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I. ANALYSISDESCRIPTION

The purpose of this analysis is two'fold:

Review Portland Development Commission (PDC) support sewices, compare to similar City
Bureaus and outside agencies and identify dternative qltions for providing support services.

Review of the general efficiency of PDC in the delivery of services through analysis of
Portland Development Commission organizational structure.

The Offrce of Finance and Administration (OF&A) compiled data and prepared analysis using the
following sourc€s of information:

PDC provided detailed descriptions of support senices, including output and workload
measures, cost and staffmg data.

FYl993l94 Adopted Budget information including City bureau service objectives/workload
measiures, cost and staff data, service rates and overhead allocation model.

Interviews with City Bureaus and additional data collection from bureaus.

Information from outside agencies, organizations and vendors.

This report provides several levels of analysis, starting with general overall recommendations and
findings and following up with detailed data and cost compa.risons:

Summary OF&A's recommendations,

General organizational comparisons,

Support service options, findings and observations,

Dehiled dercriptions of PDC support services and cost comparison data for PDC and
comparable City central administrative services.



II. SUMI\{ARYOFOF&ARECOMMEI{DATIONS:

As the Portland Development Commission deals with the loss of tax increment funding with the
development of a core organization and set of programs, review of support service areas will
provide opportunities for finding cost savings and operational efficiencies. Utilizing City bureaus or
outside agencies for services may help PDC maintain appropriate service levels in the face of
reduced staffing. Drawing on its areas of expertise, PDC may also be able to maintain capacity
and supplement funding for support services by contracting out its services to other City bureaus.

The Office of Finance and Administration has reviewed cost comparisons and operational data for
PDC's support service areas. There are a number of areas where changes in how sul4rcrt services
are provided may lead to cost savings and effrciencies while still supporting a core organization.

Highlights of OF&A recommendations include:

CORE ORGANTZATION AND STAFF ADJUSTMEIT{TS
0 For all support services, staffing needs to be adjusted to fit core organization and

programs. Reductions in direct project funding will also require staff adjustments;
staff are added only when project funding becomes available. Project funding can be
supplemented by marketing services to other City bureaus and public agencies.
Adjustments and changes to the core organization should be reflected in the
FYLg94l96 two year budget proposal.

INTEGRATION OF PDC'S FINANCIAL SYSTEIVI WITII THE CITY'S IBIS SYSIEtrVI:
This is a major issue for City and PDC financial and computer support service areas.
Integration of PDC into the City's financial management system (BIS) and total connection
onto the City's computer system would greatly improve coordination of the financial systems.
I{owever, depending on the options pursued, there could be significant conversion costs
which must be measurcd against the efficiencies.

0 City and PDC staffs should review and report back to Council by June 30, 1994
regarding the options of integrating computerized financial systems for possible
efficiencies and cost savings. Options include:

complete transfer of PDC financial systems to the City's mainframe comput€r,
eliminating the need for PDC's VAX;

like several other bureaus, PDC maintains its own central computer for
independent management systems and implements a connection with the City's
main computer for integration with IBIS system and use of Citywide systems
(such as City E-Mail); or

PDC to continue maintain a separate system
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a PDC's long range information plan addresses upgnde needs- However, PDC should
not make any major computer system upgrades until after the issue of integration has
been analyzed.

Other Computer System Issues:
o If PDC maintains its own main computer, City Computer Services could provide

system support for PDC's main computer system in place of PDC staffing.

t Review utilizing either City or outside vendor for personal computer (pc) user and
network support. PDC may need to revise current support service standards such as

reE)onse time for user assistance.

Other trInancial Services Issues:
o In addition to the issue of integration of frnancial systems, analyze feasibility of City

bureaus providing financial services to PDC:

Payroll. City Payroll could process PDC payroll (PDC currently uses outside
contractor).

Audit and CAFR activities. City could coordinate directly.

HI,MAN RESOI,RCES AIYD PERSONNEI./EIVIPITOYEE RELATIONS SERYICES

Personnel Service Issues: PDC can provide enhanced services to its employees by utilizing
City services through the City's personnel system.

r Ciry to provide services that PDC currently contracts out:

The City can provide an Affirmative Action Offtcer and process for handling
complaints.

Employee training

Include PDC in the City's compensation/classification and market analyses

r PDC needs to follow Charter requirements for position classification. This will give
PDC positions status within the City's classification system and increase opportunities
for positions throughout the City.

I After position status has been established, City can assist PDC with recruitment.
PDC to continue to handle recruitment of classifications unique to its operations.
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I Implementation of PDC's Compensation/Performance Management System should
be continued.

Bnployee Compensation Issues: Review of salary ranges between PDC, the City and other
local public organizations showed that PDC's salary nnges are broader than the City with
the maximum salary ranges consistently higher than the City's.

o PDC needs to be fully integrated into the City'scompensation/Classification system
to ensure intemal equity between PDC and the City.

I+'nployee Benefits Issues: The City's Risk Management Division recent reviewed the
Portland Development Commission's employee benefits program.

0 PDC should provide employee benefits through the City's Risk Management services.

Medicd and Dental Costs: The City's rates for medical and dental costs are
lower than PDC's rate, relative to the level of benefits offered.

COBRA and Retiree Administration: The City has the systems and processes

in place to administer these benefits and meet the legal obligations required.

Deferred Compensation: The City can provide more options for deferred
compensation plans, including the three PDC currenfly offers. There appears

to be a question as to whether PDC has formally established the defened
compensation program as required by Internal Revenue Case Section 457.
This places both PDC and the City's deferred compensation programs at risk;
PDC and City staff are looking into this issue.

LEGALSERYICES
o With the loss of tax increment financing and the changing role of urban renewal

agencies throughout the state, the need for functions sepamte from the City
Attorney's Office and Government Relations Office should be reviewed.

r If project funding is decreased or as core organization is defined, legal services may
need to be adjusted. City Attorney services could be contracted as needed.

ITOANSERVICING
r If the City expands partnerships with.community-based organizations, PDC may be

able to market loan servicing support to those organizations.

0 Feasibility of transferring PDC's loan servicing module to City computers should be
included in the financial systems analysis.
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CONSIRUCTION MANAGEIVIB\IT
o Market Construction Mqnagement serrrices to other City bureaus. In the past City

bureaus have contracted with PDC to provide lead construction management.

a Develop a Project Management Team whose services could be offered to other City
bureaus or public agencies utilizing expertise of PDC Project Managers and
Construction Management.

o Review Rental Housing Program (RIIP) constnrction management services for
overliap or duplication of services.

PROPM.TY MANAGEIVIEIIT / TRANSACTIONSERVICES
Acquisition and Relocation Services
r PDC should market Property Acquisition and Relocation services to City bureaus and

other public agencies. Citybureaus may want to have PDC and BGS bid for projects
in order to get s€rvices at the best cost.

hoperty & Fecllity l\ilanagement
I This is a service that could be marketed to other City bureaus. City bureaus may

want to have PDC and BGS bid for projects in order to get services at the best cost.

r PDC should explore contracting with BGS foi additional facility maintenance
assistance at two office sites and storage warehouse space as an alternate to
maintaining internal staff.

PUBLIC AFFAIRS
I In order to maximize PDC's Public Affairs capacity, PDC and the City should explore

establishing this service as a centralized citywide function. Currently there is no
central organization that provides public information and graphics services citywide.
Several bureaus have internal public information and graphics staff; many contract
out when these services are needed.

RECORDS MANAGEIVIEDIT
o Utilize City's archive system to store PDC records. This will also reduce the amount

of warehouse space needed to be leas€d.

o Coordinate with the City archivist to develop an appropriate retention schedule for
PDC records.
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GEI.IER.AL OPER.ATING SERVICES

hrrchasing, Contract process, EEO Compliance
o City to assist or provide coordination of compliance with federal and City contracting

requiremEnts, with special emphasis on EEO programs.

o Review PDC's office supply costs against City's centralized purchasing for cost
savings.

0 PDC project and construction management staff, with legal staff, to continue to
provide bid and contract development functions. City could provide services if PDC
shff is roduced in these areas.

Fleet Services:
r Based on updated vehicle requirements and detailed cost analysis, BGS Fleet services

should be used.

Other General Services
r Disfibution: Continue to use City mail distribution system. Monitor use of special

delivery services.

a Copy Services: PDC to complete a cost study !o determine their copiers' actual full
cost per copy. kasing copiers from BGS Duplication service should be considered
for cost efficiencies.

r Telephone Systems and Services: Continue use of City system. If City gets a good
cellular phone service agreement, PDC should also use this arrangement.

r Office Rental Costs: If PDC saffing changes drastically, they should continue to
reduce office space leased from City in the Portland Building. Also if relocation to a
new location is considered, moving and start-up costs should be fully costed.

o Printing Services: City printing standards should be applied to PDC print jobs to
ensure cost efficiencies. Also PDC should have City Printing services regularly bid on
print jobs.

IhIDIRECT OVERHEAD ISST]ES:
r PDC currently determines the level of support services funding using two indirect

rates. In FY 1993/94, the rate for federal funds is 27.2%. For most other funds, the
rate was 58.8%. These rates are based on historic aitual indirect and direct
expenses; the rates are different because the federal rate excludes some indirect
expenses.
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These rates generate a pool of funds that defines the level of funding for support
services based on the past experience. But since the organization is undergoing
significant changes, PDC needs to define the level of support services based on the
actual needs of the core organization (in addition to support services that are funded
by direct project activities).

h SECflON V: COMPIRATIW COST LIALWIS: SUPPORT SmWCEt COS75 AND ISSIIFI,
there are worlsheets which outline the service options, findings and recommendations in more
dehil.
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Itr. ORGANIZATIONALCOMPARISONS

A. Portland Development Commission and City Budget Comparison

In FY1993/1994, the Portland Development Commission has an adopted budget of
$50,000,526and 115 positions (FTE). Figure I is Portland Derrelopment Commission's
current organizational chart.

To provide a starting point for this analysis, Table 1 shows how Portland Development
Commission ranls with other operating City Bureaus by comparing FYL993|94 budgets:

PDC ranks l1th out of 26 bureaus in total number of employees (FTE).

PDC has the llth largest operating budget, with Bureau of Buildings mnked 10th and
Emergency Communications at 12th.

PDC is a distant second largest capital budget at $39 million. BES ranks lst with $94
million. Transportation is 3rd at $23 million.

PDC ranls 6th for overall budget at $50 million, close to Water at $51 million.
General Services is 7th at $6 million.
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FYt993/9ra Adoptcd BudC.t
Buraau

Stlff (FtEl
I

RAI{I(ING BY ORDER OF SUREAU FIE
1 Policc
2 Firg
3 Office o, TranEpo.tation
4Watr
5 Environm€ntal Servicea
6 P.rk3
7 Office of Financo & Admin.
I Buildlng.
9 Gencral Scwicr.

10 Ernergency Communi(=lbn3

1,189
771
7'16
509
3S6
279
166
163
161
126

,'l Po .nd Dar.lopmcnt Conu 115
12 Planning
13 City Audito.
14 Mayo./Cornmi..loneB Ofllcca
15 City Altomsy
16 Lic.ns.f
17 Purcfia.€. t Storr.
18 Officc ot N.ighbortrood Aaaoc.
19 Hou.ine 8 Community E,.v.
20 Refure OLpo!.|
21 Metro Ads CommL.irn
22 Erwgy
23 cebh
24 Metro Hurn n Rlohtr com.
25 CjoYernmcrltal RGl.tiqr3
26 HydroaLclrb Polltr

59
52
€
36
2S
17
t6
13
10
9
6
5
5
1
3

TABLE 1
CITY OF PORTLANO O"O 

'oPTLANO 
DEVELOPMENT COMMISSION

Compariaon of Operating Budgets and Total Budgets

&reauBurcau

'lncludG. Pcrson.l So.viea. .nd lr.terbL t SrNicr. Co.l3.
Aho includG Gcncr.l Fund OGrhe.d r. .n op6alh0 cfit.

Buroau

12 Errcrgcncy Com
13 Phnning
14 Cly Auditot
15 R!fu!. Oi.po.al
16 U.yE /Commi..k n€rr Offrcc.
17 Cay &o.nGV
18 Olfcc ol Ncigttorhood Aroc.
19 Li:.n 6
20 C.Uc
21 tlclro Artt Comn*r.i.rn
22 RrclEr.. t Sbrca
23 Hydrocl€ctrlc Pofltl
2a GoYcmm€r .l RGlrtbnr
25 En rgy
26 tilclro Hunfll Rigt{. Com.

lncludGs

'lncludcr Pcflon l S{vio6 .nd M.terirL & ScIvbc Cod..
At o indudes CiCn r.l Fund otrcrfread ar en opq:thO cort

Bureau

a 38,
11,14,1A2
13,578,3r9
s!,316,C01
E:t, I 67,.tt6
st.G.64a
Sa,.agr,{82
t1,gEr,923
$1,311,1€
tt,175,126
i1,107,815

3t84,573
$7e,35,1
tasa.eor
129.1,856

QFERATIMI lo
Burc.u FTE

tog,3a5
375.325
168.81tt

$:xl1,oo
173,602
t83,523

t155,@
, t88,344
11t'f2,227
3130,570
gri,r66

3161,52a
lt 10,€ril9
172,19
358.97r

$104r,81o
$1,741,079

185,7$
172,1X
359,3.15

38G1,750
375,325
t70,082
tzt,6dl
t8i1,523

3155,@0
$68,31.{

426a,22
$130,570

$65,166
sl61,52'
tr19,8

172,1
a5E,97r

Sawi:..,

FY1993/9't A@tcd
Opcr!ting'

RANXI]IIC BY ORDER OF
1 Polir
2 Otticc ot Tr.nsportdbn
3 Fi€
4 Envimm€ntal Sorvicc
5Watr
6 Gaenl Sewi:et
7tu
8 Houring & Cornmunity Dov
9 Officc ol FinarE t Admh.
0

ta3,0:,6,(n1
t6r,697,278
$5:t,58(),981
t48,655,679
I39,147,5219
t3a,160,308
325,892.(E€
$22,63.4,032
$14.2r1r,058
t11,8C5,352

t69,8:'7
$86,159
t69,€5

3122,86{t
376,91r

1212,r 76
S92,EB

Sl,7.11,079
$85,790

I

FYI 99344 Adoptcd Budgrt
TOTAL

CAPTTAL-

R.tlo:
CAPITAL to
Bur..u FTEtt

RAI{KIIIG BY OROER OF TOTAL CAPTTAL AUDGETS
1 Environmcr al Sewi:€. I $03,753,6S71 1?3,,',752
2 Portland ELvalop.n nt Co.rt6 ,, , .31t3?r,l€7 3341,0C4
3 Offic. ol Tr.n3portiirrn
.t Ger|erll Seruira
5 Walet
6 Refu.€ Dl.poc.l
7 Park!
8 Fire
9 PoIc!

10 City Audito.
11 Purch..6 & Stoaca
12 Melro Hum.n Rlghb Com.
13 Hydroeleclrlc Povvu
14 Goffnmcnt l Rrhfio.[
15 Encrgy
16 CaU.
17 Melro Art Commlaa&rn
18 Plannlne
19 Lic.m.a
20 Oflic. ot Neighbofiood Ar.oc.
21 C y Anorney
22 Meyor/Commis.bncr. Oflicc.
23 Emergcncy Cornmuni:di{rna
24 Brrlding3
25 Offic€ ol Fnanc. & Admin.
26 Hou.ing & Community Osv.

023,151,E92
112,W,1?7
$r2,080,(xD
15,fi!1,50
i3,907,961
t3,874,O70

1356,179
$5,9m

$o
lo
$o
t0
30
$o
30
0o
$o
t0
$o
so
EO

00
so
t0

$2,435
17e,fi2
tzl,?3:t

t532,150
31.t,@7
t5,025

tScx)
01,267

$o
to
to
$o
30
$o
to
so
$o
to
so
s{l
30
to
$0
$o

FY199U!ra Adopt d gudg.t
TOTA

BUT'GET-

R.tlo:
TOTAL to

arr..u FTE

RAT{KIT{G BY ORDER OF TOTAL B{'DCETS
'I Envirmm.ntel Serui:aa
2 Otficr ol Trmlpo.tation
3 Police
1 F.r.
5 Watcr

S1/32,4@,3(F
38a,849,170
s83,3{r2,2q'
357,.155,051
$51,227,6.19

1389,620
tl18,504

370,136
t7.1,540

31qr,544

7 G€n€r.l Saivrt€a
8 P.rtr
9 Hour*lg a co.nrrunity [rcv.

10 Officr ol Fin nc. & Admin-
11 adlding3
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lil Phnning
15 Clty Audilor
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19 uco.l...
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26 Metro Hum.n RiChtr Com.

s46,608,735
i29,8m,O'r7
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311,8Gi,352
5,67.150
${t.G}7,501
,1,14,1&
E3,644,249
s!,167,.1!t6
ts,006,Eaa
t2,&,82
t1,981,973
31.311.'l06
31,175.126
i1,107,815

0484.5r3
$479,36{
lil3.l,601
t29.[,85€t
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B. COMPENSATION COMPARISONS

TABLE 2: 'Portland Development Commission Salary Comparison' provides a general
overview of how PDC salary ranges (Minimum to Maximum) compare to other positions in
the City and other public agencies. PDC, City of Portland, METRO, MERC, Portland
Housing Authority and Port of Portland were used in this comparison.

Information from budget documents and compensation/salary plans have been compiled on
this table. Position titles and salary ranges were used to grcup this information to show a
very basic comparison. For example, Executive Director positions were grouped to show the
range of salaries; then City Managers and others with comparable salary ranges were added
to give a perspective on the relation to city salaries. Deailed job descriptions and position
responsibilities were not reviewed for this comparison. This analysis also does not take into
account the number of steps within each of salary range and the average t€nurc requir€d to
reach the top of the range.

Table 2 shows that PDC salary ranges are typically greater than the City ranges. PDC's
minimum salary ranges tend to start alittle lower than the City's. But PDC's maximum top
of the salary range is consistently higher than the City's max. PDC's salary ranges have
recently been updated based on market data collected to develop PDC's Compensation/
Performanoe Management System.

In the event that this difference would need to be rcsolved, personnel and compensation
specialists would make a more compleh analysis based on job class, descriptions,
responsibilities, etc.

C. STAFFING LEVEIS AND SPAN OF CONTROL ISSTIES

Review of PDC, BGS, Buildings and OFA management and staff levels show that PDC's
span of control ratios currently fall in-line with OF&A. Table 8 shows the ratios between
line staff, managers and administratos.
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TABLE 2
PORTI-AND DEVELOP}IENT COM MISSION

SALARY COMPARISON

Sala ont

PDC City of Poilland METRO
and MERC

Housing Authority
of Portland

Port of
Portland

Min Max Min Max Min Max Min Max Min Max.

