
awards and benefits, and all other terms and conditions of employment. 

The Contractor shall submit to the AftA, for analysis and recorrmendations, 
copies of their affirmative action plan and personnel policies which in­
clude provisions that assure the following: 

1. No qualified handicapped person shall, on the basis of 
handicap, be subjected to discrimination in employment 
by the Contractor. 

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

3. The Contractor sha11 not participate.in a contractual 
or other relationship that has the effect of subjecting 
qualified handicapped applicants or employees to 
discrimination. 

B-17 
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EXHIBIT B 

4. The Contractor shall make reasonable accommodation to 
the knm•m physical or mental l imitations of an other~•,i se 
qualified handicapped applicant or employee. 

5. The Contractor shall not deny any employment opportunity 
to a qualified handicapped employee or applicant if the 
basis for the denial is the need to make reasonable 
accommodation. 

As a provider of community services, the·Contractor shall take appropriate 
steps in accordance with the established.procedures, to assure that no 
qualified handicapped person, because of the Contr~ctcr's facilities are 
inaccessible to or unable by handicapped persons, be denied the benefits 
of, be excluded from participation in, or otherwise be subjected to 
discrimination under any program or activity. The Contractor's programs 
and activities, when viewed in its entirety, will be readily accessible to 
handicapped persons. 

The Contractor hereby recognizes and agrees that an Assurance of Compliance 
with Section 504 is given in consideration of and for the purpose of obtaining 
any and all AAA contracts or other financial assistance extended after the 
date hereof to the Contractor by the AAA, including installment payments 
after such date on account of applications for AAA financial assistance 
which were approved before such date. The Contractor recognizes and agrees 
that such AAA financial assistance will be extended in reliance on the 
repre_sentati ons arid agreements made in this Assurance, and that the AAA sha 11 
have the right to seek judicial enforcement of this Assurance. This Assurance 
is binding on the Contractor, its successors, transferees, and assignees, 
and the person whose signature appears below is authorized to sign this 
Assurance on behalf of the Contractor. 

4012 S.E. 17th Avenue 
Portland, OR 97202 

Contractor's mailing address 
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ASSUHAr:cr OF COi·lPLI f\l lCE 

WITH THt CITY OF POfUU\i!D 

AFFIRMATIVE ACTIOU PLMl 

EXHIBIT B TM 
81-82 

1 S1i er),qt-
_. -,.~ 

_ Tri-Met (hereinJfter culled the "Contractor") 
nrnrnY AGf{EES THAT it 1.-1il1 comply \'Jith the City of Portland ;'...ffirmativr Action 
Plc1n ns $tc1tcd in City Ordinc1nce 144724, dated i~ovcrnber 10, 1977, and ~he Fed­
eral Guidelines contain~d in Revised Code 4 of the U. S. Department of Labor, 
to the end thut no person \·1ho applies for employc1ent she!ll, on the ground of 
race, color, religion, age, sex, national origin, or handic2p, be excluded from 
part i c i pa ti on i n , be d 2 n i e d the be n e f i t:; of , or be o then; i s e. subj e c t e d to d i s -
crimination under any program or activity for v;hich the Cor.tructor receives 
CHy of Po rt 1 and f i na nci a 1 assistance; and HEREBY GIVES ASSUR!-.:~C E THAT it \-:i 11 
iffmediate1y take any measures necessary to effectuate this agreement. 

The "equal er.:r.>loyment orportunity doctrine" is more than a directive prohibiting 
discriminatory practices; rather, it is a doctrine that requires positive meas­
ures to assure an equal opportunity for meaningful employment of those persons 
who h~ve been victims of discrimination. This doctrine extends to all areas of 
employrr:ent and to all relations with ~;~ployees, including recruitr.ent, selection 
and pla:ement, compensation, promotion and transfer, disciplinary measures, de­
motions, layoffs and tcr,ninations, testing and training, daily ~·,orking condi­
tions, awards and benefits, and all other terms and conditions of e~ployment. 
The Affirmative Action Plan calls for: 

1. An improvement of e~ployment opportunities for minority group persons and 
women in all employee classifications. 

. 2. An improvei71ent of career opportunities for minority groups and \•JCmer: employ­
ees. 