Executirc Director

Housing Director
essional Services Dir

Legal Counsel

Human Resources Mgr

$86,000

850,200 $75,300

058,300 $99,100

Attorney
$55,500

$58,200 $90,200

t58,200
s58,200
$58,200
$s6,200

s90,200
$90,200
t90,200
$90.200

OF&A Director
Parts & Rec Dir

Water Dir
Transportation Dir

Environ SeMces Dir

Build
Planning Director

General Services Dir
Emer Comm. Dir

City Attorney

Ch Dep City Attomey

Sr. Deputy Attomey

PeIBonnel Oirec.tor

s60,174 $76,856

s60,174 $76,856

s63,336 $80,912

$66,622 $E5,176

s60,174 $76,856

$57,158 $73,(}29

$66,622 $85,176

MERC General Mgr

Exec. Office Administratr

MERC Fin/Mm Mgr

$59.90s 1 J87.278
Financial dhnning Dir
Program 

fanaOer 
ttt

I

etlo Gen Counsel Admi

Metro Sr. Asst Counsel

Metro Personnel Director

D lopment

Dir

$51,762 $75,398

$74,856 $116,976

$61,/140 $96,000

$i16,93E $68,403

$59,905 $87,278

$s9,905 $87,278

conomtc

Met

Development Oirector
Housing Mgt Direc'tor

Hotsing Mgt
$3?,0201

Peraonnel Admin

$65,271 s83,332

s37,m0 147,231

Counsel
$47,231

s53,373

Fin/Mgt lnfo

s68,120

Sr Oir

eclor
Dir

Executive Director
ss4,1871 $134,70s

I

Sr. Direc'tor/CFO

Engineering S

General Counsel

Asst. Gen Counsel

Employee Rels Mgr

$70,073 $'t10,772

$110,772070,073

$48,53s $74,463

$76,833 $122,216

$53,158 $82,531

Program

Executive Direc'tor

DepartmenUBureau Director

Human Resources Manager

POStTtON

Legal Counsel

Attorney



TABLE 2
PORTI.AND OEVELOPMENT COMMISSION

SAI-ARY COI'PARISON

Sa

POC City of Portland

Min Max

METRO
and MERC

Housing Authority
of Porlland

Min Max.

Port of
Portland

Min. Max. Min Max. Min Max.

Public lnformation Manager

Construction Mgt Services Mgr

Property Transaction Manager

Project Coordinator

Senior Accountant

System AnalysUProgrammer

Associate Accountant

Executive Secretary

Public lnformation Mgr

nstruc{ion Mgt SeNice

Property Trans. Mgr

Projec-t Coordinator
(Over 2 Ranges)

Sr. Accountant

Analyst Programmer lll

Associate Accountant

Commission Secretary
$23,900 $34,200

$€,m0 $64,500

$43,000 $64,500

$43,000 $64,500

s26,200 s38,000

$33,100 $48,000

021,700 $34,200

$33,100 s55,700

I

Publlc lnfoMater

Chief Engineer

Sr. Facllitiee Maint Mgr

Sr. Financial Analy'rst

$39,9'ts $s1,022

Program Mgr ll
Human Reaourceg Coor.

Sr. Accountant

Programmer Analyst

Associate Accountant

Admln Secretary

$42,016 $53,685

$57,158 $73,029

$39,915 $51,022

t42,016 t53,685

$30,347 037,066

s46,010

$23,2v $32,386

$26,478 $33,842

$36,(N6

Metro
Sr. Public Affairs Spec

Metro Prog Supervisor

Metro Sr. Accountant

Metro DP Syetcm Anal)'st

Metro Acrountant

Metro Admin Assietant

Progra nMgrl

$36,791 $s3.620

$31,654 $/t4,537

s33,220 $46,77'.l,

125,42 $32,448

$23,615 $33,22(1

$34,890 $49,319

I

Public Affairs Coor

Maint Superintendent

Housing Program Mgr

Sr. Accountant

System Administrator

Admin Assistant

$41,864 $53,432

$31,090 $39.672

E37,020 $47,231

Accountant
s26,810 $34,201

t26,184 $33,429

$33,512 $42,8fi

$39.839 $50,864

I

Marketing Mgr

Construction Mgr

Facilities Maint Mgr

Dev Project Mgr

Accountant lll

lnlo Services Supvr

$44,320 s67,959

$48,535 $74,463

$44,320 $67,959

$27.956 $41,545

$25,591 $37,765

$33,688 $50,704

Accoutnant I

s23,286 $34,156



TABLE 8

PORTI.AND DEVELOPMENT COMMISSION
Span-of-Control Comparisons

NUMBER OF EMPLOYEES PDC BGS OFA BIdgs
Lane Staff
ManageE
Administratorc

92
15

E

135
20
12

146
11

6

140
15
6

Percent of Total Workforce

TOTAL 115 161 167 163

PDC BGS OFA Bldqs
Line Staff
Managerc
Administrators

EOYo

13o/o

7Yo

87o/o

9o/o

4o/o

E1%
12o/o

Tolo

90%
7olo

4o/o

t6

TOTAL 1007o 100% 100!o 100%

BGS OFA Bulldlm.

PDC Support Suvices Analysis
14

to
o
a,
o,
gto
I
o6!ro
E
oA

m

0
Ptc

B Lln St tf
E mantra3
r Adtrln

pan of Control



Iv. uPrcRT--,SEBylC.Es

A. Organizational Structure of Support Services

Portland Development Commission's Executive and Central Services provide support
services to the three program areas: Revitalization (Development), Economic Base and Jobs
(Economic Development), and Affordable tlousing Programs-

Central Support Serviccs include:

Executive
Executive Director's Office
Irgal Counsel
Public Affairs

Professional Services
Human Resources
Financial Services
Construction Management & Engineering
Property Transaction

Property Management
Acquisition & Appnisal
han Servicing

Technical Support
Info Systems/Computer Services
Records Management

In addition to the Central Support Services, there are positions which provide support
services. These positions provide financial and budgeting services, clerical and
administrative functions, and personnel functions for their prograrn af,Ers. This analysis
focuses on the "Centraln support service groups and does not include program area support
positions.

B. Central Support Services are funded in two ways:

- As a direct charge for specific project-related activities.

- Through the Indirect Pool Fund - via an administrative overhead charge which
is allocated to all program areas through an indirect cost rate.

Table 3 and gnph breakdowns Portland Development Commission's FY193/9a Budget to
compare Direct Project-Related funding versus Indirect/Overhead funding.

PDc supporx Serr/ica' A,,alysia
l5



PDC FY1993/94 Total Budget
&.rkdown By Dlrcct aror Piog?.m Ar....ad by lndlrect Support Scrvlcc. Fund

(9.2%) Ec Dev
128.1o/ol Revitalization

(7.9%l lndir€ct Pool

(54.6%) Houslng

Total PDC FY93I9I Bud et $50 mllllon

TABLE 3
PORTI.AND DEVELOPMENT COMMISSION

Breakdown of FY'1993194 Budget By Dlrect and lndlrcct Fundlng

PROGRAM DEPARTMENTS
Oevclopm.nt t .pt
Economlc D.v.lop. Dapt
Hou3l

CENTRAL SERVICES
Erccutlvc Scivlcrr
Exccutive Offcc
Public AflaiE
L.gd
Proftarbo.l S.wlcaa
Prof. Servi:ea Admin
Hurnen Reeourcee
Financial Servicec

(Accounting, Peyroll, Budgct
and Oabt Mgt)

ConstuctiIl MgUETE
(Cmsfirc-ti.rn .rid Emriu1
CmrdnetiIl)

Prop€rty TraE ct*xr
(Roel E!ffi Acquilitir1
AppEb.l, Rolocrtiott, ProF.ty
Mgt, l,o.n Sarvicirg)

Tactnicel Sooi:r
(lnf o/Cornplfi r Ssvir..,
R€cod! Mgt Purchdng,
Rscepik ni!t)

% ot CanF.l

TOIAL FYIOO3'8' EUDGET.
Pcrccnt of Totrl

t50,000,t26
100.0%

a1+1t5,221
2llle

,4,s77,120g.& 127,3O2.,U2
54.6%

l3,ot6,5ao
7.%

St ft, ll.hrtl. rnd s.wIo.r, C.plt l, Lo.n., GF Ov.rlr..d

'Ovorhced/lndirct Alooation: Thac ccts erc ateiad b vadottr frnrd. b.$d m POC'a indir*t r.be:
for fodcral funde 27.2% and for o0pr tuid3 58.896 (munidLd ttn6 dircct ffirig .nd tn Ei.b .nd 8€rvic6).

()tr.fh!ad,
hdlr.ct

Albc.tlon'

From *
R.Ylt lts tlon Economb

8r3. e Job.

FUNDING SOURCES:
Irlr.ct P?ol.ct

?rm Araaa
A,lb.{.U.
Hou.lng

TOTAL
BUIx;ET
FYgt 9a

312,868,256
t4,373,648

$26.396.160

tl2,760,S4 13,654

26

s20,965

160

t73,7(B
t4,373,548

tz6rr7,rz!

s251,168

t415,118

158,321

t5.1,4:t2

$56,C68
i49,810

a/Hr,6Jtrota

$a),,r80
$?g2,14
lxp',u7

112,8s2
s14t,947

t1,796,316

$229,60.*

t2,458,805

$8(xt,/l3:l

atz,76s.DJ{

t20,971
$49,468

$129,344

$153,138

t1,005,4,,19

37,8rrs

sl,(E

$48,026

I+{7rJ5r

33,196

$3,537

t12,126

316,8rits

s11,slt
344,489
t7,gtl

121€,,17E
3141,52rr
t{5,7a2

tl21.7&l
3l€,917

sl,1glu€

E14,608

1s85,812

t726,337

IJ,a!a

tG,162,tl62
100% *x,%

41t5,517
1a%

53,t31,ttta*

PDC SupPort S.n/rca Ar',4,'/. . P.g.1a



Of the total $50 millign budget:
7S% is funded through the Indiret Pool
54.6% is funded by Housing projects
28.4% is funded directly by Revitalization projects
9.2%is funded directly byEconomic Development projects

Table 4 and graph shows the breakdown of current Portland Development Commission
staffing (FTE) into Direct Project-Related staffing and Central Services staffing which is
allocated as indirect overhead.

Out of ll5 FTE positions:
22.7% is funded through the Indiroct Pml
41.0% is funded by Housing projects
17.9% is funded directly by Revitalization projects
18.4% is funded directly by Economic Development projects

1) Direct Project-Related activities. These activities are included as part of the direct
project workplan and budget.

To determine what.will be budgeted as direct project costs, project work programs
and timelines are presented to support service departmens as the first stEp in the
Portland Development Commission budget p(rcess. Project staff also present the
level of support services they think will be required in FTE estimates over a specific
project timeframe. Support services develop their estimates based on this
information; if project and support staff have differcnt estimates, they are required to
negotiate and come to an agreement before budgets can be finalized.

During the year support services charge their actual time spent to project; they are
not to simply charge the budgeted level. Support services that are being charged !o a
project are monitored by both the Project staff (to stay within project budgeQ and by
Financial Services (!o make sure therc are adequate funds in the Support Service
Fund).

2) Through an administrative overhead charge which is allocated to all program areas
through an indirect cost rate. (Indirect Pool Fund)

Support Services which are not funded through direct projects are funded through a
new Indirect Pool fund that was set up in FY1993194. The Indirect Pool collects
revenue from operating funds based on indirect rates and direct personnel, materials
and services costs.

PIrc supporx Seflicez Analyaia



PDC FY1993/94 Staffing/FTE
Fundlng By Dlr.ct il.ror Progr.m Ar.r| .rd by lndlr.ct Support Scwb.. Fsrd

l18.1ohl Ec Dev

(1 7.9%l Revitalization

l11,Oohl Houslng
122.7%l lndir€ct Pool

TOTAI PDC FTE: 115

TABLE 4

PORTLAND OEVELOPMEIIT COIIMISSIOII
Er..Idown of Str{nng (FTE} by Mrlor Prog0m Arc. rttd C.n!.l Support S.fll,c.t

Ar P.r FY loot,9a Mo9icd &rdg.t

Dcp.rhmt

PROGRAM DEPARTME TA
Ir.v.lopn nt D.pt
Ecooo,nb Drnlop. O.pt
H

llm

CEI.ITRAL SERVICES
Exacutva San laar
Ercouliw Offtcc
Public AlTeic
LogC
P?of.rtbn l S.wlcct
Prsf. So rirc Admin
Hqran Rasourcac
Fimrrciel S*vi:ec

(Accountng, Payroll, Eudgct
.nd D.bt Mgt)

Conrtwlim MgUETU
(Conrtuction end Envion.
Corfttatbn)

Prop.rty T.irlB.clio.r.
(Rel Ere Acqtt'itin,
Appt*rt, Rclocrtin. Prop€.ty
Mgt, Lo.r Scn king)

T.chr*rC Scrvi:c
(lnb/Computar Scrvi:er,
Rcccdc Mgt Purcha*rg.
R

tC ot C.ni.l

TOTAL POC STAFFING (FTE)
P.rcdrt d Tot l

115.00
1m.096

20.55
17.996

21.10
18,.1%

17.20
41.096

2C.0G

22.7%

'Owr?pad/lndiruc't Allocatbn: Th€ co6ts of Itree. pcitiors ere dlooatld b Erious fund. bas6d m POC'3
indircct r&s: fa fcderal funds 27.2% and tor oths tunds 58.6% (muhipliaC 6mee dircct affing
and matarbb end servic€a).

P(rc Surport S..vIcx At?,f|l/d/. - P.9.18

otfih.d,
hdllrcl

Allocellon'

r.rc SouRcEa:F
Fundlng

Profr.m Araaa
AllordrbL

Flnd.d
F oatr

RcvltrlE tloo Eerl|omb
B..c t Jobt

TOTAL
FYg3r9a
STAFF
(FfE)

r5.@
19.m
30.f)

o.z7

s.50

14.U o.65
19.00

o.(r

0.04 o.Gi

2.10 0.Gi 0.80

1.61 0.25 1.11

0.06 o.27 0.56

0.03

0.17

o.13
0.69
0.1't

0.E2
0.79

o.24
o.71
r.56

3.m

11.m

6.50

7t.t

3.(n
4.m
3.00

2.00
1.fl)
7.50

0.04

0.(}'

1.73

5.81

2.63
t.75
0.5.t

1.97
1.50
7.21

41.50 6.51
16v.

1.54
$f.

7.at
1t%

2A-OZ

ct?a



C. IndirecUoverhead rates

Calculations:
- For Federal Funds, the rate from the HUD-approved indirect allocation plan

is used. This rate is based on actual expenditures made for specific approved
functions as a percentage of total actual prcgram expenditures. For FY
1993194 budget, the federal fund rate was27.2%.

In FY1993/94, PDC's federal indirect rate of 27.2% ranked in the upper half
of the range for City Bureaus. The high was Watcr Bureau 40.L8% and the
low was the Office of Neighborhood Associations at 2.24%. The Bureau of
Housing and Community Develop was at 19.0%

Not dl Portland Development Commission administrative functions are
eligible for federal indirect allocations. Not allowed were administrative costs
related to: Development, Construction & Eng., Relocation, Budget and
Financial Planning, Debt Management, Public Affairs, and Executive
Director's Office.

For FY94/95 iris23.5%. Table 5, prepared by PDC, shows how the 23.5%
was calculated.

For most other program funds, the indirect rate is based on last year's actual
support services expenditures for personal services and materials and services
as a percent of direct personal services and materids and services. For FY
193194,91/92 actuals were used; the FY 1993194 rate was 58.8% For
FY1994/95, 92193 actuals are used; the FYl994/95 rate is47.0%.

Table 6, prepared by PDC, shows how the 47% was calculated.

Table 7, also prepared. by PDC, shows trend analysis for Indirect Costs:
As a percent of Total Budget
As a percent of personal services and materials and services
As a percent ofdirect personal services and materials and services
As a percent of staffing

For some proj€cts (such as the Oregon Arena project), indirect overhead rates
are calculated based on some specific parameters. These rates have minimd
impact on the overall lndirect Pool fund.

D. Indirect Pool Fund

In FY 193/94, an Indirect Pool Fund was established to manage the funds allocated to
indirect support services.

PI\C s'4,pporx Seltice' Analyaia



POFTI.ANO OEVELOPMENT COMMISSION
CONSOUOATEO LOCAL CENTML SEFI/ICE COST
ALLOCATION PIIN AND INOIRECT COST PBOPOSAL

FOR THE YEAF ENDED JUNE 30, ,I9S3

-TA?r:E {
OESCRPTlON

SAI.ARES MATERIqLS SUB

&WAGES &SEFr'rcES TOTAL
AOJ TO
OIRECT

NOT
ALLOWED

NfiTO
INOB POOL

INOIFECT COST POOL (1): C€ntal S€ruic6:

I 791 0 O€velopmerit Admin
27910 Eco6 Ocv Admin
37910 Gcri Admin ftg
47Ot 0 Admin Srvca
47r 1o Comp(ner S6/cr
4721 O Humarl Raro.Jac€!
47310 Boal E3tatc Srvc!
47410 Conn Md & Eng
4751 0 B€locltton S€wi,€3
47610 Property Mgrm
anlO R.cordr Mgml
4781O l-o!n Sn cg
47910 Op€ralion. Admln

'/1 
l0 8udgcl & Fin Phn

57150 Debt Marugomcnt
57160 Fin An ly.b
57t6O l-o.n Originldoa
57210 Payro0
572lE Acaount! PayabL
57310 Cr.h RedpB
taSO Otrnr & Cmct Aolt
t410 H.portng
57sl0 Auditng
57810 Fqcd AsG
57910 Fln Snrcr Admin
670t 0 Pt blia Bclllior|. tLttro.t
57@5 &Jrina. Fldrruitmenl
67ea5 Rcacarctt
87910 Rrb Allairu Admin
97510 Lrgal Sn/c!
97910 Ex* Dcpt Adrin

r 31,352
36.2e)
73,1U

r 4€,594
r80.@
r 92.&I
91,4n
69.163
9,54tt

E6,44E
3r,s

t/L5,O6
t 25,46i'
74,m,
9,1Ei2
2,579
3,3!it

37,894
37, r Og

t 5,2q1
6,438

54, t 5t
33,64,

r,175
tGl..l45

4,{l9
?z.?a1
7,715

141,/(i8
54,St

3€2,385

25,92
28, t 59
10,684

5r 5,06r
167,725

51 
'26(,

I I ,896
a,m

0
3,919
1,27()

c7.14
47,'t&z

130.234

'u,8r40
o

5,068
2,675

96,216
29,699
t 4,31il,

36,279
0

9,315
5El

29,13r
3,5Ar

EE, r S2
r 5,23ai

107,4{p

157,174
64.'+zl8

u,1N
663,855
341,&4
244,141
1fit,373
2,3fit
9,54{t

90,367
3a.s65

18c'1.H
172,6?5
204,1tll6

$t,o(xt
a'7t)
3,35t

.t3,7@
39,94t

I r t.499
30,rtrf
68,509
60,8S
r.r75

1147fl,
4,gt

51 ,415
11,4

a,&
70,27

.l{81,65{

0
(1s,0o0)

(s,00ol

w4,aE/l
o

(2.0oo)
0
0
0
0
0
o

(3O,O0O)

0
0
o
0
0
o
0
0
o
o
0

F,mol
o
0
o
0
0
0

0 5/,1741
0
o
0
o
o
0

cz,363)
(e,545)

0
0
0
0

(2O4.436)

0
49,44{t
79J?o

389,371
347.@4
242.111
103,373

0
0

90,3d'
32,555

1e.144
142,6e5

0
33,54t
2.5/9
3,35r

43,7@,

&r,983
19,43
36.137
88,5G
€,8

1,r75
1Cf,76o

o
0
0
0
0
o

(s6,381)
0
o
o
o

(96,216)

0
o
o
o
o

(lt.geo,

Fl,4tq
(r r"2361

tze;8$)
(to,z7l

(469.85.)

TOTAL COST BASE (Q:

Summary all dspuftrridi

Totd 2.315,rc 1,535,0@ 3,850,812 (3i,1,2e$ (1,438,4€A 2,081,04t

7,325.r$ 3,603.127 10,928,325 14,53r,.152 0 10,928325

ao8r,o{l 23.5%
a,u7,a4

INOIRECT COST RATE COM PIIIATION

BigiHc hdrlct Cortr

{ll So{rG. ( .sCF}SgPEGlrC P.FCP t*a{t rl!.lb{t
Et Sqrc. OIJCIE€aXIG. @lBIOPmq.EE9.n'nEP2CJ.5.

Ftnd E(!r*t r.port

(o Th. ftaqfin&. rr Yqtrl Pl.! s.aE! glsr Tdl tLt is a sa,!,i5
,nii.ra .ltall. Hfra, P. Srrca rnd hdLa(t Mf.tl a Srri-

Toral miru lndlrxr (3)

c lqprovrodg.Shudlndh:sml



21'L,ec.YJ

OESCRIPTION

POTTLAND OEVELOPMENT COMMISSION
AGENCY-WIOE INOIRECT COST RATE

FOR THE YEAR ENOEO JUNE 30. 199}

SAI-ARES MATERAIS SU8
& WAGES & SER!/ICES TOTAL

-f\n;15 6
ATU TO
DIBECT

NOT
ALLOT / IOTAI.

IN0IRECT COST POOL (1): Cend Services:

17910 Oe'\/eloplnrnt Admh
27910 Econ D.v Admin
3791O G6n Admin H3g
4701O Admin *vcs
471 l0 Computer Srvc!
47210 Human Rasourcas

47310 R€al Esl8l! Sryca
474.10 Const Mgt & Eng
4751 O Relocatio.r Sarvi:ea
4761O Prop.rty l,lgml
4Z1O Reclrds t',lgmt

47410 losn Srvcg
47910 Opcrrtiorl A#n
tl10 Budg€l & Frr Fbn
5/l5O OGbt MrnagcrnG.
57160 Fin Analyrb
57180 Loan Gigindion
57210 Payroll
5I24O Accountt Ply.bb
57310 Calh Fl6o.ipB
SZSSO eranr a Ota ecq
$lato Beporting
t510 Auditng
57810 Ftx.d AB.t3
t910 Fin Swcs Admin
67010 Public Fabti:nc tLi,Yort
67605 8rJlrne6s F.cruiln fir
678{5 Racarch
67910 R.tb Affairs Admin
97510 Legal Swcs
97810 Dir/on ly bilJG.
9791 0 ExGc ry Adman

r 3r ,352
36,289
73,ll:}6

144.594
180,0e9
r 92,881

91,477
@,r63

9.545
86,4{{'
31,296

145,006
15.463
74,&,
3a.r 92

2,5?9
3,351

37,89,[
tr/, t 06
r 5,2E3

6,438
54,151
gt,@0

r.r75
tG3,{45

4..1€
2.41

7,715
14l,.l5tl
3{,9Sr

0
3€a'38!t

25,8?2.
28, r 5S

10,644
5t5,061
167,725
51.260
11,88)6

8.200
o

3,919
1,270

37, r 36

$,1@,
1s).,&
57,Er4

o
0

5,&r8
2,U5

96216
29,699
14,358
*,279

0
9,315

581

29,i3r
3,5a

88,1*
14.%

0
107.469

157,174
u,#
u,16

653,655
u7,924
24{.141
103,373
77,363

9.54{i
(rc,347

32.5€5
1&t,144
17i2dn5
aX,rBo

90.006
2,579
q35l

43,7&l
39,983

11r,4S
36,r37
68,5G9

69,E99
1.175

1147fIJ
dsD

5r,4r5
11,&

229,6!i{)
7027

0
469,&t4

0 0,0oo)
(r 5,0oo)

(5.0oo)

l274,Wl
-0

(2,ooo)

0
o
o
o
0
0

(3o,0@)
0
0
0
0
0
o
o
0
0
0
0

(s,00o)

0
0
0

(s,00o,

amo)
o

147,174
49,44A
79,120

389,371

!47,E24
24ar41
103,373
Tt,fi

9,54ai
90,367
32,56s

1Ecu4
r{9625
2Oa,.atl6

$.@6
2,579
3,35t

.13.762

3986'
111,4S
36.t37
6E.509

69 89r'
1,175

r 07.74,
a.s0

5r,4r5
11,36

21,&
e6z7

0
46471ro 1.li,l

0
o
0
0
0
0
o
o
o
o
0
0
o
0
o
o
o
o
o
0
0
0
0
0
0
o
o
o
0
0
o
0

Iot"l

TOTAL COST EASE (2):
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INOIRECT COST RATE COMruTAION
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PORTLAND DEVELOPMENT COMMISSION
INDIRECTTREND ANALYSN
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l. Indirect Pool Revenues:

Funds pay the Indirect Pool based on their indirect rate times personnel costs
and materials and services.

The Indirect Pool budget is based on program fund's budgets. Actual
revenues to the Indirect Pool are based on actual expenses in the program
fund.

2. Balancing the Indirect Pool Fund:

The Indirect Pool revenues establish the level of funding for support services. If the
total amount of support services being proposed for funding from the Indirect Pool
(or what is left of their budgets after deducting the project funded services) is greater
than the Indirect Pool revenues, then support services are cut to balance the budget.

In FY 193/94, this resulted in support services saff reductions of about 20 (filled
and vacant). The reductions werc made as a collaborative effort, in that across-the-
board cuts were not made in all support services. Specific areas werr lookcd at and
service implications analyzed.

3. Monitoring of Actud Support Service Charges:

Support Service charges arc closely monitored by both project saff and Financial
Services. If a project that a Support Service group was to work on is delayed or
doesn't happen, there will be a greater load on the Indirect Pool. Ifa project is using
more support services than it had anticipated, then there will be a problem with
project overexpenditures.

If there is a problem with overhead actual charge trends, the Indirect Pool revenues
may not be adequate to cover actual costs. To address the problem, support service
cost may need to be subsidized @y l,ocal Funds?) or support service costs cut
(probably means staff reductions).

PI}C SupEl€.rx garvicea ;Jnlyeie



V. SUPPORT SERVICES COMPARATryE COST ANALYSIS AND ISSUES

This section outlines Support Service Options, general findings, and OF&A
recommendations. Services are present€d in alphabetical order.

Computer Services:
Central Computer Support
Personal Computer (PC) User and Network Support

Construction Management
Employee Benefits
Financial Servicps
Fleet Services
General Operating Services

- Distribution
- Copy Services
- Telephone Service
- Office Rental
- Printing Services

Human Resources/Personnel Services
kgal Services
Loan Servicing
Property Acquisition and Relocation
Property/Facility Management
Public Affairs
Purchasing/Contract Administratior/EEo Compliance
Records Management

PDc suppofi sVic€.s ,rrelyBia



COMPUTER SYSTEMS:
PERSONAL COMPUTER (PC) USER, AND NETWORKST]PFORT

. CEI{TRALCOMPUTER SYSTEMSTJPFORT

PERSONAL COMPUTER, (PC) USER. AND FIETWORKSUPPORT

FINDINGS:
- PDC PC network supports E-Mail, electronic calendar, bulletin board,

training schedules and file transfer capacity to 128 PC's (on- and off-site).
These systems are used extensively throughout the organization. PDC has
assigned 3.45 FTE to these services. Support includes basic training, on-
site Help line assistance and network maintenance.

User support available through "Hot Linel; quick on-site assistance
available.

In comparing PDC PC User Support and Network Support with the Bureau
of Buildings which has 120 PC's in the network:

PDC has 3.45 FTE; Buildings has 2.m FfB intemal staff plus about
a third of an FfE through OF&A Central Computer Services,

Private vendor, Digital, provided a rough quote for "full"support services at
$167,000/year. This provides an engineer on call and remote help desk
support; on-site assistance would be rninimal. PDC currently budgets
$300,218 for PC user and network support; this includes Csmmission-wide
costs for PC maintenance and softwarc which is not included in vendor's
quote.

See Table 9 "Data Summary of Support Areas" for FIE, Cost of Services,
workload details.

ANALYSIS:
OPTION 1: PDC provides all current services.

PDC may need to adjust staffing if number of PC's
supported is reduced due to the definition of core
organization and programs.

OPTION 2: City Burcaus provide services to PDC.
OF&A Computer Services estimates that at least two
FTE would need to be assigned to support the PC
network and loan servicing. City services also include
a Hetp Desk and on-site assistance.

25



PERSONAL COMPUTER (PC) USER AND NETWORKST,PFORT (Cont'd)

Like other bureaus, PDC could continue to run its
current PC network applications. Bureaus, like
Buildings, use their own staff and Computer services
staff for network support.

OPTION 3: Services provided by outside contractors.
Based on Digital's response, there are private vendors
who can provide these services to PDC.

RECOMMEI{DATIONS:

I Review contracting support services with either City or outside vendor
against PDC costs for possible savings and efficiencies.

o If is necessary to reduce staff to fit core organization and programs, PDC
may need to review user support "standards' such as one-hour response
time.

PIrc sapporx servicea tnalyaia



CEI,{TRAL COMPUTE,R SER,VICES

FINDINGS:

ANALYSIS:

OPTION 1: PDC provides all curnent services.
PDC may need to adjust saffing to fit core
organization and programs.

OPTION 2: City Bureaus provide servlces to PDC.
OF&A Computer services could provide support to
PDC's main computer system.

OPTION 3: Services provided by outside contractors.
There are outside agencies that could provide user
support. Digial's rough quote for full support with a
remote Help Desk is less than PDC's current cost but
more than OF&A central services costs.

PDC's VAX mini-computer runs customized and integrated financial
modules: accounting, budget, loan servicing, records management/archives,
and personnel systems. It also supports PC network.

IntegraM financial modules and network applications arc extensively us€d
throughout the organization as part of routine operations.

Several bureaus maintain their own separate central computers and staff
but also oontract with OF&A Computer services for system support.

The City and PDC main computers arc located logether, making it
accessible to City staff to provide support.

PDC financial modules written in ADMNS computer language. City staff
would be required to have working knowledge of this language to provide
programming support.

See Table 9 "Data Summary of Support Areas" for FTE, Cost of Services,
workload details.



CEhITRAL COMPUTER. SERVICES (Cont'd)

RECOMMEI{DATIONS:

OF&A and PDC computer staff need to work together to determine compatibility
and cost/feasibility analysis of several options.

. PDC contracting with City Computer Services for main computer system
support.

o Integration of two systems; PDC maintains their VAX system with a
connection to the City system.

0 Transfer of all PDC VAX computer applications to City's mainframe.

Therc is a deailed discussion under 'Integration of PDC's Financial System with
the city's IBls System'.



CONSTRUCTION MANA GEIVIEI{T

FII\DINGS:

75% of PDC Construction Management are funded by direct project
activities; 25Vo are supported through overhead allocations.

PDC Construction Management group works primarily on Development
projects which have traditionally been funded by tax increment.

General Services provides these services citywide. Several Bureaus also
maintain their own construction managemcnt staffs (Transportation, Water,
BBS, etc-) or contract out for services.

PDC's cost of providing this service is lower thu General Services rate for
project management staff and significantly lower than private contractors.
(See Table 9 for details)

The Rental Housing Program (RHP) maintains staff that provide similar
management services for RHP Housing projecs. The functions of these two
groups within PDC should be reviewed for overlap or duplication of services.

See Table 9 "Data Summary of Support Areas' for FTE, Cost of Services,
workload deails.

ANALYSIS:

OPTION 1: PDC provides all current services.
PDC Construction Management continues to provide
construction and engineering project management for
major construction projects. PDC may need to adjust
saffing to fit core organization and programs.

OPTION 2: City Buneaus provide services to PDC.
BGS Project ManaSement group provides
constnrction, architectural and engineering
management services to City bureaus and PDC.

Services provided by outside contractos.
PDC contracts for outside constnrction and project
management, such as the Oregon Arena Project.

OPTION 3:

PI}C supporX 
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CONSTRUCTION MANAGEIIIEIYT (Cont' d)

RECOMMENDATIONS:

r If specific project funding is reduced, staffing will need to be adjusted and
staff added only when project funding is available.

I Construction Management is a service that could be marketed to other City
bureaus. PDC has worked closely with several City bureaus on joint projects.
In the past City bureaus have contracted with PDC to provide lead
construction management. These revenues would supplement project
funding.

a PDC Construction Management ud Development Project Managers
normally work as a team on major redevelopment projects. In addition to
construction management services, these two groups could develop a Project
Management Team whose services could be offered to oth_er City bureaus or
public agencies.

a The Rental Housing Program (RHP) maintains staff that provide similar
management services for RHP Housing projects. The functions of these two
groups within PDC should be reviewed for overlap or duplication of services.

PIrc supporx Servicag ,,zalyaia



EMPIOYEE BENEFITS

FII\IDINGS:

The City's self insurance plan covers medical, dental, vision, life, supplemenal
(voluntary life, long term disability, and deferred compensation. PDC provides
similar benefrts (exceptions noted below).

A recent review of Portland Development Commission Employee Benefits by the
City's Risk Management Division found that:

a- Medical and Dental Costs: The City's rates for medical and dental costs are
lower than PDC's rate, relative to the level of benefits offered. The City's
purchasing power outweighs that of PDC due simply to that fact that PDC
'purchases'benefits for ll5 employees and the City "purchases" benefits for
5,8fi) employees.

Comparative Rates:

Medical

Dental:

City/Kaiser:
PDC/Kaiser:

City/CitySelect:
PDC/PACC:

City/ODS:
PDC/ODS:

City/Kaiser:
PDC/Kaiser:

$137lmo;
$134/mo;

$5 co'payment
$1 co-payment

$149/mo; better benefits
$135/mo

$27.541mo
$28.95/mo

$28.20/mo; $1 co-payment; better benefits
$26.84/mo; $5 co,payment

b. COBRA and Retiree Administration: The City has the systems and
processes in place to administer these benefits and meet the legal obligations
required.

c. Deferred Compensation: PDC and the City both have deferred
compensation plans. The City utilizes five different investment providers for
employees to choose from; PDC offers three providers. The three that the
Commission offers are within the five that the City offers.

PIIC Auppott Servic.a ;Jralyaia



EI\,IPITOYEE BENEFTIS . (Cont' d)

ANALYSIS:
OPTION 1: PDC provide all current services.

There appea.rs to be a question as to whether PDC
has formally established the deferred compensation
prognrm as required by Internal Revenue Case
Section 457. PDC and City staff are reviewing this
issue.

OPTION 2: City Burcaus provlde services to PDC.
There afe several advantages for PDC to have the
City take on the adminisfation of benefits for PDC
employees. Comparing rat€s indicates that the City
can provide a better benefit program at the same or a
reduced cost. It has saffing and systems in place to
effectively administer and manage COBRA,
retirpment benefits, and defened compensation
prognms.

OPTION 3: Serrices provided by outside contrectors.
The City is self-insured and uses outside vendors as

needed. PDC also uses professional carriers.

RECOMMEIYDATIONS:

0 PDC should provide employee benefits through the City's Risk Management
services. The City and PDC need to research issues regarding deferred
comlrnsation and complete an analysis of potential cost savings and enhanccd
benefit options for employees.

o

o

PN Srg,pporx selicea NtaTysis



FINANCIALSERVICES

FINDINGS:

Accounts Payable function was reviewed for this analysis. PDC Financial
Services also include ccntral budgeting and financial planning, payroll,
auditing and reporting, and debt management.

In FY93/94, PDC has 7.5 FTE allocated to the Financial Services section.
There are also staff in other program and service groups which also assist
with accounting, budgeting and financial functions.

PDC has a computerized on-line financial system currently being used
throughout the Commission. A considerable number of the staff have
received training and use the system regularly.

I-ong-range information system planning indicated a need for system
upgrades.

See Table 9 "Data Summary of Support Areas" for FfE, Cost of Sewices,
workload details.

ANALYS$
OPTION 1: PDC provides all cur'rent services.

OPTION 2: City Bureaus provide services to PDC.
Integration with City systems would increase coordination of financid,
budget, debt management and auditing/reporting functions. PDC would
need to maintain staffing to handle bureau-level functions. Savings could
result as a net between increase General Fund orerhead costs against staff
and computer savings (dependent on the compatibility of systems).

OPTION 3: Services provided by outside contrsctors.
PDC already contracts out several services such as payroll. Other functions
(such as daa entry) could possibly be contracted out to another City
bureau or outside organization. However, savings might be negligible in
contracting that small portion of activity.

A totally sepaEte system outside the City is not an appropriate option
because it does not address the central issue of bener coordination and
integration of systems.

PI}C S|{,pport Sefrl,ca' ,J,,-lyaia



FINANCIAL SER,VICES (Cont' d)

RE'COMMENDATIONS:

r INTEGRATION OF PDC'S FINANCIAL SYSTEM WTTH THE CMY'S
IBIS SYSTEM

This is a major issue for City and PDC financial and computer support
service areas. Integration of the systcms would improve coordination of
systems but depending on the options pursued, there could be significant
conversion costs.

City and PDC staffs should rcview and report back to Council by June 30,
1994 regarding the options of integrating computerized financial systems
for possible efficiencies and cost savings.

Options include but not limited to:

Complete transfer of PDC systems to the City's mainframe
computcr;

Like several other bureaus, PDC to maintain its own central
computer with intemal management systems and connection into the
IBIS system; or

PDC to continue to maintain a separate system.

r Areas where PDC should look to City bureaus to assist or provide services:

Payroll. Review feasibility and cost of City Payroll processing PDC
payroll @DC currently uses an outside contnctor).

Review possible cost savings and efficiencies to increase
coordination of audit and CAFR activities.

r Major upgrades of the financial and computer systems should be postponed

until integration options have been reviewed.

PIrc supporx sT ico' Npllt,,l,s



FLEET SERVICF^S

FINDINGS: .

- PDC maintains ten vehicles at an estimated cost of about $50,000. This
cost includes funding a replacement reserve which PDC does not currently
have. BGS Fleet Services rates for 10 similar vehicles to PDC range ftom
$24,000 to $30,0fi). The BGS difference is based on the model of car that
is used for general staff use.

PDC switched from City Fleet servicing for the cars to private servicing
several years ago for quicker service at a lower cost. BGS says that on an
individual car basis, private sewicing may cost less. But on a fleet-wide
basis, City Fleet services costs are lower,

If PDC were to change to the City Fleet system, their current cars could be
transferred to BGS and leased back to PDC. Also older vehicles would
have priority for replacement.

See Table 9 'Data Summary of Support Areas' for FTE, Cost of Services,
workload deails.

ANALYSIS:
OPTION 1: PDC provides all cument services. PDC owns and

maintain 10 car fleet. PDC may need to adjust to fit
core organization and programs.

OPTION 2: City Bureaus provlde services to PDC. PDC to lease

cars from BGS Fleet senvices.

OPTION 3: Services provided by outside contractors. Private fleet
services may be available but probably not at a cost
lower than City Fleet rates.

RECOMMEF{DATIONS:

t PDC's fleet needs should be evaluated to sec if ten vehicles are still
required. A full cost analysis, including replacement funding, should be
completed.

r Based on updated vehicle requirements and deailed cost analysis, BGS
Fleet services should be considered. If PDC wants to use the same cars,
they could lease back their cunent vehicles and would be able to get rid of
older vehicles.

PI}C Aupport Sen ic6s Ntaly.ia



GEITIERAL OPER ATING SERVICES

FINDINGS:

Distribution:
- PDC currently uses the City's mail distribution service. They also use

private messenger delivery services. Since cutting a staff messenger
position in FY1993/94, PDC's messenger delivery costs have increased
signihcantly.

Copy Services:
- PDC owns most of their copiers and contracts for maintenance. Ave.

maintenance costs per copier is $1,860annually based 310,000copies, or
$.006 per copy. This does not include the costs of supplies, replacement
or staff/ administrative overhead costs..

City Copy Services leases copiers to city bureaus at a rate of $.0330 for a
full service copier. This rate includes maintenance, supplies, and
replacement, and overhead.