3. An increased a\·1areness of 11 institutional" biases through education and train­
ing to achieve its eradication. 

4. An explanation to minority group organizations of the prcgr2ms, employment 
and trainin~ opportur~ties, and the qualifications required for positions in 
the Contractor's organization. 

5. An active education program which will keep management, supervisors and em-
ployees informed of their social and civil rights and responsibilities. 

The Contractor hereby recc~nizes and agrees that an Assurance of Compliance with 
the City of rortland's !\ffirnwtive Action Plan is g·iven in consideration of and 
for the purpose of obtaining any and a1l City contracts or other financial assist­
ance extended after the date hereof to the Contractor by the City, including in­
stallment payn!~nts after such date on account of applications for City financial 
assistance ·~·:hich were apr,roved before such date. The Contractor recoonizes and 
agrees that such City financial assistc:nce will be extended in reliance on the 
representations and ugrc:·121~2nts made in this Assurance, and that the City of Port­
land shJll huvc the right to seek judicial enforcement of this Assurt1nce. This 
Assu, .. c1nce is binding on the Contractor, its successors, transferees, and assignees, 
and the person v:hose signt1ture aprc,:n-s be w is authorized to sign th·s Assuran ,.~ 
on beht1l f of the Contractor. 

Datcd ___ ,.;.../_,--+9/_j_i ___ _ 

4012 S.E. 17th Avenue General Manager 
{Contrc1ctor·'s mJiling oddrcss) 

Portland, OR 97202 
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Tri-Met 

--------~-----Portlund/r<wltnom2b Cm.:nt:-' has rcvic·ded 

the proposol for special transportation rides to be provided ----------------------
by ____ T_r_i_-_~'_ie_t_(t_r_1r_o_u~'g_h_su_b_c_o_n_t_r_a_c_to_r_s~) ____________ _ 

through contract with the City of Portland, Human Resources 
Bureau. Cor:t~l2nts ar'::! ~ttached. 

___ X ___ The Beard of Directors approves the proposal 

______ The Board of Directors does not approve the 
proposal for reasons listed below: 

______ The Board of Directors has reviewed the proposal, 
but has taken no action at this time. 

Signatur(> of i3oc11d Clwirpe:rson ' Date 
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EXHIBIT B 

RESOLUTION 

AUTHORIZING THE TRI-COUNTY METROPOLITAN TRANSPORTATION DISTRICT 
OF OREGON {TRI-MET) TO FILE A CONTRACT PROPOSAL WITH THE CITY OF 
PORTLAND AREA AGENCY ON AGING TO PROVIDE SPECIAL TRANSPORTATION 
SERVICES TO ELDERLY CLIENTS OF THE AREA AGENCY FOR THE PERIOD OF 

JULY 1, 1981 TO JUNE 30, 1982 

TM 

~JHEREAS, the Tri-County Metropolitan Transportation District of Oregon (Tri-Met) 
wishes to obtain City funding in order to better serve the elderly; and 

WHEREAS, the City is authorized to allocate funds for elderly transportation 
services within Multnomah County; and 

WHEREAS, the contract for financial assistance will impose certain obligations 
upon the applicant, including the provision by it of a share of project costs. 

NOW, THEREFORE, BE IT RESOLVED: 

1. That the President of Tri-Met 1 s Board of Directors (Board) is authorized 
to execute and file a contract proposal on behalf of Tri-Met with the 
City of Portland to aid in the financing of subcontracted elderly trans­
portation services in Multnomah County and to execute any assurance or 
other document required by the City. 

2. That Tri-Met shall pay a share of the project cost, in the event that 
the contract proposal is approved. 

3. That the General Manager of Tri-Met is authorized to: 

a. F~rnish such additional infonnation as the City may require in connection 
with the project. 

b. Set forth and execute affirmative minority business policies in 
connection with the project's procurement needs. 

c. Accept an offer of contractual assistance and execute a financial 
assistance contract with the City. 

Dated: June 8, 1981 

Gerard K. Drummond~ President 
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EXHIBIT C 

Required Reporting 

Forms 

and 
Procedures 

EXHIBIT C 



~THE CITY OF 

D 

OREGON 

CONTRACTOR RECORD OF NON-CONSUMABLE SUPPLIES PURCHASED 
(Items with a minimum value of $25.00 per item and a maximum value of $200.00 per item) 

DATE OF NUMBER DESCRIPTION 
PURCHASE OF ITEMS 

Authorf zed Signature __________ -----····-······~--------~---

Titl e ---------------------
... 

VENDOrl Ml!) UNIT COST TOTAL f ., 

INVOICE NUMBER 

Date Signed 

Phone Number ~ 
. -------~----- - -··-·-·-·--·-~--··•---·~---··- :~ -

Revised 

~ 

i.,J 
,) 

6hta1 



THE CITY 6F 
PORTLAND 

OREGON 

DATE OF NUMBER OF 
PURCHASE ITEMS 

·-

CONTRACTOR RECORD OF CAPITAL EQUIPMENT PURCHASED 
(Items with value in excess of $200.00 per item) 

OESCR I PTI ON VENDOR ~ AND 
I NV ore E NUMBER 

• 
UNIT COST TOTAL COST 

.. 

Authorized Si gnc1.ture ______________ _ Date Si g n ed __ ··--·-~·--· ---~ ·-··--------«--·•·--.. ----·----

Title Phone Number ~~ 
-~ 
-~ 

i.,.'J 
,) 

Re\lised ~/µ/81 



-·,J' ... CITY OF PORTLAND/HUMAN RESOURCES BUREAU 
SOCIAL StRVITtS DiVISION 

CONTRACT REIMBURSEMENT PROCEDURES 
_i] .,"--..-~t ';1' r\ 

. ~. ' : I::-: 

1. Reports are due monthly on the fifteenth (15th) working day following the end 
of the month. Reimbursement request shall be mailed directly to the Accounting 
Unit: 

Human Resources Bureau 
Social Services Division 
Accounting Unit 
522 S.W. Fifth Ave., 8th Floor 
Yeon Building 
Portland, Oregon 97204 

2. Reports not received by the deadline sha11 not be processed unti1 the next 
month. This will result in a delay in payment. 

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

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

a) A separate Reimbursement Request Form for each funding source and each 
service category requiring City reimbursement as included in the approved 
contract budget, e.g. -- I & R -- 111-B 

Admi n. -- OPI 
Admin. -- General Fund 
Meals~- III-C-1 
General Fund 
Other 

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

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

d) A Reimbursement Form showing total City reimbursement. 

e) Supporting doc~mentation showing rsoo6 06 hwnen-t (attached to respective 
Reimbursement Request Forms). Th s may 1nc ude: 

cppies of checks 
cop1 es of bil 1 s 
payroll register 
etc. 

5. Supporting documentation is to be attached to each request form, including the 
Required Hatch {copies of documentation a~e not necessary for the Total 
City Reimbursement). 

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

-1-
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11- Please Note: For purposes of fiscal reporting, Match included in the 
contract requires the same documentation as City"support requested~ 

1,.t::;~ n,.. 
- _- - ,-

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

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

8. Grant or Agency policy requires that expenditures be reported in dollars 
and cents. VO NOT ROUNV TO THE NEAREST VOLLAR! 

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

11. The reimbursement request must be made against the current authorized 
contract. Each agency is responsible for notifying appropriate personnel 
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 analyzed quarterly as part of the monitoring 
procedures. Corrective action plans will be developed if necessary to 
assure contract compliance. 

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

If match is not produced in accordance with the approved contract by the 
third (3rd) quarter of the budget year, the City will reduce its contribution 
to maintain the established ratio of shared costs. (For -AAA District 
Centerss 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 receipt of completed reimbursement forms, the Accounting Unit staff 
reviews the request for accuracy and compliance with the approved budget, 
prepares payment authorization, and submits the reimbursement package to 
the Program staff. 

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 reports are received. 

16. Principal Accountant reviews the package, approves payment, and forwards 
the package to Accounts Payable at City Hall. 