Telephone Systems and Services:
- PDC is part of the City's existing telephone system and is billed like a city

bureau.

Office Rental Costs:
- PDC leases office space in the Portland Building at a rate of $16.04/sq.

foot.

See Table 9 "Data Summary of Support Areas" for FTE, Cost of Services, workload
details.

ANALYSB / RECOMMET{DATIONS:

Distribution:
I Continue to use City distribution system. Monitor use of special

delivery services for possible areas for cost savings and efhciencies.

Copy Services:
o PDC to complete a cost study to det€rmine their copiers' actual full

cost per copy. I-easing copiers from BGS Duplication service should
be considered for cost efficiencies.

PI}C Suppp.rx. sgicez A,nlyaia



GENERAL OPER,ATING SF,RVICES (Cont'd)

Telephone Systems and Services:
r Continue use of City system. If City gets an improved cellular

phone service agreement, PDC should also use this arrangement.

Office Rental Costs:
a If PDC staffrng level continues to change, they should reduce ofhce

space leased from City in the Portland Building. Also if relocation
to a new location is considered, moving and start-up costs should be

fully costed.

Printing Services:
r City printing standards should be applied to PDC print jobs to

ensurE cost efficiencies. Also PDC should have the City Printing
services regularly bid on print jobs.

PDC Support geflLcet ,,aaf.tg.is
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HUMAN RESOURCES / PERSONNEL SERVICES

FINDINGS:

ANALYSIS:

OPIION l: PDC provides all curnent services.
In addition to the central Human Resources FTE, staff
in all other PDC departments also perform general
administrative personnel functions. PDC may need to
adjust staffing to fit core organization and programs.

OPIION 2: City Buneaus provide services to PDC.
OF&A./Personnel provides centralized personnel
sewices. Bureaus pay for these services through
General Fund overhead allocations. Under the City's
personnel system, PDC would still provide general

administrative personnel functions.

PDC currently has 1.5 FTE assigned to Human Resources functions. As a
measure of basic support, comparison of personnel FTE as a ratio of lotal
employees shows that PDC is within the range of comparable bureaus and
outside agencies.

PDC Human Resources budget per Employee is higher than the bureaus
and outside agencies reviewed.

PDC contracts with outside vendors for: training, compensation design and
market studies, and affirmative action compliance.

PDC recently develo@ of a comprehensive Compensation and
Performance Management system. The first round of evaluations were
done in November.

The City's civil service system provides a strict hiring/recruitment structure.
PDC sees the City's system as less flexible and much morc time consuming
than the PDC sysrcm.

There are Humu Resources/Personnel services issues discussion under
'Employee Benefits'.

See Table 9 "Data Summary of Support Areas" for FTE, Cost of Services,
worHoad details.
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HIJMAN RESOTjRCES / PERSONNEL SERVICES (Cont'd)

OPTION 3: Services provided by outside contractors.
PDC currently contracts a number of personnel functions.

RECOMMFNDATIONS:
PDC can provide enhanced services to its employees by utilizing City
services and coordinating with the City'spersonnel system.

o Implementation of PDC's Compensation/Performance Management
System should be continued.

r City to provide/assist with serviccs that PDC currently contracts out
for:

Affirmative action compliance and prooess. The City can
provide an Affirmative Action Offrcer and process for
handling complaints.

Training, compensation and market analysis, erc.

I Under the City's system, PDC would still directly handle recruitment
of classifications unique to its operations.

PDC Sapporx Seflicea ,,nlyeiz
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LEGALSERVICES

FINDINGS:

AITIALYSIS:

OPTION 1: PDC provides oll cument services.

OPTION 2: City Bureaus provide services to PDC.
With PDC's current project requirements, the City
Attomey expects that two attorney positions would be
needed. With significant change in the program
activities, staffing assignments would be reevaluated.

The City Attorney feels that an advantage to PDC is
the accpss to an expanded pool of expertise.

OPTION 3: Serviccs provided by outside contractors. When
projects require additional legal services, services can
be contracted from the City Attomey's Office or other
outside counsel.

PDC lrgal Services provide legal support to the Commission. One
attorney acts as general counsel and one attorney works primarily on
Housing real estate issues. Services include coordination of outside legal
counsel contracts and legislative lobbying for the Commission.

PDC's cost per attorney is similar to the City Attorney's costs; both :ue
generally greater than other public agencies. About 50% of PDC l-egal
services are funded through direct project activities.

City Attomey's Office provides legal services to dl City bureaus and
coordinates all outside legal counsel contracts for bureaus.

The Office of Governmental Affairs acts as the City's primary legislative
lobbyist and liaison. A few other bureaus have internal legislative lobby

See Table 9 "Data Summary of Support Areas" for FIE, Cost of Services,
workload details.
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LEGAL SERVICES (Cont'd)

RECOMMEI\DATIONS:

o With the loss of tax increment financing and the changing role of urban
renewal agencies throughout the state, the need for a lobbying function
separate from the Govemment Relations Offie should be reviewed.

0 Ifproject funding isdecreased oriNcore organization isdefined, legal
services may need to be adjusted. City Attorney services could be
contracted as needed.

PIrc aupport ge*ic?.a ,,,rlyaia



I'AI{ SERVICING

FINDINGS:

ANALYSIS:

OPTION 1: PDC provides all current services.
PDC's I-oan Servicing function is unique in the types
of programs that it supports. While the Auditor's Lien
Servicing basic activities are similar, PDC's function
includes very different customer-orientation.

OPTION 2: City Burrcaus provide services to PDC.
The Auditor's lien-servicing function is enforcement-
based in contract to PDC's assistance-based customer
services.

PDC Loan Servicing supports housing, economic development and facade
loan programs. Half of these services are funded by direct project
activities; half is supported by overhead allocations.

PDC clients for these loans are primarily small businesses or low/moderate
income families to which PDC also may also provide financial counseling
and personal budget analysis.

The Audilor's Office provides lien servicing for Buildings (charges & civil
penalties), Maintenance (sidewalk repairs), BES (connection fees), LID
(transportation, Sewers, Water). They also service mid-county loans.

PDC loan servicing follows the sarne basic steps as the Audiior's lien
servicing functions: recording, billing, payment processing and lien/loan
processing. The City's lien servicing is a more enforcement-based; PDC
services is based on client assistance-

Banks or other frnancial institutions may have the capacity to provide these
services. PDC surveyed five major local lenders and found only one that
services their loans locally.

See Table 9 "Data Summary of Support Areas" for FTE, Cost of Services,
workload details.'
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L/OAN SERVICING (Cont'd)

OPTION 3: Services provided by outside contractors.
Local f,rnancial institutions may have the
capacity to perform the basic loan servicing
function. But PDC feels that it is important
that loans be serviced locally due to the
customer assistance nature of their loans.

RECOMMEI{DATIONS:

r Adjust staffing to fit funding levels and core programs. Add staff
when project funding is available.

o If the City expands partnerships with community-based
organizations, PDC may be able to market loan servicing support to
those organizations. Additional revenues can used to supplement
funding in order to keep staff until project funding is available.

o PDC's loan servicing module is part of PDC's financial system.
Feasibility of transferring PDC's loan servicing module to City
computers should be included in the financial systems analysis.

PDc avppp.rc sefficc8 ,,nalyaia



PR,OPER TY ACQUSITION AND REI-TOCATION SERVICES

FINDINGS:

PDC is the only agency in the City which provides relocation services in accordance
with federal relocation regulations. PDC is currently on oontrirct with City bureaus
and the federal government for these services.

General cost comparisons show that PDC ($a7lhr) is about equivalent to BGS
($46lhr plus 4% for General Fund overhead) rates.

PDC has one certified residential appraiser on saff; PDC contracts out for
revieMsecond appraisals. BGS contracts out for dl appraisal services.

Although General Services provides these services citywide, some bureaus choose
to maintain their own property acquisition saff.

See Table 9 'Data Summary of Support Areas" for FIE, Cost of Services, workload
details.

AhIALYSIS:

OPTION l: PDC provides all current services.
- PDC provides property acquisition and relocation services primarily for

Housing and Development prcgram areas. Services include appraisals and
loan closings. Currently, about half of these services are funded through
direct project activities; half are supported through overhead allocation.

OPTION 2z City Bureaus provide services to PDC.
- BGS Property Management staff provides central real estate acquisition

services only; no relocation capability. Bureaus pay for these services
through hourly rates and interagency agreements.

OPTION 3: Services provided by outside contracton.
- There is currently only one private company able to provide federally-

funded relocation services. Also, the Oregon State Dept. of Transportation
handles relocation. Acquisition services could be provided by private
sector.

PIrc supp ort seflicea Nzalysie



PROPERTY ACQITISITION AND RELOCATION SERVICES (Cont'd)

RECOMMENDATIONS:

Future federal funding is fairly secure for PDC's Hpusing programs which
is the primary client for these services. However, if funding is reduced,
staff should be adjusted and staff added when project funding is available.

I PDC should continue to market relocation services to City bureaus and
other public agencies. These revenues can supplement PDC funding and
to keep staff available until project funding is available.

I PDC Property Acquisition costs is comparable to BGS's rate for acquisition
services. This is also a service that could be marketod to other City
bureaus. City bureaus may want to have PDC and BGS bid for projects in
order to get services at the best cost.

t
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PROPERTY & FACILITY MANAGEMEIYT

FINDINGS:

A1{ALYSIS

OPTION l: PDC provides all current services.
The impact of changes to the nature of programs and

the closeout of urban renewal districts will impact the
nature of these services. PDC may need to adjust
staffing to f,rt core organization and programs.

OPTION 2: City Bureaus provide services to PDC.
City bureaus currently can choose between utilizing
BGS services, their own staff or private consultants to
provide these services.

PDC currently provides property management (maintenance, socuriry, etc.)
for all PDC-held properties, including commercial, parking and residential
properties. PDC's focus is on holding property on a short-term basis.
Over half of these services are paid for through direct project funding; the
remaining amount is supported through overhead allocation.

PDC contracts with a private property management company to manage
Union Station operations, maintenance and tenant leasing. PDC handles
agr@ments with railroad companies directly.

This section also provides fleet and facility management for two leased
PDC office and storage sites.

BGS provides property and facility management services for the city. BGS
services focus on a long term permanent basis. Bureaus pay for these
services through hourly rates or interagency agreements.

Bureaus such as Parks provide their own property management services,
including commercial leasing and facilities maintenance.

See Table 9 "Data Summary of Support Areas" for FTE, Cost of Services,
workload details.

PItc suppoix ge*icos ,n lyaj,a



PROPERTY & FACILITY MANAGEIVIENT (Cont'd)

OPTION 3: Services provided by outside contractors.
PDC currently contracts with private property
management firms for Union Station but stays directly
involved with management issues.

RECOMMENDATIONS:

o If projcct funding is reduced and as PDC properties are dweloped, staffing
will need to be adjusted and staff added as project funding is available.

a PDC should market this service to other City bureaus. PDC could bid for
City projects. PDC could use these revenues to supplement project funding
in order to maintain capacity until project funds are available.

i PDC can explore utilizing BGS facilities services for facility maintenancc
for two office sites and storage warehouse rather than using intemal saff.

PIrc giupporx sc47ices l,nalyaie



PI,]BLIC AFFAIRS

FIhIDINGS: .

- PDC has allocated 4.0 FTE to this function which provides public
information and graphics support for Commission activities. Half of the

cost of this service is directly funded by projects; half is supported through
PDC's overhead allocation.

There is no central service bureau that provides this range of services.
BGS' Printing/Distribution has some computer-design graphics capacity.

Several bureaus mainain internal staff to address their public information
functions. The Water Bureau has 3.0 FTE assigned to public information
activities; this includes one FTE assigned specifically to the water quality
public involvement process.

Water Bureau's Public Information section functions as internal consultant
to other parts of the Bureau for community relations and public
information projecs. Bureau managers work with the Public Info staff who
dwelops specifrcations for projects, works with outside contractors for each
piece of the project (graphics, printing, distribution, etc.)

See Table 9 'Data Summary of Suppott Areas" for FTE, Cost of Services,
workload deails.

ANALYSIS:

OPTION 1: PDC provides all current services.
In FY 1993/94, PDC cut staff from 7 to 3.5 FTE.
This has effected their production capability.

OPTION 2: Clty Bureaus provide services to PDC.
Since there is no central service bureau, PDC would
have to utilize another Bureau with Public Affairs
staff. There are different models of internal Public
Affairs staffing.

OPIION 3: Services provided by outside contractors.
PDC currently contracts for outside graphic and.public
information services when needed by speciFrc projects.
Other City Bureaus also contract for additional
services.

PN Suppott Sarilrjces ,,nalyaia



PUBLIC AFFAIRS (Cont'd)

RECOMMENDATIONS:
The changing role of PDC and the definition of a core organization will impact
the level public information services:

o PDC Public Affairs is primarily driven by direct project funding. Stafflrng
should be adjusted according to available project frrnding and core
organization needs.

0 PDC Public Affairs services could be established as a citywide service or
marketed to other City Bureaus for specific projects or o establish an
ongoing relationship (for example, being put on a 'retainer" with OF&A
for work on the budget.) These revenues would help support staff betrreen
the peals and valleys of direct proj€ct firnding.

r PDC Public Affairs could market a 'full-service'function or move towards
the Water Bureau's model where they act as consultants with project staff
to develop specifications and coordinate outside contractors for specific
project needs (design, graphics, photography, printing, etc.)

PItc supporx ge*icar tnalyaiz



PURCHASING, CONTRACT PROCESS, EEO COMPLIANCE

FINDINGS:

PDC follows Commission-adopted contracting guidelines to assure open
competitive bidding and compliance with MBBWBE goals. PDC
Managers develop bid and conEact specifications. Technical Services
Manager oversees these functions and reviews compliance with
requirements.

City's Purchasing Bureau oveniees bid qpecification review and approval
and coordinates development of professional services contracts. Special
emphasis on City's Purchasing EEO program.

OPTION 1: PDC provides all current servicesl

OPTION 2: City Burcaus provide services to PDC.
New City purchasing prccesses means that PDC can
continue to purchase many supplies directly from
vendors.

OPTION 3: Services provided by outside contractors.
These services function best when closely coordinated
with internal staff in accordance with City policies
(EEO, etc.)

RECOMMENDATIONS:

l PDC project and construction management staff, with legal staff, to
continue to provide bid and contract development functions. City could
provide services if PDC staff is reduced in these areas.

o City to assist or provide coordination of compliance with federal and City
contracting requirements, with speial emphasis on EEO programs.

I Review City's supply costs through central purchasing for cost savings.

PN Supl,/orX g,ervices ,,nalyziz
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RECORDS MANAGEIUENT

FII\DINGS:
- PDC currently dlocates a partial FTE to this function. All Commission

records are categorized, retained and/or disposed as per retention
schedule.

The Auditor's Office is responsible for coordinating development and
approval of City records retention schedule with Stale. The Auditor's
Office reviews PDC's records retention schedule.

Auditor's Office has conoerns over PDC's offsite records storage. PDC
currently using warehourc space shared with maintenance functions.

See Table 9 "Data Summary of Support Areasn for FfE, Cost of Services,
workload deails.

ANALYSIS:

OPTION 1: PDC provides all current services.
PDC's records retention schedule is generally more
restrictive than other City bureaus. Increased
emphasis has recently been placed on electronic
rerords @-mail, voice mail, files on diskette).

OPIION 2: City Bureus provide servlces to PDC.
Auditor's Office develops record retention schedules
for Bureaus and can assists them with setup, but does
not actively enforce schedules. This is seen as a
Bureau's responsibility.

OPTION 3: Services provided by outside contractors.
Records stor€e and retrieval services possibly
available through private vendors.

RECOMMENDATIONS:
0 Contract with City to archive/store PDC records. This may also

reduce the amount of warehouse space needed to be leased.

0 Review cost effectiveness of maintaining a more restrictive schedule
than required by the City.

PI}C Support ServicaB 
'Jnlysia
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Support Service Data Sheets: Table 9 provides detailed information about the support
service areas, outlines comparable City services and outside agencies. Services are
presentod in alphabetical order.

Computer Services:
Cental Computer Support
Personal Computer (PC) User and Nenrork Support

Construction Management
Financial Services
Fleet Services
General Operating Services

- Distribution
- Copy Services
- Telephone Service
- Office Rental
- Printing Services

Human ResourceVPersonnel Services
Irgal Service.s
Iran Servicing
Property Acquisition and Relocation
Property/Facility Management
Public Affairs
Purchasing/Contract Administration/EEO Compliance
Records Management

Where it was possible, rough cost per unit analysis was made to comparc cost of services. In
order to try to create comparable "apples to apples" scenarios, several assumptions were
made. This unit cost analysis presents a general comparison but cannot show if the lowest
unit cost is the most effrciency with adequate qudity of service.

PDC Supporx Services ,Jnlyzis
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PORTLAND DEVEr-wPi/IENT COMM|SSION

Suppoft Areas Data Summary
rcd: OF&A lll0l!il

Development Commission
Provides Service

Portlan
Centrel Serylce Butcauc

Serulces ed by
o anization
Service P

ublic or Private
bya Non-C

Assbned FTE 1.75
Q basicseMce;

2.5 interagency supported
Help Desk.25 FTE)

o 120

60

and

PC's Suppo

(new info

2.00
Asslgned to ALL

computer funclions

Digital Equipment Corporation

Based on PDC's cunent confguration
and seryics levels, Drlgital provUed the
follorving rough quotes:
- S167,0004/t: fttll support,

Monday-Fffay, &5:00 pm;
Senior Engineer and Remote Help
Desk support.

- $32,4004,r: Remoto Help desk to
augment exMng in-house
stucfirr€.
Hourlylime and materials for
back-up support; ranges fiom
$50lhr to $100/hr depending on
long conEact (3 months up to 12
months)

COMPUTER SERVICES.
PDG PC NETWORK AND USER SUPPORT

Prcviles PC and network support for 128 PC's at
tvyo PDC offce sftes. Support includes bosic
training, a dlred Help line and on+ite assistance.

These sorvices are prodded through a comHnation of
Cig cenhal seMces and Bureau slaffing.
OF&A Computer Seryftxs provile cental support

Bureeu Comparison: Bunau of Buildings
Numberof PCs/terminab: 12O

FY1993€4 Costs:
OFEAPCUserSupportCharge $39,740

Bureau staff assigned to ALL computer. 2.0
support functions (new Bureau info system
and PCoterminals)

\
FY I99U94 FTE:
FY'l 9S3r94 Cost of Service:

Direct Project Funded
lndirecl/Orerhead

$300,218
2%
78%

No. of PC's Suppofted
No. of PC's 1-3 years oH
No. of PCb years +

Ave. Annual maint. cost:
No. of Pdnters

Arae. Annual maint. cost:

o. of PC's Supported

FTE Assigned to func'tion

Ratio: PC's per Suppott Stafi
@ureau Lwel Support)

1B
n

106

$130
n

$336

't28

3.t[5

37
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TABLE 9
PORTI.AND DEVELOPMENT COTIIMISSION

Suppoil Areas Data Sumrnary
Prepared: OF&A 1/10/94

Portland Development Commission
Provides Servlce

Seryices Provided by
City Centra! Service Bumau

Service Provided by a Non.€lty
Organization (Public or Private)

COMPUTER SERVICES.
PDC PC NETWORK AND USER SUPPORT (Co

PDC lrlator Sewice lssues:
PDC prwftles the equivalent of boh Clg central seMces

and intemal Bureau supporl. PDC has computer
'Hot Line'with support response normallywithin 60
minutes (downtovm) or the n6xt dey (eastsUe
offce).