-2-
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17. Accounts Payable reviews the package, approves payment, and processes 
the package for the computer to fill out the warrant (check). Computer 
runs are made every Tuesday and Thursday evenings. 

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

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

20. Total estimated turnaround time is two weeks from the time a completed 
package leaves the Human Reources Bureau. HRB staff can usually complete 
its work within two days, 1f the requests are complete and correGt. and 
program reports have been received. 

21. In the event of an emergency er other unusual circumstances, as a~proved 
by the Principal Accountant, a manual warrant may be issued withir1 72 
hours. A manual warrant process will not be utilized on a regular basis. 

We 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 information, please feel free to call the Accounting Unit or 
Social Services Contract Management staff at 248-4752. 

-3-
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PORTLAUO HUMAN RESOURCES BUREAU 
SOCIAL SERVICES DIVISION 

PROCEDURES FOR CONTRACT MODI FIC IATI ONS 

Contract modifications are required in the following situations: 

-change in total contract amount (increase or decrease) 
-changes in staff salaries 
-changes in staff positions to be supported through the contract 
-changes in 1 ine item budget 
-changes in number or type of services to be provided 
-other subs ta ntia 1 changes 

Contracts may be modified in 3 ways: 

-ordi na nee-authorized by City Council 
-contract change order-approval by Social Services Manager , Human 
Resources Bureau Executive Director, and Commissioner-in-Charge 

-1nftial-by both par~tes 

Type of Change 

To ta 1 funds i ncr ease/d ec rea se 
Total same line iten changes 
Staff salary 
Staff position 
Service Objectives 
General /special conditions -
Other substantial changes 
Clerical errors 

PROCEDURE: 

A. Initiated by City: 

r-bdification Procedure 

Ordinance 
Change Order 
Change Order 
Change Crd er 
Change Order 
Ordinance/change order 
Ordinance/change order 
lnit ia l by both parties 

1. The City shall infonn the Contractor in writing what and why changes are 
required, what information (if any) is needer. from the Contractor 
to make such changes and what modification procedures will be 
utfl ized. 



2. City staff shall be responsible for obtaining necessary materials 
from the Contractor or shall prepare revised materials {to include 
revised contract or project applications pages) and amendment form, 

as necessary. 

3, Contractor sha 11 review materi a 1 and indicate a pprova 1 forma 11 y or 

informa 11 y. 

4. If an Ordinance is required: 

-City staff shall prepare and file Ordinance 
-City shal 1 notify Contractor of action on Ordinance 
-If authorized by City Council, Contractor shall sign 

three (3) copies of amendment ( if not already signed) 
and return to designated City office 

-City staff shall obtain necessary City signatures 
-Amendment goes into effect when both parties have 

signed and the changes are documented in the City 
Auditor's Office . 

-Fully signed copy shall be returned to the Contractor 

5. If change order procedure is utilized: 

-City staff shall prepare change order 
-Program Staff, Accountant, Division Manager , HRS Executive 
Director, and Comnissioner-in-Charge shall review and indicate 
approval -Contractor shall sign Amendment and return to City 

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

8. Initiated by Contractor: 

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

a. Specific changes desired (e.g. increase printing by $500, 
decrease loca1 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 are printed; counse1ors 
are carpooling in an effort to save gaso1 ine). 

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

-2-
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2. The Contractor shall prepare revised project application pages as 
follows: 

a. BUDGET CHANGES 

(1) Budget Worksheet 

The budget worksheet must include the fo11owing 
columns for each funding source to be modified: 

current 
+ or -
revised 

If the wiitiact inc1 udes a fur.ding :;o:;-:-:e \·thich 
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 also include ~o-
1 umns for the fo 11 owing: 

current tota 1 
total + or -
revised total 

(omit if only 1 funding 
source changes) 

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

The budget \'#:>rksheet must include the date of the 
revision in the lower right hand corner (this date 
should corresp:> nd with the date of the 1 etter 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 revised. It is not necessary to show+ or - on 
the justification sheets. 

The budget justification forms should be consistent 
with the budget worksheet columns for the revised 
funding for each source and for the revised tota 1. 

Even ff a budget justification sheet does not change, 
a new orjginal must be prepared (e.g. pink sheet, typed 
original) to meet the contract requirements of the 
City Auditor's office. 

-3-
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Each budget justification sheet must be completed in full: 

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

PROJECT NUMBER - contract nuwber assigned by the 
City. 

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

(3) Misce11a~ecu~ Comments on Budget Changes 

Al 1 changes shown on the budget 1tt-orksheet or the budget 
justification pages should be addressed in the letter 
requesting the roodification. 

A rrodification is not required for any line item changes in materials 
and services in which that line will not be over-expended by 5% of the line 
1ten or·$1,000, whichever is less. Fonnal modification is not required for 
lines which will be underexpended. 

e.g., if 1 ine 420 in the contract is $1,000 and if there is an 
expected overspending of $48, a contract modification is not 
required because $48 is less than 5%of $111000. 

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

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

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

b. SERVICE CHANGES 

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

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

(2) ACTIVITIES - (Project Narrative, Section 4) 
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Revised activities pages must be sutmitted only 
1f changes are made. These activity pages will 
be used as a basis for monitoring the provision 
of services, so they should reflect current prac­
tices and procedures. 

c. OTI-IER PROGRAM OR MANAGEMENT CHANGES 

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

3. Contractor shall sut:rnit letter and revised pages as des~ribed ab0ve to 
Human Resources Bureau Unit Director. 

4. Social Service Unit staff shall review the request for completeness and 
impact and shall make a detennination about which modification procedure 
shal 1 be uti 1 ized. · 

a. If Unit Staff supports the requested change and if an Ordinance 
is required, City St2ff shall prepare the contract .amendment 
prepare the ordinance and complete the regular Human Resources 
Bureau ordinance review process. If authorized by City Council, 
the Contractor shall sign 3 official copies and return to the 
City for City signatures and processing. A signed copy will be 
returned to the Contractor. 

b. If unit staff supp:>rts the request and if a change order is to 
be used, City staff sha 11 prepare the change order. 

The contract change order along with the 1 etter of request and 
modified pages shall be sut:rnitted for review and approval to 
our Accountant, Manager of Social Services, Human Resources 
Bureau Executive Director and the Commissioner-in-Charge. 

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

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

c. If Unit Staff does not support the request, the Contractor sha11 
.be.notified. The request may be denied or additional infonnation 
or documentation may be requested. 

SOIEDULE OF MODIFICATIONS 

Contract modifications will be accepted within 30 days of receipt of completed 
• quarterly progress repo:-ts or at other times as directed or approved by the 

responsible Program Unit. 
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CITY OF PORTLAND/HUMAN RESOURCES BUREAU 
SOCIAL SERVICES DIVISION 

CONTRACT REIMBURSEMENT PROCEDURES 

1. Reports are due monthly on the fifteenth (15th) working day following the end 
of the month. Reimbursement request shall be mailed directly to the Accounting 
Unit: 

Human Resources Bureau 
Social Services Division 
Accounting Unit 
522 S.W. Fifth Ave., 8th Floor 
Yeon Building 
Portland, Oregon 97204 

2. Reports not rece~ved by the deadline shall not be processed until the neKt 
month. This will result in a delay in payment. 

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

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

a} A separate Reimbursement Request Form for each funding source and each 
service category requiring City reimbursement as included in the approved 
contract budget. e.g. -- I & R -- III-B 

Admi n. -- OPI 
Admin. -- General Fund 
Meals -- III-C-1 
Genera 1 Fund 
Other 

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

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

d j A Reimbursement Form show-fng tota 1 City reimbursement. 

e) Supporting doc~mentation showing e:-oon 06 ~ffiie.nt (attached to respective 
Reimbursement Request Forms). Th1s may 1ncue: 

c9pies of checks 
cop1 es of bi 11 s 
payroll register 
etc. 

5. Supporting documentation is to be attached to each requ~st form, including the 
Required Match {copies. of documentation are not necessary for the Total 
City R~imbursement). 

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

-1-
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Please Note: For purposes of fiscal reporting, Match included in the 
contract requires the same documentation as CitySupport requested~ 

,., I"_:;----· ., . ., ,. ~ .. -
' ··~.~t--

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

7. The 11 indirect cost" line item may be used to cover any costs incurred in 
support of the services included in the contract. Documentation/proof 
of payment must be submitted for each reimbursement requested. 