PDG has 100% usage on E-illail and computedzed
calendar systems.

Conwrsion to City's lBlS system is a major issue for
PDC's mainframe system and PC networks which
requires additional rwieur by both City and PDC
technical staffs.

nfd)

Maior Servlce lssues:
lf central s€ryic€s yyer€ required, OF&A expects that

2 FTE would be assigned to PDC; one for network
and one for loan servicing. City also has a
'Help Desk'line. ThroLqgh an integrated
seMces Computer Services group, a wide range of
expedise would be available.

lf PDC's separate system is maintained for Bureau level
puryoses, E-ttitail and calendas syrtems could be
maintained.

Several similar-sized or larger Bureaus' maintain a
separate computer nefuvorks for their Bureau.
Horvever these sys{erns are integrated into the $e
Citt's central lBlS system for financial and
accounting system,

CENTRALGoMPUTERSYSTEM I I

Several Bureaus run mini-computer systems similarto PDC's VAX main computerwith a network connecting all PC's and terminals
These systems are integrated with the City's financial system (lBlS). As discussed in the Financial Services analysis, there are
signmcant issues including the cost of conversion and training if PDC's systems are totally integrated onto the City's mainframe.
OF&A Computer Services and PDC Technical Services staff need to work together to complete a cost and feasibility analysis of
severaloptions:

1) PDC contracting with the City Computer Services for some level of mainframe and/or PC user/network support.

2) lntegration of the two systems; PDC maintains the VAX with a connec{ion to the City system

3) Moving all PDC computer applications, induding the Loan Servicing module to the City's mainframe

4) PDC continues to run a separate system from City.

(h
-N.
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PORTLAND DEIrEL\TPMENT COXIMISSION

Support Arcas Data Summary
P : OF&A 1/10/!94

Poilend Developm.il Cornmisslon
Provides Service

Servlces Provlded by
Cfi Central Sewace Bur€au

Scwicc Provldcd bye NonClty
Organization (Public or Privatel

Burcau of General Services
Prov*les BGS Project management group provUes

construc{ion, architectural and engineering
management seMces to City Bureaus.

FYI 993/9rf Hourly Rate:
(Pesonal sewi:es + non-tillable M&S and
capibl divitled by tillaHe hous)

GF Opfiead Added Tohl SeMce Charye

lialor Servlce lssues:
ln additon to BGS seryices, several Burearc malntaln their

owrr construclion management staff (IransporHion,
Water, BES, etc.)

Bureaus have he oplion of contrac{ng with BGS or wltr
oublde consultants for construction management,

PDC, BGS and other City Bureau proJec{ aM
consfruclion management staff have rvorked closely
together on several projects. Cfransit Mall, fuena,
Walnd Park, Arpoil Way, etc.)

1%

BGS Projec{ lvlgrt Statr (FTE) 3.6

ts8.00

OUTSIDE AGENCTES
PDC and Cig Bureaus ftequently contract out

construc{ion and engineedng fu ncfions.

lfo

$7521 $119.14Ave. Hourly Rate
Charyed for
ProjedWort

CONSTRUCNON i/IANAGEMENT
Provides construction and engineering mgt
seruices for major construclion projects.

FY93/1S'+ Cost of SeMce $288,897
DirectProJectFunded 75%' lndlrec{/Overhead 25%

Construclion Mgtt Staffing (FTE)

FYlggUg.l Hourly Rate:
(fohl cosG includiqg werhead

divtled by FTE hous)

l{alor8cnice lssues:
ConsisG of corsfruction mgtsewices (cos{ng,
schedullng, scope, & administration) ousr various
phases of project

Program Development phase
Schematc Design phase

Deslgn Development phase

Construc'tion documenB phase
BH phase
Consfructon phase
Closeout pheso

Also indudes Environmental Coordination role.

PDC:S Consfucdon Management group vrorks
primadly on Revihlizathn projects. The Rental
Housing Preservation (RHP) also has stafrthat
proviJe similar contac-t
managementservices for RHP houdng projocts.

3.5

$39.6E

q



TABLE 9
PORTLAND DEVELOPMENT COMMISSION

Support Areas Data Summary
Prepared: OF&A 1/10t94

Portland Developrnent Gommission
Provldes Seryice

Services Provided by
City Central Service Burcau

Seryice Provided by a Non.Cfi
Organization (Public or Private)

FINANCIAL SERVICES
Cental budgeting and fnandal planning, payroll,
accounting, auditing and reporling, and debt mgt

FY1993t94
BUDGET $$
$1,7e6,316

FTE
7.s

Direct Project-related
Revitalization
Economic Base & Job
Housing

Grcrhead/lndirec-t

3.0%
0.s%

11.O%
E2.5%

2.0%
1.0%
1.0%

96.0%

C.lrY HNANCIALSERVICES
These func{ions are performed through central OF&A

s6Mco8 and by Bureau stafi.
CigAccounts payable and payoll func'tions haw been

decentralized ln 1993. Thb gives Bureaus more
control over process but also requires more Bureau
staff tme. lt means that thsro may not b€ a great
savings in staff costs in these areas.

Separate fnandal or accountng syslem
proviled by a non<tty agency b not an
applicable oflion. lt does not address
the integration and compatitrility bsues.

Under elther the PDC or Cfi rystep, thore
may be some opportunity to contEct out
some of the tunclions (probablydata
entry) to another City Bureau or oubide
org.. Howrever, detailed review b needed
to determine lf there b any cost savings in
conbacting out tiat small ponion.

Accounts Payable function used for analysis:
Acc{ Payable transac{ions per Year 7,320

FY93E t Cost of Service $27,800

Ave Cost per Accts Payable Transaction $3.80

Part of reason that PDC cost per transaclion is
higher than cost calculated based on City
overhead model b because PDC cost also
contains a bureau-level function which b not
included in overhead model.

Accounts Payebh wortload and costs:
Transac'tions per Year 

I 
t,lZl

GF Overhead Gos{ I $t t ,Zt Z

Ave cost per Transac.tion I ,r.*

7,558

$11,645

$1.s7

These per unit costs lower than PDC because it does
not include he Bureau's intemal Accts Payable
costs (staffing).

Tumaround Time on Accts Payable; 10 days
AUlity fo procesn 'special' rvanants - immediately.
Quick furnaround lime results in payment discounts.

OFIIA Tumaround Time/Accts Payable: I'l to 21 days
Atility to process 'spedal" wananB - about one day
Slower tum-around lime may be offset by maximlzed
interest earnings.

q
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PORTLAND DBIELwPIilENT COiltllsSlON

Suppoil Areas Data Summary
Pre red: OF&A 1ll0re,1

Services Provided by
GIty Central Sewice Bureeu

Service Provlded by a Non-City
Organization (Public or Private)

Portland Devulopment Commission
Provides Service

FINANCIAL SERVICES (Contlnued)

llaiorService lssues:
Custom de*lned accounting and budget systems on

PDC mainftame, Long range informalion systom
planning addressed need for major updates in near
firture. lf maintalned as a separate system, thee
upgrade issues will need to be addressed.

PDC cunenfly contracts for payroll seruices through
AOP. PDC stafftme required to prepare data.

Other financhl seruhes areas wtrich overlap wih City
cenbal seruices indude: bu<lgetng and fnancial
plannlng, auditing and reporting, and debt mgt

PDC departnenb (Dwelopment, Economic
Development, Housirlg and Professlonal Seruices
also maintain administrative etaff whose
responsiHlilies inc-ludes budgeting and longrterm
projec{ and proglem financial planning.

Most Cfi bureaus also maintain a ccntral adminlstratve/
budget staffthat perform these funclions at a
bureau-level.

Maior Service lsrues:
lntegration into Cig system would provide beter

coordination for 6nancial, budget, audiUreportng and
. debt mgt. Slgnilicantinilial taining and convstsion

costs of eristing dah and applications to lBlS.

(rl
\



TABLE 9
PORTI-AND DEVELOPMENT COMMISSION

Suppoil Arcas Deta Summery
Prepared: OFAA 1/10194

Portland Developrne nt Commisslon
Provldes Service

Services Provided by
Gfi Central Sewice Burcau

Service Provided by e Non€fi
Organlzation (Public or Privatel

FLEET SERVICES
PDC CunentVehicle

ul sedans
Compac't sedans
lllinivan
Maint. Van & Pickup

Age
2 to 7 yeas

8 yeas
5 yeas

l1 to 20 yeas

6
1

I
2

ANNUAL COSTS
Vehicle Maint Costs (FY93/94 Budget) $7,950

(lncludes fuel & oll, repais, maint, tires, etc.)
Annual Auto lnsurance Costs $6,712
Estimated Replacement Costs $12,500

(Assume 8-10 year replacement schedule)
Est. PDC Staff Costs

ilgr-1hr/month $480
Cledcal-3hrc/month $560
Malnt 12 hrc/month $4,100

$5,2,10 $5,240

Total Direct $32,402
Est. Admin/Overhead

PDC Admin (58oi) $1S,790
Prof SerAdmin (1.6% S490#

Est. replacement costs essumes replacement of one
vehicle per every 8 - 10 years. Est. staff cost
based on current pelsonnel costs.

PDC does not have funds reseryed for replacem€nt
of vehicles. Recent purchases were by bid or et
the State contract cost.

PDC used to have City Fleet maintain their vehides.
But PDC changed to private seMcing because it
was less expensive with a fastsr turnaround time.

BGS Fleet Scruices Dlvlslon
City FleetAnnual Rate Comparbon

General seMce sedan
Compact sedans
[if,nirran
Maint. Van & Pickup

6
1

1

2

E1E,738
$2,220
$2,495
$6,157

$29'610
Thb cost includes all staff tme, normal maintenance

cosG, replacement and adminisffatirre cosb.

City standard genaral seMce vehicle b a
compact-sized sedan @odge Shadow). PDC
uses Taurus sedans as treir standard stafi
vehicles w?rich are considered full+ized
sedans ln City Fleet rates. Based on the Dodge,
PDC'S City fleet cosb rvould b6 $5,418 lower, or
a total of: $24,192

lf PDC were to change to the Cit/s Fleet slstem, their
current cars could be leased back to them. Also
older vehicles wouH have priority for
replacement.

BGS Fleet SeMce rates include r€plac€ment cosils;
these vehicles would be replaced approx. every
7 years.

BGS says ftat on an individual car basis, private
seMcing may cost less tian Fleet SeMces. But
on a lleet+vftle basis, Fleet Services costs will
be lorver. Thb b due to that fad that older Fleet
vehicles with higher maintenance cosb are
replaced regularly, reducing overall costs.

(x
cd
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PORTI-AND DEVEL.T;MENT COMtllsSlON

Supporl Arcas Data Summary
Prepared: OF&A l/10/94

Provides Servlce
Portland nbpment o

Central llawice Bureau
P

Organization Publlc or Private
bya

GENERAL ADMINISTRATIVE OPERATING SERVICES

DISTnI BtmoNBEflil!$E$rrrir Prlntlng,.lndiiD- r nlbn

a

Distribulion:
PDC cunenty conhacts tor Cfi dhfibulion seMce

once a day plus use of messenger delivery; PDC
ctt a staff messenger posi0on in FY93/94. Since
ellminating sEff messenger, special delivery
coeils have increased sfinillcantly.

Copy Sewices:
PDC owns copies and pys for maintenance.

Ave. malnt. cost b $'1,E60 annually based
on 310,fi)0 copies, or about $.006 per copy.
Thb does not lnclude supplies (paper, toner,
dweloper, etc.), replacem€nt co6ts, stafitime

TE[,EPHoitE SYSTEMS.AND,SERVICES,i:::r,,;,:, : r::,,,, :,,,,,:, t,, .

PDC ls part of the CiVs exisling telephon€ syst6m
and b [illed like a Cig Bureau.

PDC also has 3 cellular phones and 2 pagers wtrich
are handled outsile the City sysiem.

PDC leases offce space in fie Porfland BulHing
from BGS. The cunent rate is:

Operating & Maint. $6.06 /sq foot
Debt SeMce S9.9E /sq foot
Portand Building rate 6.0.1 foot

CopySeruice (perCopy)
Full SeMce Copier $0.0330
Partial SeMce Copiers $0.m55
The City owns copiers and leasesthem to
Bureaus. Rates include maintenance, supplies
(paper, toner, etc.) and replacement.

Standad Hourly Rates for $43.00
Duplicatng (printing), graphics, photography,
microfilm, blueprint, and special seruices.

Gs Comrrunlcrtions Servlces , : , : '., :: .,', ,:l : ,,;t ;,, ,,, r

The City b working on developring a new cellular phone
sy$ems anangement al a lower cost to Cig.

Fhed Mail Processing rates
Per Unil/Per Accountng Pedod
PDC- approx 20 - 25 'Units'

For Com dson
City Hall renta retes 11.29 /sq foot

$698
$17,4s0

Crt
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TABLE 9
PORTLAND DEVELOPTIENT COMMISSION

Support Aieas Data Summary
Prepared: OF&A'l/1 0/94

Portland Development Commission
Provides Seryice

Services Provided by
City Gentral Service Bureau

Service Provided by a Non-City
Organization (Public or Private!

HUMAN RESOURCES'PERSONNEL
Proviles basic human resources and pesonnel

func,lions: recruitnent and eelection; employee
records; personnel polic'y development and
implementation; employee relations. Also manages
PDC employee benefts packages.

BUOGET $$ FTE

FY1993/94:
Direcl Project Funded
Orcrhead/lndirect

$1/t3,947
0.0%

100.096

1.5
0.0%

100.0%

ul
115
1.5
77

$143,947
$1,2s2

Full SeMce or Contral SeMces On
No. of Employees Supported
FTE Asslsnod to function
Ralio: Employees to Pesonnel

Staff
FYl993/!94 Cost of SeMce:
Cost per Employee:

Major Scrvice lssues:
PDC's Charter require hat PDC employees are to be

regular City employees, with an exception for
consulting or lechnicel positions. Thh exception
has been used to maintain a separate pesonnel
system for all PDC employees.

Glty Pcrsonncl Syrtem
Cit/s Personnel system ls comprbed at 2 lercls:
- OF&A- Pesonnel: centralized rscruitnenU

selec{ion, compensalion, [aining and
employee relations fu ndions.

- Bureaus - generat personnel, training,
employee development and evaluation,
employee relations fu nc{ons.

Cit/s Rbk Management sec,tion management cityride
employee benelits.

PDC contracts out for: training, compensalion
design/market studies, and affirmative
ac{bn compliance.

For Sewlce Comparisons:
(Data taken dhectly from budgel

documents; no review of specific
service differences)

No. of Employees
Assigned FTE
Employees to

Personnel FTE

Centsal
4,818
30.00

161

$224 million
$465

Ful
163

1.25
72

s150,000
$920

Central
3,506
10.53

333

Fu

$601
$7E9

Full
726

16.00
45

762
11.30

67

$al2 K $653 K
$183 $8ee

'Bursau of BHgings data es{imated to include both Cental
overhead seMces and intemal bureau seMces and co€ts:
- Employees to Pesonnel staff ratio: lnclurdes an es{meted OFA 1.015

assigned to Bldgs. (30 OFA FTE/4,El8 Employees'163 Bldgs FTE)
- FYl993/94 Cost of SeMce: OF&A overhead amount plus estimated

bureau costs.
Major Sewice lssues:
lVtth the recent PDC s{afr rcduc'tion, OFA tded to determine

PDC posilions' 'class" status wtrich nould place a PDC
position wihin an exMr6 classifrcation in the City's
cMl seMce system. This allors direct opportunity to
be considered for any o'tyvacancy in he same class.

Classified status was not established because there was
not adequate documentation on PDC positions and
classifications, as per Chader.

so
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Support Anas Data Sumrnary
Prepared: OF&A 1 /1 0/9'l

Portland llcvclopment Commlssion
Provides Servicc

Seruices Provlded by
Clty Central Scrvicc Burcau

Service Provaded by e NonCityt
Organization (Public or Privatel

HUitAN RESOURCES/PERSONNEL (Confdl
PDC judges their personnel system to be more flexible

that Cit/s - easier to hire and fre. However, they
sfrll must meet the same state and federal
employment regulations as the City.

PDC recenfly completed development of a
comprehensive Compensation/Performance lt/lgrt

System (salary structuro, job evaluation,
performance mgt).

Compensaton b on a pay-for-performace basb and
evaluations are conducled every Nw. The wage
matfu's adjusted pedodically to rellecl market
rates.

Hiring Process; PDC Cunent Workload
R€cruitnenb FY92/93: 38

FY93/94!o Date: 21
lntemal recruftmentsAve.2 12 weeks.
Exlernal Recrultmenb ave. 5 rveeks (one month)

PDC contracts out for: training, compensation
design/markel dudies, and affirmatlve ection
compliance.

in an lntemal report. Cunently, PDC does not have
an lntemal Affirmatlve Ac{on Offcer or a formal
proc€ss to handle complaints.

Cig can provHe slmilar employee package at a lowe
cost and with more oplions. Also reduced slaffng
has effected benefit administration capadty.

Cit/s cMl seruice system paflicularly impacts hidng
process; provldes stric't strucfure to ensure fairness
and equity. Seems less llexible than PDC sys{em;
cunently more cumbersome.

Cibfwftle pay-for-performance evalualbn system b
clnenty being developed.

Bureau of Buildlngs eslimatee that cunently an average
recruiUnent time inclurding central Personnel process:
3 to 6 months.

Perconnel Servlces standad: 6 1I2 ryeeks to get eliglHlity
lists €stablMed.

OF&A Personnel SeMces includes intemal stafb for
baining, compensation/classification and affirmatlve
ac'tion activities.

admlnbbaton statrrtich have capacityto prwkle
seMce to PDC. (See Benefrts dbcussion below)

companbs becausa of lhe number of employees ft
serviccs. Also, more deferred compensalion oplions
are provUed.

PDC has a poor affirmative aclion recod as documented OF&A hasAffrmatiw Action and emdoyee benefit

Recent analysls of PDC employee benefits shorv that the The City hc grreater "buying' powor rvlh lnsurance

$.
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PORTI.AND DEVELOPiIENT COTIIISSION

Support Arcas Data Summary
Pre red: OF&A 1l10lg1

Portland Development Gommiision
Prcvldes Service

Servicee Provided by
Cfi Gentral Seryice Bureau

Servicc Provlded by a Non4fi
Organizetion (Public or Private)

LEGAL SERVICES
Provldes legal supportto fie Commission and lts

activities. Coordinates oub?e legal counsel
contracts for PDC programs. Seryes as
legislative lobbyist for the Commission.

Total FY1993/!94 LegalSeMces (FTE) 3.0
# of Attorneys 2.O
FY1993/94 Cost of SeMce 3295,746

Cost per Attomey $147,873
(fotal Budget/2 Attorneys)

Hourly Rate $71.09
Xlajor Servlcc lssues:
PDC's Legal SeMces work falls primarily ln three areas:

Over 50% of the Legal SeMces are related to
proJects which have historically been funded
through tax lncrement financing. (Development
projects like Pioneer Place, Riverplace, Arena.)

Real estate 'Fsues rolated to housing and lending,
collection and foreclosure mates, and com-
mmercial bansac{ions.

General legal adUse to Commission on all corporate
matters (core oryanizalion issues)

Lobby & monitor ac{ivlties in he Oregon legislature.
PDC's Legal Seruices requirements will be impacled by

the level of funding available ln thes€ areas and ttre
nature of the role PDC will play in the Cily
(development coordinator, partnershlp broker, etc.)

PDC feels that haMng on-site Legal counsel b benefcial
for implementation of projects.

City Bureaus
City Attomefs Offce provkies legal seMces to all City

Bureaus and coordlnates all oubr:de legal counsel
contracts for Bureaus.