8. Grant or Agency policy requires that expenditures be reported in dollars 
and cents. VO NOT R0UNV 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 persons authorized to sign these reports. The Agency is responsible 
for notifying the City in writing of any changes in authorized signatures. 

11. The reimbursement request must be made against the current authorized 
contract. Each agency is responsible for notifying appropriate personnel 
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 analyzed quarterly as part of the monitoring 
procedures. Corrective action plans will be developed if necessary to 
assure contract compliance. 

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

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

14. Upon receipt of completed reimbursement forms, the Accounting Unit staff 
reviews the request for accuracy and compliance with the approved budget, 
prepares payment authorization, and submits the reimbursement package to 
the Program staff. 

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 reports are received. 

16. Principal Accountant reviews the package, approves payment, and forwards 
the package to Accounts Payable at City Hall. 

-2-
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17. Accounts Payable reviews the package, approves payment, and processes 
the package for the computer to fill out the warrant (check). Computer 
runs are made every Tuesday and Thursday evenings. 

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

19. The computer run 1s forwarded to the Auditor's Office for auditing and 
release (maiiing) of the warrant. 

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

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

We 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 information, please feel free to call the Accounting Unit or 
Social Services Contract Management staff at 248-4752. 

-3-
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PORTLA~D HUMAN RESOURCES BUREAU 
SOCIAL SERVICES DIVISION 

PROCEDURES FOR CONTRACT rtaDI FICIATIONS 

WHY? 

HOW? 

Contract modifications are required in the following situations: 

-change in total contract amount (increase or decrease) 
-changes in staff salaries 
-changes in staff positions to be supported through the contract 
-changes in line item budget 
-changes in number or type of services to be provided 
-other substantia 1 changes 

Contracts may be modified in 3 ways: 

-ordinance-authorized by City Council 
-contract change order-approval by Social Services Manager • Human 
Resources Bureau Executive Di rec tor, and Commi ssioner-i n-C ha rge 

-initial-by both parttes 

Type of Change 

Total funds increase/decrease 
Total same line item changes 
Staff salary 
Staff position 
Service Objectives 
General /special conditions 
Other substantial changes 
Clerical errors 

ft>dification Procedure 

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

PROCEDURE: 

A. Initiated by City: 

1. The City shall infonn the Contractor in writing what and why changes are 
required, what i nforrnation (if any) is needed from the Contractor 
to make such changes and what modification procedures will be 
utilized. 

-1-



2. City staff shall be responsible for obtaining necessary materials 
from the Contractor or shall prepare revised materials (to include 
revised contract or project applications pages) and amendment form, 
as necessary. 

3. Contractor shall review material and indicate approval formally or 
1nforma 11y. 

4. If an Ordinance is required: 

-City staff shall prepare and file Ordinance 
-City sha11 notify Contractor of action on Ordinance 
-If authorized by City Council, Contractor shall sign 
three (3) copies of amendment (if not already signed) 
and return to designated City office 

-City staff shall obtain necessary City signatures 
-Amendment goes into effect when both parties have 
signed and the changes are documented in the City 
Audi tor's Office 

-Fully signed copy shall be returned to the Contractor 

5. If change order procedure is utilized: 

-City staff shall prepare change order 
-Program Staff, Accountant, Division Manager, HRS Executive 
Director, and Commissioner-in-Charge shall review and indicate 
approval 

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

B. Initiated by Contractor: 

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

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

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

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

·--. .. 



2. The Contractor shall prepare revised project application pages as 
follows: 

a. BUDGET CHANGES 

(i} Budget Worksheet 

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

current 
+ or -
revised 

If the contract includes a funding source which 
1s not to be modified, a column must be included 
for this current breakdown. 

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

current total 
total + or -
revised total 

(omit if only 1 funding 
source changes) 

The budget worksheet must include the name of the 
contract agency and the contract number in the 
upper 1 eft hand corner. 

The budget ~orksheet must include the date of the 
revision in the lower right hand corner (this date 
should corresprnd with the date of the letter re-
questing the mo di fi ca ti on). 

(SEE SAMPLE) 

(2) Budget Justification Sheets 

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

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

Even if a budget justification sheet does not change, 
a new or.i gi na 1 must be prepared (e.g. pink sheet, typed 
original) to meet the contract requirements of the 
City Auditor's office. 
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Each budget justification sheet must be completed in full: 

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

PROJECT NUMBER - contract number assigned by the 
City. 

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

{3) Miscellane0us Comments on Budget Changes 

Al 1 changes shown on the budget worksheet or the budget 
jusUfication pages should be addressed in the letter 
requesting the trodification. 

A roodification is not required for any line item changes in materials 
and services in which that 1ine will not be over-expended by 5% of the line 
iten or· $1,000, whichever is 1ess. Fonnal modification is not required for 
11nes which wi 11 be underexpended. 

e.g., if 1 ine 420 in the contract is $1,000 and if there is an 
expected overspending of $48, a contract modification is not 
required because $48 is 1 ess than Si of $1,000. 

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

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

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

b. SERVI CE CHANGES 

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

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

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

_ ............ 
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ORDINANCE No. 151905 

An Ordinance authorizing a contract with Tri-County Metropolitan 
Transportation District of Oregon to provide special needs 
transportation services for the elderly of Portland/Multnomah 
County for the period July 1, 1981, through June 30, 1982, 
at a cost not to exceed $221,375 under the Human Resources 
Bureau, AU 380, Area Agency on Aging, and declaring an emer­
gency. 

The City of Portland ordains: 

Section l. 'I'he Council fi:i.1d.s; 

1. Pursuant to Ordinance No. 151654, the City approved the Fiscal 
Year 1981-82 Annual Plan of Action which includes provision 
of special needs transportation services to the elderly in 
Portland/Multnomah County. 

2. Tri-County Metropolitan Transportation District of Oregon 
has demonstrated in the past that they are capable of delivering 
such services. 

3. Tri-County Metropolitan Transportation District is a duly 
constituted and legal Mass Transit District based in and pro­
viding services in Portland/Multnomah County and is certi­
fied by the Bureau of Financial Affairs Contract Compliance 
Division as an EEO Affirmative Action employer. 

4. Funds have been budgeted and are available in the Fiscal 
Year 1981-82 City budget pending adoption by Council. 

5. It is, therefore, appropriate that the Com.missioner of 
Public Utilities and the Auditor execute, on behalf of the 
City, a contract with Tri-County Metropolitan Transportation 
District of Oregon to provide special needs transportation 
services for the elderly of Portland/Multnomah County for 
the period July i, 1981, through June 30, 1982 at a cost 
not to exceed $221,j75 under the Human Resources Bureau, 
AU 380, Area Agency on Aging, similar .in form to ~xhibit "A." 

NOW, THEREFORE, the Council directs: 

a. The Commissioner of Public Utilities and the Auditor are, 
hereby, authorized to execute on behalf of the City, a con­
tract with Tri-County Metropolitan Transportation District 
of Oregon to provide special needs transportation services 
for the elderly of Portland/Multnomah County for the period 
July 1, 1981, through June 30, 1982, at a cost not to exceed 
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ORDINANCE No. 

$221,375 under the Hu.~an Resources Bureau! AU 380, Area 
Agency on Aging, similar in form to Exhibit "A. 11 

b. The Mayor and the Auditor are, hereby, authorized to draw 
and deliver warrants chargeable to the Fiscal Year 1981-82 
City Budget, Human Resources Bureau, AU 380, Area Agency 
on Aging, when demand is presented and approved by the proper 
uuthorities. 

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

Passed by the Council, JUL 2 198\ 
Commissioner Strachan 
BP:kmc 
6-19-81 

Attest: / 

~; 
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THE COMMJSSIONERS VOTED 
AS FO I.LOWS: 

................. .0/'t•, .... ,, -· ~-

Yeas Nays 

JORDAN 

LINDBERG 

SCHWAB I 
STRACHAN I 
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JORDAN 
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Calendar No. 2-1~ln 
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