Office of Gorernmental Affairs acts as the Cit/s
primary legislative lobbyist and liaison.

Cost per Attomey $143,1E3
(Iotal Budgetf2l Attorneys)

Hourly Rate $68.E4
Maior Service lssues:
The City Attorney feels that PDC's level of legal services

will be impacted by the nature and roles PDC will be
asdgned. As a separate agency with special
attributes to allov it to facilitate major urban renewal
projects, separate legal counsel may be appropriate.
Horyever, if there are major changes in that role, legal

. services requiremenE will also change.
lf PDC were to become a City Bureau at h's time, the

City Attomey expects that the the two Atomey
positions wouH still be needed. Because oflhe space
reshictions at City Hall, these two attomeys would
probably stay on+$te with PDC.

ConsoliJation with City Attom{s Offce would pro*le
more dlrec-t access to a vadety of legal expertise
available ftom he full Gity Atome/s staff. May also
be some advantage to centalized supporl systems.

ln addition to lGA, a few other bureaus have intemal
legislative lobbyists.

FYI 993/194 Statrng (FTE)
# ofAttorneys

FY1993/19f Cost of Seryice

36.0
21.0

$3,006,844

For Servicc Ratlo Comparisons:
(Dah taken dlrecdy from budget
documents; no revlew of eeMce
difrerences)

$100,762 $€2,132 $114,A{8

$4E.44 $44.29 $s5.12

|. ', Distriet

35.5 6.0
16.0 4.0

$1,612,191 $36E,526

6.0
4.0

$45E,591

et)
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Support Areas Data Summary
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Portland Development Commlsslon
Provides Service

Services Provided by
Clty Central Seryice Burcau

Servicc Provided by a Non.City
Organization (Public or Private)

LOAN SERVICING

Provftles loan sewidng services for Housing,
Economic Dwelopment and Facade loans.

FY93r94 Costof Servir:e $315,752
Direct ProJec't Funded 19%
lndirect/Qverhead 51%

compa

City Audito/r Lhn Servicing
Provfrles lien seruices for BuiHings (charges & cMl

penahies), Maintenance (silewalk repairs),
BES (conneclion fees), UD (Iranspoftaton,

' Sewes, Water). Also mk -county loans.

otricd

Auditor's Baslc stepe:
1. Recording
2. Billlng
3. Payment processing

4. Uen/l-oan processlng

5. Collec{ions

FYS3I94 Uens and Assess. Staffing fiE)
FY93EI Budget
# of Actiw Uens
# of Cunent Loans Seruicing (Est)

FY 1993194 Cost per Liens & Loans
(FY93E4/Llens + Loans)

5 Yr Ave Cost per Llen (Rolling average)
(Adjusted for Mil€ounty dbtortion)

:t:i:::

Gomparlson of Prccosses:
PDC's slandard steps in servicing loans:
1. lnlthl loan recoding; welcome letters.
2. lssue payment coupons
3. Collecl and account for loan paymenb.

Proces fnal payoff.
4. CuslomersoMce/questions on loan slalus.

Pay propefitaxes and insurance premiums.
Annual analysis of paymenb; yearend statemenb
Monitor hazard lnsurance and bankruptcy flings.
Process assumpton requesb.

5. lssue delinquent notice; place collection calls.

Cost Comparison:
FY93 94 Loan Seruicing Statrng (FTE)
FY93/94 Cod of Seryice
# of Current Loans SeMcing

4.3
$315,7s2

5,7ef

14.5
$963,727

25,000
12,500

$25.70

$28.00

Cost per Loan (Cost# Loans) $54.78
High cost per loan may reflect special assistance
requlred by PDC clienE.

OutsHe Prcvidcrs
PDC surueyed frve local lendels. One lender

was found to seruice their loans locally -
US Bank.

PDC feels that local seMdng b necessaryto
meet the special needs of their clienE (may
regulre more peson-to-pe rcon assistance,
budget and finbncial counseling, etc)

Clty Auditor's Liens and Assassment secfron
feels that here may be outdde agencies
that migil be able and interested in
providing a poilion of the Clt/s lien
servidng fundions.

There b also a dmilafi between some of the
lien func{ons and cenkal accounting.
Conceptually, lien, loan and accountng
processing could be integraM or placed ln
one primary area.

s
(^



TABLE 9
PORTLAND DEVELOPMENT COTIIMISSION

Suppqrt Areas Deta Summery
P red:OF&A 1l1OE4

Portland Dcvelopment Gommlsslon
Provldes Seruice

Serviceg Provided by
CiU Central Service Bunau'

Eervice Provided bya Non4fi
Organizalion (Public or Private)

LOAN SERVICING (Confd|

ilalor Servicc lssues:
Cunent Workload:
5,764 loans for a total of $70,,[4,6,664.

Of which: 2,701 amodizinS $5E,997,508.
3,063 defened loans $l l,'049,155.

Breakdorn of Loans bry type:
T2chHoma Repairs,
9% Homestead
15% Rental Housing
2% Buslness
2% Commercial Real Estate

90% of cllenb are low or mildle income. PDC
provides financial counseling & budget analysb
Loan types mostly hlgh dsk.

Most PDC Neighborhood Housing Presenration
loans are in 2nd, 3rd,4th and some Sth positon.

Loan System on PDC mainframe computer system.
The Loan SeMcing system ls a custom-
designed module of the PDC accounting system

Delinquency Rate: 5.86%

llaior Servlce lssucs:
CunentWoftload:

Aclive Uens 25,000
Bills SentA/ear 3m,000 - 350,000
PaymentsReceived/Year 300,000
Loans SeMced 10,000 - 15,000

Nature of Uens and Assessment seMces is pdmarily
enforcement-based. Financial counseling and
budget analysis not a fimary seruice.

Cit/s Uen system b a separate module fom the lBlS

. syEtem. More integraton wih all City trillings and
collections systems would enhance service.

s+
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PORTLAND DEVEu-.,I/IENT COIUIMISSION

Suppoil Aroas Data Summary
Pre red: OF&A 1l10l91

Porthnd Development Commission
Provldes Service

Services Provided by
City Central Service Buruau

Seryice Provided by a ttlon-City
Organization (Public or Private)

PROPERW ACQUISITION & RELOCATION SERVICES

Acquisition/Relocaf on Staffi ng (FTE)
FY93/94 Cost of Service

Direci Projec{ Funded
lndirectl0verhead

2.8 BGS Acqulsition Sewices
$276,261 BGS Property Mgt Statr (FfQ 2.6

460/o

ilolo
(Does acquisition & propefty mgt)

FY199U94 FTE 2.8

FY1993/94 Hourly Rate (for compatuon $'07.43
(Personal SeMces, M&S, Overhead $SAnnual

FTE Hour)

PDC rate includes capadty for relocalhn
seMces and in-house appraisal sewbe
which BGS does not haw,

Cunent Workload: l0loans/month closed; 20
limited in-house appraisapmonth; 2G25
appraisals conhacled ouUmonth; 20 appralsals
reviewed/ month; 16 Housing projects; 534
relocalion clients. No Revitalization projects
requiring relocation.

llaior tlervhc lssues:
PDC has one certfied appraiser; enables PDC to do

2/3 of appraisab and reviens ln-house. Due to
houdng program, PDC is required to a signifcant
number of resirenfial appraises.

s
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PORTLAND DEVELOPMENT COilIMISSION

Support Aress Data Summary
Prepared: OF&A l/10/94

Portland Development Commlssaon
Provides Service

Servlces Provided by
City Central Seruice Burceu

Service Provided by a Non4ity
Organization (Public or Privatel

PROPERW ACQU|SffiON & RELOCATION SERVICES (Confd)

PDC provftles relocalion seMces; no City Bureau
has ttrb capaqty. PDC need for thb high
because of number of federally funded houslng
snd improvement projecls which requlre
lmplementation of relocaton benefts.

Cig does not provk e relocaUon seMce in-house;
when necessary they conlract for seMces, City has
much fewer relocation services needs than PDC.

Curront contracG for ioloca0on seM€s:
- Parks Bureau for Ed Benedict Park rolocatons.
- Federal GSA for relocalion services for the new

federal courthouse.

sr
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Support Areas Data Summary
red: OFEA 1ll0l94

Podland llevelopment Comrnission
Provides Sewice

Servhes Provided by
Gity Central Servace Bur€au

Servlce Provided by a Non-City
Organizatlon (Public or Private)

PROPERTY AND FACILITY MANAGEMENT SERVICES

Proviles property management services for all
PDC-held propertes. This cunently includes
Union Station, development parcels, and resHential
houses und€r the rehabiliation program.

Also provides facility management fortrvo PDC

ureau of General SeMces pro*les property and
facility mgt seMces for the City. Bureaus pay for
these seMces through establbhed hourly rates in
I nteragency a greemenb.

(Pesonal seMces + non-billaUe M&S
and capihldiviled by blllable hours)

office sites and soveral storage fadlities; fleet mgt. me Bureaus also maintain thelr own staff for these
funclions, or contrac-t out direc-tly

FY93/94 Prop/Facility Ulg[ Statrng (FTO 3.8
FY93E f Cosl of Service $'1 ,E88,086

Dlrect Project Funded 53%
lndirect/Overhead 47%

These costs includes Portand Building rental fees.

n c
rPDC

FYS3lg'f Prop/Facility Mgt Staffing (FTE) 3.8 BGS Facilities irgt Stafi (FTE)
BGS Prqperty Mg6 Staff (FTE)

FYl993/194 Propefi Mgrt Hourly Rate:
FY1993/94 Facility Mgrt Hourly Rate:

FY1993tr4 Cost/Hour: $106
(Pesonal Sedces + M&S + % Orcrhead)
divided by (3.8 FTE'2,080 Hrs)
Full Portland Bullding rental fees n6t lnc-luded in

thb calctlallon in order to make it ref,ed
staffing cos6.

GF Overhead Added Total SeMce Chalge

Property i&t end Facility Mg[ mtas are added together to
represent sam6 service as PDC. BGS Property Mgt
and Facillties tvlgrt sec{ions rvork toge,fier to provile
the same seMces as PDC. Prope0 Mgt works wih
commerchl t6nanb. Facilitie Mgt b responsible for

and nalion of buildln

I tt.8
2.6

$46.00
$4s.00
$91.00

1%

r
-.1
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PORTLAND DEVELOPTIENT GOMMISSION

Support Atcas Data Summary
red: OF&A 1/10/94

Portland Dcvelopment Commisslon
Provides Service

Servicec Provided by
City Gentral Service Burcau

Seryice Provlded by a Non.City
Organization (Public or Prtuatel

PROPERTY AND FACILITY MANAGEMENT St

PDC CunentWorkload;
Orns Union Station (37 tenanb); contracts

with outsiJe prop mgt firm.
Currenty owns 51 additional proper0es:

E Commercial or Parting tenants.
,[3 houses bcirE proc6s6d for rehab (most

vacant 5 occuPed)
Property lncome: Over $1,110,000 annually.

PDC Prop/Facility Maint focuses on holding
property short term until redeveloped or
rehabilitated.

Bureaus such as Parks provftle their own proporf
management s€Mces, including commercial leasing
and fadli6es maintenance.

BGS seruices focus a long tem permanent basb.

IRVICES (Cottt'd)

r
@
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Support Areas Data Summary
Pre red: OF&A 1l1OE1

Porthnd Devcloprrent Commission
Provides Sarvlce

Services Provided by
Service Bunau

Servlce Provided by a Non.Cfi
Organlzation (Public or Privatel

crrr sERvrcEs
There is no central service Bureau that provUes this

func'tion. Sweral Bureaus maintain intemal sfiaff to
address public information fu nc{ons.

For comparison, tte Water Bureau's Publlc lnformation
was inteMevwd.:

Acts as intemal consu[tanb for community relations
and publh inb proiecls. Bureau mgls work wittt
Public lnfo staff on projecb. Public lnfo *aff develops

Burrau

ons for and monftorc rvort.

OUTISIDE AOEI{CIES
Outsftle vendoe are being used for specillc

publb information and graphic design
servlces by both PDC and Cig
Bureatrs.

A tull seMce public relations consultant ls
an elpensive altemative, pdmarlly used
by the pdvate sector.

PUBUC AFFAIRS
Provkle public informalion and graphics suppoil for the

Commission's aclivities.
BUDGET$$ FTE

FYI 993/94 Staff Cost Only
Percent of Total PDC Budget

FTE Assisned to PuHic Affairs

PDC coe0s lnclude onlysiafilime for
Development, Ec Dev, and Houslng proiects
that are planned for FY1993/194. The cocils do
not include include materials and seMces costs
for spec-ifc projects; these are budgeted as a
direc-t proJect cost in each department.

Home Repair Loan Brochure (3,000
printed; 2+olor; 80 lb. recycled paper)

Co6t
Public Affais Staffing:

Workload/Performance Measures
Media lnquides (1/93 to pesent):

Television 28; Radio 14; Nervspaper 92.
Medla Releases tHibuted (1193 to present): 53
1993 may be high due to elec{ion on tax increment

4.0$292,148FYl99384:
Dlrect Project-related

Revitalization

Fconomic Base & Job
Housing

Overhead/lndirect

$2C,148
0.6%

4.0

$s29
16 Hrc

19.0%
17.0%
21.O%
11.0%

17.0%
15.0%
19.e6
t18.0%

Water Bureau cost b edimated bas€d on shfi cosG
and general adminlstrafue cosG. This estmate does
not include tolal cosl of projects to be coordinated
through the Public lnformation (dmign, special
graphics, pdntng, dhilribution, etc.) These cosb are
budgeted within each bureau section.

$s92,043
0.1%
16.3

Media contact for the Water Bureau; also handles
unusual public info requests.

Water Bureau Public lnfo Program tvlgr. reviewed
PDC's'HomE Loan Repaif bfiochure cosb and
staffing. Found thatheyvwre reasonable wihin
Water Bureau's expedence.

FYg3/94 Cct $76,1,033
% ofTotal Budget 0.4%
FY93/94 FTE: 12.o

Data taken dlrecty fiom budget
documents. Specific informalion on
seMces not availabla.

FY1993r94 Cost of SeMce
Percent of Total Water Budget

FTE Assigned to Public Affais

$165,000
0.3%

3.0

s
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PORTLAND DEVELOP]UIENT COiIilIISSION

Support Araas Data Summary
Prepered: OF&A 1/10194

Portlend llevclopment Commlsslon
Prcvides Service

Services Provided by
Clty Gentral Seryicc Burcau

Servlce Provided by a Non-City
Organlzatlon (Public or Private)

PUBUC AFFAIRS (Cont'd)

Examples of Spedal Erents costs:
St. Jam6 HousirB Groundbreaklng

Ev€nt Expenses
PubllcAffairc Staffing:

Alder House Opening
Event Elpenses
Public Affalrs Staffng:

S56/+

39 Hrs

$8s0
tl6 Hn

PDC Public Affais also proddes support pedodically
to the Mayo/s Office (speech wdting, presentaton
materials, etc.)

Water Bureau (cont'dl \
Confecb for mostgraphlcs and dedgn work.

(BES has de*lner on stafr)
Compllance with federal and state public lnvolvement

requirements. One FTE asslgned to water
quality public involvement process.

Bureau public info policydevelopmen( lntemal
communicatons; public educalion program.

\.ts
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Support Arcas Data Summary
P red: oF&A 1l10lg1

Services Provided by
Glty Central Service Bureau

tlarvlce Provlded by a Non-Cfi
Organization (Public or Private)

Porthnd Development Commlsslon
Provides Service

PURCHASING'CONTRACT PROCESS'EEO COMPUANCE

POC folloun a Commission-adopted Contrac{ng
Guklelines to assure open compettive bidding and
compliance with MBE/WBE requiroments and goab
PDC tvlgs develop tid/conbact specs; Tech
Services reviewB for compliance wi0r requiremenb,

Burcau of Purchesas and Stores
Proviles cenEalized purchasing; revierv and appronal of

all tid specifcations. Can provile tid and conlraci
derclopment assistance to Bureaus; also assisG wih
bftl and evalualion process of professional services.

The Technlcel SeMces lVlgr ovesees these
CommissionwkJe processes, along with other T€ch
SeMces mgt responsitilities.

Coodinates compliance with federal and clty
conlractng requiremonts; special emphasb on Cit/s
Purcfi aslng EEO program.

Each PDC defi. handlee their consfruction and profession Purchasing coordinales professbnal servlces contacG
seruices contracl dev. & monitodng. citywrUe

General ofllce supplles are purchased and distibuted
through E cenfal storeroom.

Decentafized purchaslng means that PDC could contnue
to purchase supplles directly from v€ndota.

-.1tr\,
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Supporl Arcar Data Summary
P red: OF&A 1110194

Services Provided by
City Central Sawice Buruau

Service Provided by a Non.Clty
Organization (Public or Private!

Portland Development Commission
Provides Service

Porthnd llevGlopment Commisslon
Records Management SbffinS (FfE)
FYl993/19'l Cost of SeMce

Direct Project Funded' lndirect/Overheiad
Workload/FLrfomanos Measures

Annual Average # of Retievals
Annual Ave. # Records Aclivities

City Auditot's Office/Records lllanagement
Recods Management Stafling (FTE)
FY1993r94 Cost of SeMco

(As per GF Overhead model)

RECORDS MANAGEMENT

0.67
$62,310

0%
100%

5.0
$372,2s

149
464

41,993
99.55%

Workload/Ferformanoe Measures
FY92/93 ReMevals & Tapes
Retrievals within 24 hrs of request

Bureau's also have staff wtridr are responslble for
recotds maintenanc,a.

Major Service lssues:
Proviles an aulomated system for access and recording

of documents; document preparation, storage and
retrieval; Clty overhead for access to City system.

llalor Servlce lsrues:
RespondHe for documenting, organbzlng, proteding, and

setting dandards for City records keeping. Maintains
City archives, stores and retrieves records.

PDC recods retenlion covers offcial Commission
records as vvell as records maintained by each
program and seMce area.

Auditor's Office workload pertains pimadlyto Cily Council
records, including bureau documentation for Council
acdons.

AudiAudito/s Offce also maffiains Polae records as per
lnteragency Agreement).

Auditot's Offce develops records retention schedules
for Bureaus, lncluding revievr of PDC's sctedule.
All Citysciedules are approved bythe Sbte, including
PDC's.

Bureaus are responsible for adherence to retenlion sctedul

PDCb reords retenlion schedule b difrerent than City;
more resfficlive. Also a different level of enforce-
ment; PDC performs al lhe Bureau level where it
b direcdy responsible for complhnce.

Audito/s Officc hae concems over PDC's offsite Record
storage cenler.

N



PDC provided the detailed narrative scope of services for the requested support
areas. Not dl support areas outlined. Accounts Payable was used as a rc,presentative
service in the Financial Services area.
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Portland Development Commission
Accounts Papble Activity

Normal Warrant Processing

Receive invoices from PDC departments, check to ensure proper coding and
departmental signature. Batch warrants into turc groups: those paid against
encumbrances and dl others.

Hold invoices which are not pt due for future \r@ks'check run. Pull aged invoices now
due and add to the barch. Pull recurring payments and add to the batch.

Enter invoice data into computer: r,endor number, amount due, accounting code,
descriptive information. For items against encumbrances, reject fiom barch if the
payment is larger than the encumbrance

Run reports to check for input errors and items which hare no or insufficient budget.
All items which violate PDC's budget check must be approred by the Budget Officer
before they can be paid.

After batch has been corrected and checked, print warants (checks) and sign them.

This activity pays for warrant stock (provided by an outside rendor) and maintenance of
the check signing machine. It also funds a small amount of City of Portland General
Fund overhead ($14), postage for mailing of warrants, and cost of 1099 forms.

Print reports regarding the warrants generated and file them. Post the information to
the general ledger.

Burst and separate the warrants. Insert warrants into envelopes to be mailed. For those
requesting special handling, hold or deliver warrants. Copies of warrants are distributed
to the originator of the request, the alphabetical rendor file, and the numerical file.
Attach the baclarp information to the numerical file copy.

Rush Warrant Processine

As requested, genenrte rush warrants. These warrants must be checked for proper
approrals, giren budget check, and hand-typed to meet the department's deadline.
Ensure that such warmnts are logged, signed and posted.

Encumbrance Processing

Keep the Commission's purchase order supply and the log which emplopes must fill out
when they take a purchase order.

74



Receive filledout purchage order and contract forms fiom PDC departments. Check
1-' them for proper signatures and budget authority. Ifthe item has insufficient budget, it

must be approwd by the Budget Officer before it can be encumber ed.

Enter the ilems into the Accounts Papble system: rrcndor number,purchase
order/contract number, dollar amouni, accounting code.
Distribute copies of the completed item. Originals are discarded (or mailed if
requested), copie.s go to originators and the numerical file maintained by Financial
Services.

Run reports, check information, and submit the day} list of encumbrances for night
processing.

For existing encumbrances, increase, reduce or close them out as requested.

At the end of the fiscal )€ar, generate reports for each department to indicate which
encumbrances should be closed and which should be reencumber ed in the new par.
Run process to carry or,er encumbranc€s as instructed by departments. Encumbrances
are also checked against the new par's budget.

Svstem Maintenance

This activity also accounts for computer system maintenance that could be rcquired.
Examples uould be rcquests to change the budget checking pr@ess to widen or n.urow
the range of comparison; printer problems in printing wammts; or requests for improwd
reports.

In addition, the r,endor system table must be mainained in this activity. The table is
changed to add rendors or edit information about \,Endors when addresses change, etc.
PDC maintains on-line information systems allowing searches to be made by rendor
name.

Accounts Palable Policy

From time to time the Commission's needs dicab that the policy regarding signature
authority, budget checking and other items undergo a change. This activity accounts for
the time spent in discussing, deciding and implementing those changes.

Sandard of Service

Warrants are generated once a neek, on Wedneda y. Invoices are to be received by
Financial Services by Tuesday at 8:30 to be paid as part of the regular run.

All warrants issued are posted to the general ledger through night processing and are
arailable the following day for on-line viewing or r€port generation.
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Due to the Commission's.fiequent need for ex@ited payments, rush warrants are
allou,€d. These require department signature to appro\€ the rush. Tumaround time is
daermined by need; immediate requests are accommodated. Generally, rush warrants
can be produced within the hour.

Special handling warants are also allou,ed. Ttrese require department signature to
approue the special handling. They can be generated as a rush warrant or as part of the
regular v,eeHy run. Special handling corcnl any form of distribution other than regular
mailing. Example: deliver O emplope for handdeliveryto rrcndor; deliver to front
desk for pickup by r,endor.

Encumbrances are entered into the system nvice rrcekly. Encumbrances so entered are
recorded in the accounting data system or,emight and are available for on-screen viewing
or reports the following day.

Output/R esults

PDC issues ap,proximately 6fl) warrants per month. Of these warrants, approximately 35
per month are rush warrants,

In addition, PDC encumbers approximately 50 items per month, and amends about 10
items per month.

APAY
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FORTLAND DEYEI'PMET{T COMMISSION

SUBIECT: SCOPE OF CONSTRUCTION MANAGEMENT SERVICES

The following is the scope of services that Constmction Services performs with regard to
Constn"rction Management Activities. The scope of services consists of construction
management services for various phases as described on the following pages:

Program Development Phase
Schematic Design Phase

Design Development Phase
Construction Documents Phase

Bid Phase
Construction Phase

Closeout Phase

Program Development Phase

Phase objective - Establish the project program, financial and schedule requirements, and
limitations of the project.

1. Cost related activities - Ensure the development of a baseline budget.

2. Schedule activities - Ensure the development of a baseline schedule.

3. Scope related activities - Ensure adequate investigation of site and the
development of a program outline.

a. Assist in defrning project performance requirements, project goals and
objectives, limitations and criteria, special requirements unique to project,
entities to be involved,.roles and timing of entities involvement.

Assist with prqiect-related data collection, analysis, evaluation, organization
and development.

Ensure that environmental issues are identified, addrcssed and redved
within the objectives and limitations of the program.

b

c
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d If existing building involved, identify survey requirements. Assist with
preacquistioh inqpections of sites or property and report findings.

4 Administrative Activities - manage the solicitation and administration of
professional services contracts

a Identify design resources required, standards and criteria for selection, and
selection process.

b Solicit and administer predesign services such as environmental studies
feasibility studies, cost estimates, geotechnical, surveyor, etc.

5. Project Organizational Activities

IdentiS key internal entities, their relationships, responsibilities and
reporting requirements.

Identify key extemal entities and requirements

Determine project delivery methods.

Schematic Design Phase

Phar Objective - Develop the general scope, scale, and relationship o{ the Project
components. Material developed is conceptual in nature and based on the requirements
established in the previous phase.

Cost related activities - Revise budget as required by design and client
requirements. Ensure the development of preliminary cost estimates.

Schedule activities - Ensure that the baseline schedule is updated. Develop
preliminary project rchedule.

3 Scope rclated activities - Review the design and ensure that it meets the program
outline.

a Ensure proper public agencies are consulted, issues reviewed and approved
as appropriate.

Ersure proper schematic design documentation and research by design
disciplines.

a-

b

c

I

2

b
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Ensure production of outline specifications that clearly define guality and
performanci of project.

Adequate internal and extemal design reviews o@ur.

Ensure coordination of design disciplines with owner, client and
construction manage,ment.

Assist project team with presentation of schematic design documents,
prcliminary cost estimates and schedule, supported by technical and deign
disciplines as warrantod.

4 Administrative Activities - Manage the procurement and administration of the
design services.

Design Ilevelopment Phase

Phase objective - Development of drawings and other documents to fix and describe the
size and character of the entire project including structural, mechanical, electrical and
architectural systems and materials, and other such elements as appropriate.
Consideration is given to availability of materials, equipment and labor, construction
sequencing and scheduling, economic analysis of construction operations, user safety and
maintenancp requirements and energy usage.

1. Cost related activities - Provide specid costing as required by design details.

a Update project estimate as requircd to ensure that it is current with the
design.

b Manage Value Engineering Program to bring project in line with desired
program.

2 Schedule activities - Continue to ensure that the baseline schedule is updated and
reflects the latest design documents.

3 Scope related activities - Ensure the continued review of design specifics as

required.

a Detailed materials and equipment requirements and specifications for all
building systems and components.

Agency submittals, r€views, and appeals are done.

Adequate internal and external design rwiews oocur.

c

d

e

f.

b

c
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4. Administrative Activities -Administer the design.contracts.

e Conduct design dwelopment team meetings.

Assist project team with prcsenation of design development documents,
interim project cost estimates and schedule, supported by technical and
design disciplines as warranted.

Construction Documents Phase

Phase Objective -Development ofdrawings, specif,rcations and other documents setting forth
in deail the requirements for constnrction of the pdect and bidding and contracting for
the construction of the project.

Cost related activities - Ensurc the development of a final estimate. Manage
continued Value Engineering efforts to maintain the design within the budget.

Schedule activities - Ensure the development of a construction schedule.

Scope related activities - Ensure final review of the construction documents by all
necessary parties. Ensure construction documents are develo@ that:

Fully document construction requirements, materials and methods for all
syslems, materials and equipment.

Drawings and specifications are properly coordinated, complementary,
accurate and complete.

Drawings and specifications are propedy coordinated with your standard
documents, if any.

b

I

,|

3

a

b

c

4

d. Accurately reflect prcgram and design requirements and criteria.

e. Are reviewed and approved by all team entities.

Administrative Activities - Administer the design contracts.

a. Conduct construction document review team meetings.

Assist project team with presentation of construction documents, final project
cost estimates and rchedule, supported by technical and design disciplines as

warranted.

b
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Bid Phase

Phase Objective - Obtain bids or negotiated proposals, award the contract, and prepare
contracts for construction.

Cost related activities - Manage any necessary Value Engineering program necess:r4t
!o revise bids to stay within prcgrrm limiatioms.

Schedule activities - Ensure that the bidding process is per schedule.

Scope related activities - Ensure that all scope of work questions are addrcssed.

Administrative Activities - Administer the bidding process.

a. Assemble a bid package consisting of the bid instructions, general conditions,
drawings, specifications and other documents required for the work.

b. Coordinate review of the package to ensurie it's coordination.

c. Review general conditions portions of the bid package and ensure that it
meets the business needs of the owner.

d. Solicit and advertise proposalybids as required.

e. Ensure the printing and availability of bid documents for the bidders.

f. Ensure inquiries from bidders are addressed.

g. [nsure the arrangements for the bid opening.

h. Issue a bid summary after the bids have been opened.

i. Evaluate the bids with assistance from the project team and make
recommendation for award that is consistent with the owner's business needs.

2

3

4
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Construction Phase

1 Cost rclated activities - Monitor construction costs to ensure that budget targets are
met.

a Review change orders following the architect/designer's andysis. Evaluate for
general pricing and entitlement. Flag change orders which do not have the
approval of the ArchitecUdesigner, or PDC prior to implementation.
Administer an efficient program to expedite all change order requests:

Review all change orders.
Conduct cost analyses as required.
Negotiate change orders as appropriate.
Render specific recommendations to the Team.

After designer's approval, review and approve contractor's requests for
progrcss payments.

Ensure that general contractor obtains and pays for all construction related
permits.

d Update the project budget periodically to ensure that costs for all elements
are accounted for and the budget meets the project targets.

2 Schedule activities - Monitor the construction schedule to ensure that the schedule
requirements are met.

a Review, analyze and monitor the geneml contractor's project construction
schedule. Iack of progress to be flagged and investigated. Attention to be
focused on those delays during the weekly meetings to bring resounces to bear
on the problems. It may be necessary to hold executive meetings to focus
senior management attention on problems or response issues,

c

Develop an overall project schedule to coordinate all the construction work
required for completion of the project. This may include major procurement
items, multiple contractors, or work by City Bureaus.
Update the project schedule periodically to ensure that completion dates for
all elements are identified and the schedule meets the project taryets.

3 Scope related activities - Ensure that the work is constructed in accordance with the
construction documents and to the quality level required.
a. Ensure adequate construction observation. In cooperation with

Architect/designer, and contractor management ensure ttat the work is
generally in conformance with plans and specifications. Final verification of
compliance with plans and specs remains with the Architect/designer.

b

c

b
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b Ensure that Architect/designer provides information to approrpriate parties
required for any permits or authorizations.

Review and advise the Team of the need for construction material testing.

Ensure that there are adequate on-site visits by design consulants for special
inspections, shop drawing Eprovals, mat€rial approvals, contractor change
suggestions, and plan interpreAtion

Ensure that the general contractor coordinates work with the local
governmental agencies as required. Confirm that govemmental agencies arc
informed and current as required for fte successful completion of the project.

Coordinate qpecial inspection work to meet requirements of the Building
Bureau. Special inspectors will be coordinated by the Construction Manager
while under separate contract to the owner.

Administrative Activities - Administer the construction, testing, design, and other
contracts to eflsure that the program targets are met.

a. Chair coordinating meetings on a regular basis (generally once a week)
meetings to monitor progress and identify issues which may be holding up the
progress of the work. ArchitecUdesigner and contractor to participate.
Identify responsibilities for resolution of holdups. Final resolution of the
problems will remain with the appropriate design discipline, owner, or
contractor.

Ensure that daily/weekly reports of project progress are maintained as

required by the work.

Issue minutes of the coordination meetings to provide a record of the
discussions and confirm responsibilities for problem resolution.

d

e

Monitor sho,p drawings and submittals. Ensure that critical submittals are
ex@ited.

Submit monthly project summary re,ports to keep the Team informed of the
status of the project.

Maintain a log of change orders.

Review, negotiate, and recommend action on contrac&or claims.

Provide and rnaintain a log of construction photographs to be included in
monthly reports.

c

d

e.

f.

4

b

c

f.

o

h.
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Attend mee.trngs on other project related matters and report to the Team.

Review project costs and include a statement on monthly reports.

Review the general contractor's plan of work with respect to neighboring
businesses, streets and construction activities.

l- Review subcontractor list.

Closeout Phase

Phase Objective - The project is closed out and turned over to the owner for its use. The
owner's maintenance and operations personnel are trained to properly maintain and operate
the project.

Cost related activities - Reconcile actual project costs with budget. Resolve any
outstanding cost issues.

Schedule activities - Resolve any outstanding schedule issues.

Scope related activities - Ensure that the work is accepted by the owner and
designers. Ensure orderly turnover to owner.

Ensure that designer has reviewed the project in accordance with its contracts
and has accepted the work without reservation.

Review the project at issuance of certificate of completion @oth subsantial
and final) to verify for owner that issuance of certif,tcates is appropriate.

Review completion of contractor punch list items.

Review O&M manuals for adequacy.

I

t'
k

I

2

3

a

b

c

d
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4. Administrative Activities - Provide final rerclution to all outstanding contract issue.

a. Coordinate the certificate of occupancy with the contractor and Team.

Ensure that project designer prepare.s certificate of completion when project
is complete.

Assist in the transfer of ownership of the project to the final owner upon
completion.

d. Consolidate end transfer project files to owner.

b

c
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RORTLAND DEYEI'PMEXYT OMMISSION

@NSIRUCTION MAITAGEIVIET{T . ENVIrcNMEI{TAL SERVICES

GENER.AL FOSITION ST]MMARY
Responsible for providing in-house environmental services to Commission
projects. The primary responsibility is to identify potential environmental risks for
Commission projocts; advise and provide strategies to evaluate and/or mitigate
those environmental risks; and provide technical support and/or orersight of
environmental consultant's or contractor's nork inrestigating or mitigating those
risks.

ESSETTITIAL FUNCTIONS/MAIOR RESFONSIBILIIES
1. Identify potential environmental risks, and advise and provide strategies to

evaluate and/or mitigate those environmental risls for Commission
projects. Suggest a series of cost-effective options or strategies to evaluate
and,/or mitigate those environmental risks Project Managers can consider
based upon expected outcome, scope, schedule, and cost.

Provide advice and manage the evaluation and mitigation of environmental
problems that unexpectodly appear during the course of project activities.

Act as an advocate for the Commission in agency, contractor, consultant,
and developer negotiations concerning environmental and regulator y
compliance issues.

Identif y Federal, State, and local regulator y compliance issues impacting or
threatening Commission projecs. Develop strategies to comply with these
regulator y issues, advise Commission Project Managers, and assist
implementing their chosen strategy.

Perform limited in-house environmental services such as:
- Level I Environmental Site Assessments;
- simple environmental sample collection and evaluation;
- environmental data evaluation analysis; and

geophysical survBys designed to identif y USTs.

Assist in selection and owrsight of environmental consultants and
contractors to perform the types of following services:

- complex, multi-site kvel I Environmental Site Assessments;
- kvel II urd [I soil and groundwater investigations and

rcmedial actions;
- RVFSs;
- hazardous wasteidentification, minimization, management,

and disposal.

2

3

4

5

6
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7 Assist in defining related activity requirements including objectives,
limitations, and entities !o be involrrcd in Commission environmental issues
and their roles. Ensure dwelopment of preliminar y cost estimates and
schedules. Ensure plans and designs are develo@ in terms of the
materials and equipment required, and terms and conditions acceptable to
the Commission. Ensure that the plans are in accordance with regulator y
agency rquirements.

Act as Commission's rrepresentativ e to assist in managing costs and project
schedules. Ensure projects are completed using appropriate guidelines.
Administer the bidding and negotiation p(rcess for outside contracts.
Determine contract reguirements.

9. Perform other related duties as assigned.

8
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General

OFA STUDY: HT MAN RESOIIRCES QUESTIONS

How many employees are performing HR activities?
How many FTE's are performing HR activities?
What are your minimum requirements (education, skills, experience) for your
HR staff?
How many employees do you perform HR functions for? How many FTE's?
What percentage of your work force, if any, is unionized?
What perccntage of your work force, if an5 is civil service?
How many work sites do you have?
Do you have different work shifts?
What HR services do you cootract out or use a consultant for?
What HR activities are you performing?

Recruitment and Selection

How many vacancies do you recruit for during the year?
What is tie average leugth of a recruitment process, from opening to offer?
Tlhat kind of positions do you recnrit for - management, clerical, technicians,
etc?

I
2
3

4.
5.
6.
7.
8.
9.
l0

11.

L2.
13.

Benefi ts Administration

14. How many benefit plans do you administer? What are they?

Compensation

15.

16.

17.

Affirmative Action

18. Do you have an Affirmative Action Plan? If so, do you use a consultant?

Trainine

Are payroll responsibilities under human resources? If so, do you generate
your own pay checks?
How is your compensation stnrcurre sct-up: pay for performance (merit) or
automatic cost-of-living adjustrnents?
Do you do performance evaluations?

How much on-site training has your work force received this year?

Does tIR conduct in-house training?'
Does HR arrange for outside training?
What types of trainiag do you do?

19.

20.
21.
22.

r)
gt



Page TWo
OFA

Personnel Policv Comoliance

23. Do you have personnel policies? If so, who prepared your policies

Emolovee Relations

24.
25-
26-

How many grievances are filed ayear?
What is the average time to resolve a grievance?
Is HR responsible for coordinating social functions, i.e., X-mas party?

Counseline Manasement on emolovee issues

27.
28.

Is HR consulted in disciplinary matters?
How many supervisor's do you have?

Record-keeoins and Information Svstem

Do you keep personnel files on site?
Do you have an HRIS (Human Resource Information System)?
Is your computer system linked to Payroll's system?

29.
30.
31.

U
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General

Page Three
OFA

HUMAN RESOURCES - PDC

2 people pcrform the HR functions.

1.6 FTE's p,erform the HR functions.

Minimum Requirements:
High School education or equivalent with additional courses in

human resoruces, general business, office procedures and computer applications.
Previous clerical, technical and adminisrative experience. Experienced typist. Tko or
more years of related experience.
IIR Manaser: Bachelor's Degree in humau resources, public business
administration or related fields. 3-5 years of HR experience, preferably for
Public sector. Knowledge of current laws affecting employee rights,
affirmative action, regulations affecting employers, training and development.

112 employees; 115.4 FTE's.

PDC is not unionized.

We have no civil service employees.

We have two work sites. One has 87 employees and the other sitri has 25
employees.

We have one shift: Days

We contract out for: Training, compensation design/market studies, and
affirmative action compliance. (We also hold our own in-house training)

Activities include: Training, compensation administration; recruitment and
selection, potcy formation and implementation, affirmative action, supervisory
personnel guidance and advice, contract negotiation and benefits administration,
employee relations and HR government compliance.

Recruitment and Selection

We had 38 recruitments from June 30, 1992to July I, 1993. Since then (July
2 to November 2, 1993), we have had an additional 24 recruitments.

1

2

3
HR Technician:

4.

5.

6.

7.

8

I

10.

11.
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Page Four
OFA

12. Internal recruitments average 2 ll2 weelcs; External recruitmeats average one
month. (Estimates)

13 We recruit for clerical, management, professional and technical positions. We
do not recruit for operatives (laborers).

Benefi ts Administration

t4 We administer the following benefit plans: 2 health, 3 dental, I EAP, 3 life, I
long-term disability, 3 defered compe.nsation, I retirement, and I depe.ndent
care plan; A total of 15 plans. We do not offer a flex or cafeteria plan.

Compensation

15. Payroll is not au IIR fuqction.

16 Compensation is on a pay-for-performance basis and evaluations are conducted
at least yearly. The wage matix is adjusted periodically to r€flect market
rates, but no cost-of-living raises arc given.

t'?. Performance evaluations are performed Commission wide every November l.
Employees in aew positions are evaluated more frequently.

Affirmative Action

t8. We have tbree affirmative action plans: Women and Minorities; Disabled
Individuals; and Disabled veterans and veterans of the Vietuam Era. We
provide the work force.data to a consultant and they provide the community
statistical data.

Trainine

19-22. la the last 12 months, supervisors have received 12 hours of on-site training.
HaIf of that training was conducted by HR staff. Non-supervisory employees
have received 3 hours ofin-house training conducted by human resources.
Outside training is coordinated tbrough the HR departrnent. Key training
coursei include: Supervisory leadership, computer, performance evaluation,
and compensation. Staff also atend training to keep abreast of changes in their
field.

Personnel Po Compliance

I 23, Human Resources writes and monitors the personnel policies

q/
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Page Five
OFA

Employee Relations

We have had 2 formal grievances filed in the past 12 months.

It took approximately 45 days to seule the grievances.

Human Resources does not coordinate social functions.

on emolovee issues

n. HR is consulted in disciplinary natters.

28. PDC has 30 supervisors.

Record-keenins and Information Svstem

29. Active personnel files and files of recently temrinated employees are on site.

3O-31. We have a customized human resource informatioo systcm which is not
integrated with Payroll.

Counselins Manasement

)

r)
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Personal Computer Services - Comparison of Service Level

(Assume that Personal Computers (PC's) or Maclntosh equipment are equivalent for
purposes of this informatibn.)

Bureau: PI)C Fy 19gZ - 1993
Actual

r"r u93 - 1994
Budgeted

Number of staff in Bureau
/ work unit

I3 I 115

Number of saff using PCs
/ Macintosh equipment

130 115

Do you have a network? Yes Yes

Number of PC's supportod I 46 (Saff/Porrabl€/Off-
sit€)

I 28 (Staff/Portabl€/Off-
site)

Number of PC's :

One - three years old

More than three years old

83

63

22

l06

Number of PC's connected
to network

133 115

Number of printers
supported

33 an

Number of printers on
network

30 19

Do you use electronic mail
or calendar? If so, what %

of usen access on a
regular basis?

99% t00%

Staff budgeted for PC and
network support? @o not
include mainframe
programmers in this
number.)

FTE:

Dollar Amount:

FTE:

Dollar Amount:

Materials and Services f),ollar Amount: $1 12,778 Dollar Amount: $91,361

Capital Equipment Dollar Amount:$87,023 Dollar Amount: $106,000
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Computer Services - Comparison of Service kvel

Major work items of saff
noted above e.g. software
purchase, install, trouble
shooting; training etc.

Network
Management

rWiring; software interface;
software
insallation; network
tuning;
troubleshooting

User Accounts
Shared drive back-ups
System Security

Client Services
"Hot Phone" i.e. user

questions;
Training
Ouside Connection
Support

Co. A&T
Blazer
Credit Reports

Equipment Checkouts

Application
hogramming

Develop new systems
Fix data base errors
Add to existing PC

applications

Management
Coordinate maintenance

contracts and
service calls;

lnventory tracking
Softwarc / hardware

evaluation, selection
and purchase

Network
Management

Wiring; software interface;
software
installation;
network tuning;
troubleshooting

User Accounts
Shared drive back-ups
System Security

Client Services
"Hot Phone' i.e. user

questions;
(Resporue time and
rvailability redued
significantly.)

Training (Resporse time
and availabitity reduced
sigrdficantly.)
Outside Connection
Support

Co. A&T
Blazer
Credit Reports

Equipment Checkouts

Application
Programming

Develop new systems
Fix data base errors
Add to existing PC

applications
(Response time and

availability rcducd
signifrcanlly for dl FC
progremmiqg dforts.)

Management
Coordinate maintenance

contracts urd
service calls;

Inventory tracking
Software / hardware

evaluation,
selection ud
purchase (R€sponse

time and
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Computer Services - Comparison of Service I-evel

Typc of PC maintenaoco (Oa
sito; csrry in; time rnd
naterids.)

On-sito; 8 hour responsc time On-site; 8 hour rcsponse tim
cxcept for MACs which ere tim
rnd rrteriels

Avenge cost of ronuel
rnaintCneoCo pgp pQ

$ l.lo $ 130

Avenge cost of printer
maintenence per prirter

$ 336 @oos uot includc anauel
cost of large postscript, dupler
prin3or)

$ 336 (Does aot include ranud
coat of lrrgc postscript, duplcx
priater)

How meny LANs do you
ecnricc?

Do you beve more lhm 6a6 611u

on the netrrort?

If so, how meay?

2

Yes

2

2

Yes

2

Please describe how an cod user
rcceives support qrhen they heve
e problom or r questiotr. What
is rverage rcspoarp time for
rnswering basic eoftwirc
qucstious, etc.

PDC hls . computrr 'Hot Linc'.
Any user mey cell one phonc
aumber and roccivc help ftom a
oomputcr staff person. The Hot
Linc is availablc bctweco 8:00
rm and noon and again from
l:fl)pm until 5:00pm.
Easy softwrrc or herdware
questions cen usuatly be
enswered immediately over the
phone. Questions rcquiring r
coryutpr eteff pcrson to go to
the equipmcot ere usnlly
answercd withir 15 minutes
(doumtowu) or 2 hours (e{st side
office.)

Althorgh PDC still hes s
coryutcr 'Hot Line', bocause of
slaff reductions, it is oftco
forwarded to voice oail. Whcn
steff is uorveilable, users will
receive r m€ssrge cqking thom
to leevc voice rmil for thc
compuler tec,hnicim.
If the Hot Phone is not
forwerded to Voice Mail, easy
softrere or hardwrre qucstios
can usually be amwerod
immediately over the phone.

Quastioos requiring E computer
steff person to go to the
equipmeot arc usually Etr$lrered
within 60 miautes (dovmtowu)
or oert dsy (eas side officc.) If
the Hot Phone is not ia scrvice,
the user usually receives e
r€sponse within 24 hours,

Whet ere the strn&rd eoftrr,rre
peckages you use?

Word Perfect

QPro
DOS
Russel Celeodar Maneger
VMS Msil
Perador
rBsse

Word Perfect

QPro
DOS
Russel Caleadar Maoegor
VMS Mail
Psrrdox
rBase
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Computer Services - Comparison of Service Level

Pleese deecribe rny change in service level from FY pm - 1993 to FY 1993 - 1994:

Tho lovel of sorvicc provided PC users at PDC brs been decrc8e€d dramatically. The compubr steff *rs rpduccd
disproportiooercly to the reduction in overell slrff or piocoo of oquipmeot rrairtrhed. Beceusc of this, mt of
the cffort is uorrr put into eosuring that the oquipmnt is functioning properly. Traiaing rad individual user
rssistrrc€ h.s beco decused signific.otly.

Much of the pluned equipment md softrvrre iryrovcments for FY 1992-93 did not occur boceuse of the
rcduction in PDC fuading. The iacrcased budget ia softwere rod cepitel oquipment rcflcct thc uocd to replacc
rging equipmeat end software.

Do you have so@ne
responsible for nanrcrt
tn"".geme,nt? If so, what g6

FTE is speot doiag networt
rdmiaidntion? c.g. rnaneging
shrrcd drives, aetrrort bockups,
systcm security, user aocounts,
etc.

85f; ffi%
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PORTLAND DEVELOPMETiIT COMMISSION PC USER SUPPORT

Scope of on-site contractual servicqs for PC Uscr support at the Portland Development
Commission.

Number of Users: 100 - 150

Network in place: I each at two sites
1120 SW 5th , Suite llfl), Portland
1425 NE lrving, Rmm 200

User Environment: The computer environment includes DOS and Windows running
on IBM compatible computers; some Maclntosh workstations;
and dot matrix, Iaser and color printers. The majority of the
equipment is on maintenance conmcts. Other equipment is
serviced on a time and materials basis, as rceded.

Standard softwarc includes: WordPerfect for DOS and
Windows; QPro for DOS and Windows; Paradox; and rBase.
Other miscellaneous software is used. Six Maclntosh work
stations use a myriad of software products. All saff uses VMS
mail and Russell Calendar lv{anager. The support personnel are
expected to have a working knowledge of all softnrare.

Currently, the networls are connected via bridges and the
Institutional Network Cable. Both networks are using Pathworls
over ethernet.

Support level: Evaluate:
Software - to determine organization standards and
network compatibility for purchase and upgrade;

Hardware - to determine organizational standards and
network compatibility for purchase and upgrade;

Purchase:
Purchase hardware and software as needed.

Track numbers of copies in use and ensure that legal
copies are purchased as needed.

Track consumable supplies and order as needed. (The
cost of supplies is not included in the support fee.)

?7



Insall:
Install hardware and software as purchased. (Currently,
only 15% of the software is installed from the network.
All other softrvare products must be installed locally.)

(Note: installs may (rccur at sites other than those listed
above.)

Track movement of all hardware.

Support:
Provide a minimum of 30 minute call back for all user
questions.

Research and solve hardware and software questions as

needed. Call hardware maintenance contractor when
required.

Move equipment and software as needed.

Do full PC data backups when ever staff leaves; full
backups when equipment is moved to someone else; and
a minimum of twice a year. (Backups arc not done on
over the nenrork.)

Training:
Provide internal training on:

Use of laser postscript printers.
Changes in electronic mail and Russell Calendar
Manager resulting from upgrades.

Recommend necessary user training to Human
Resources and Department Directors.

Hours of support 8:00 arn - 5:00 pm , Monday - Friday

?r



Network support: Network availability:
Ivlanage the two local area networks to ensure a
minimum of downtime during each 24 hour period. (A
5% downtime average in any 12 month period is
acceptable.)

Cmrdinate maintenane scrvioe as needed.

Network Management
Manage shared drives
Create, monitor and disoonnect user accounts
System security and monitoring

Network Planning
Monitor -and recommend hardware additions to
accommodate network growth

Hours of Network Support: On call 24 x 7 for network
operation; Other firnctions -
Monday - Friday, 8:fl) am -
5:00 pm

??



FORTLAND DEVEIOPMEI{T OOMIVISSION

LEGALSERVICES

The following is a list of job duties for the Legal Section at PDC, as you rcquested.

Leeal Counsel - Portland Development Commission

Chief legal offioer for independent urban renewal and redevelopment agency of the city
of Portland. Provides highest quality in-house representation, including administrativ e
appearances and litigation.

}\rorls directly with national and regional developers to facilitate prqiects
for public-private partnership. Major projects include: Rouse Compan y3
Pioneer Place, Riverplace, Fountait Plaza and the Oregon Arena.

:t
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Negotiates and drafts r€al estate development agreements and
public/priv ate financial participation agreements, reviews and approres
closing documents.

Advises fire member appointed citizen Commission on all legal matters,
including ethics, public mebtings and records, campaign and budget law.

Advises Commission staff on corporate matters, including property
management, purchasing and contracts, construction management, risk
management and human rrsources.

Represents Commission in uninsured disputes. Examples include
construction claims, labor grievances, land use challenges.

Coordinates Commission representation by outside counsel, specifically for
insurance defense and tax matters.

Advises Commission on environmental matters including negotiations with
the Department of Environmental Quality for roluntar y site cleanup,
drafting and implementing risk ar,oidance policies, managing acquisitions
and dispositions of real property to minimize liability.

Supervises one staff attomey and one legal assistant in house. Responsible
fur negotiation and supervision of contracts for outside special counsel.
Reports to Executive Director.

Participates as Management Team member contributing to Commission
strategic planning and policy making.

r!
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kibby activities in Oregon legislature on behalf of Commission and
Association of Orqon Redwelopment Agencies, a statewide organization
of urban renewal and redwelopment agencies.

Senes as Commission rcpresentative and l99l-93 President of Oregon
Association of Urban Rene*,al Agencies.
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RORTLAND DEVEIOPMEI\IT COMMISSION

Que$ions for Comparatirre Analysis of Legal Servlces

From J. Launer to C. Ford:

You asked me to provide pu with a list of characteristics that I believed should be used
to compare PDC Irgal Section services to other potential legal service providers. I
understand that pu will review these ideas and allow me to oomment on your final
approach to the comparison.

As pu know, the City Attorney is doing a survey of its clients to determine their
effectiveness. I hare atached a copy of that sur\€y. I belierve that questions 1-6, corer
alot of the subjects that are relevant. If pu want to use an approach which uses client
data, this survey is a good start.

If pu want to use the format for questioning the service providers themselves, manyof
the questions could be rephrased so that the attorneys could answer from their
perspective. Here are the kind of questions I uould ask (roughly following the subject
areas of the City Attorney surrey.)

What is pur standard response time to telephone calls? How often can

)ou answer a client question at the time of initial contact? If pu hare to
delayanswering a question, what is a standard for responding with a
followup? Do lour clients know where their matter is in lour norkload
priority? Do pu tell pur clients when pu will respond to their matter?

What duties do pu expect from your non-lawpr staffll How
independently 'do they uork? Do )ou use legal assistants or paralegals?
How'much client contact is through the non-lawler staff? Do )ou get
feedback (positive or negative) on ,our non-lawpr staff?

I

2

3.? Do pur clients har,e apcess to )ou by telephone, e-mail or in person
at all times during the uorking day? Are appointments necessar y?
How can appointmens be made?
How long does it take fur pur office to prepare a first filing in
routine litigation matter, such as a property foreclosure or suit on a
note or contract? Do ,ou maintain a tickler system?
What do lou consider lour major areas of practice and how nould
pu rank lour expertise in each? In addition to these areas, do 1ou
practice other tlpes of law?
Do pu hare a regular syst€m for reporting the status of pending
matters to your cliens? Do )ou hare regular briefings with pur
clients on new developments in the law?

b

c

d

loz



g

How often do clients ask 1ou to clarify uork 1ou haw completed for
them? Do clients o(press any confusion orer information or advice
that pu giw to them?
Is the legal uork 1ou perform communicated in a form that is easily
used by lour clients to satisfy their practical needs? How much
legal research do pu do in the @urse of an arcrage n.eek?

To what extent are pu involrad in initiating and developing systems
and transactions that aroid later legal problems? Are lou successful
in these prevantative measures?

4 What is )our pattern for interaction with pur clients? Are 1ou largely
inrolved in group meetings? Telephone conversations? One-on-one
personal meetings? What percentage of lour time are )ou actually in pur
office space?

Do 1ou believe lour clients are generally pleased with your legal services
and the information they receive fiom pu? How do pu know?

Do )ou believe that the advice and opinions pu girc are understood by
lour clients? Why do pu believe that?

These questions elicit information about accessibility, timeliness, responsiveness,
communication skills and client satisfaction. These dso nould require a clear statement
of the scope of services and the level of expertise that are arailable form each service
provider. I think, in addition io the financial daa pu will obtain, that these questions
will lead to comparing "apples to ap,ples."

e

f.
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A6 the attorney for the Portland. Development Commisslon I advlse
Comnlssion staff on real estate lssues related to housing and
lendlng, collection ancl foreclosure matters, and conrnercial
t:aanaactlons.

Represent the Courmlssion Iu negotlatione related to a wld.e-
range of conplex real estate transactlons, lncl.udLng the
syndicatlon of low-lncome houslng tax credlts for both the
Developnent anal the Housing Departments. Prepare reqrrired
loan agreenents, .pronlssory notes, trust deeds, securlty
agreements, UCC fillngs, reserve agfreemerrts, optloos,
asslgnments, aseumptions, deeds and easenenta, leaees,
development agreements and property malragement agreements.

My contacts include PDC staff, outslde developers, their
legal couneel, oiflrere, 'andl lnvestors. The lnvestors are
t1plcalIy large natlonal corporatlons that may be flnanclal
lnstltutigns-

Advlse Commission staff on conpllance rnatters regar&lng
federal and state law; lncludllng eavirounental matters,
lesues, personnel, and fedleral housJ-ng fundJ-lrg statutes
regulatione.

ADA
aad

Provide legal aclvise regarding lender liability, llen
enforcenent, priorlty, easeurents and other related lssues.
Advlse regarding constructlon llens and defaults under the
loan agreenents.

Prepare request for actvlsory opinions from the State of
Oregon Department of Revenue regarding the availablllty of
lend.er credlit for low-lncome houslng.

Reeponslble for the Couudsslon's foreeloeure lltlgatlou
mattera (and generally have about 20-25 active files at one
tine. ) Revlew legal flle and plead.lngs preparedl by legal
asslstant,. further lnvestj-gate the claln aa necesaary, and
lnsure pteadings are in proper forur before they are executed
and flled wlth the court.

Attend Loan Conmlttee and Loan Foreclosure
Meetings. Negotiate settlement agreements
foreclosure cases.

Revier.r Committee
related to loan

Appear at trials and hearing's on the Connission's behalf.

PAGE I - LIST OF ATnORNEY SERVICES - PORILAND DEVEII)PMEIII CO!{MfSSION
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Revlew reguegt from L,oan Servlcl.ng /I'oan Foreclosure Review
Courmlttee to file a claln agalnst a bo*ower, or to anslrer a
clain where PDC ls llstect as a defendant. Open tegal F1Ie ln
Compllance Wlth State Records Managenent PIan.

Consult witb f,oan Servlcl.lxg Supervl.s or and Accoutrtanta aE;
needed to dlscuss status of subJect loan/borrower. Ver1.fy
name6 andl adclreeeee of all partles lnvo1ved., revlew loan
history, loan tlocunents and title report6, and obtain any
additional Lnforuratlon necerEary to draft lnJ.tlat court
d.ocumentg

Draft lnltlal court docuneats (summons aad conplalnt or answer
and, cross-claln) for attolaey revlew.

Flnallze legaI documents, aseurlng coafornlty rdth fed.eral or
6tate laws and loaal cou:it rules; present to attorney for
signature; and flle with alppropriate codrt.

Arrange andt nronltor approprlate service./dellvery of legal
documents, IocaIIy antl aationr+i.d.e, to all partLes. Deternlue
the proper uee of prooese serveiq, sheriffs, or other agencies
for Eervloe of. documente, and request and maJ.I payment for
servlce fees..

Monitor d.ead.llnes for fillng respoDee€ to clalms, and. any
other documente flledl with the court in a natter in whlch PDC
ls invo.Lvecl as P].aintLff or Defend.ant.

AE approprlate to each lndivittual case, arrange for and
monJ.tor arbitration, d.eposltlons and d.ocument dlscovery.
Monltor cost6, dlsbursenents and fees for each case.

Communlcate wlth other attorneys, .legal asslstants,
enforcement agencles, aud court peraonnel on mattera
necesEary

Iaw'a6

Appropriately respoad to ln-house and. outslde J.nquirJ.es
concernlng pendlug andl 

.closed legal natter6.

Carryout legal researbh as assigned by attorneys.

Determj-ne the uecesslty for any interiu court documents (1. e.,
Motion for Contlnuance to Eerve out-of-state defendants,
etc. )r prepare docutrents and present to attorney for
Eignature.

Draft default documents for attorney review after the deadline
has passed for opposing party to flle a respotrse,/answer.

PAGE I - LIST OF LBGAL ASSISTAIIT SBBVICBS . DOBTLANI' I'EVEII)PUEITT COUUTSSION
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Monitor entri of ,.fudgment in PDC'6 favor. Notlfy Loau
Servlcing that Judgment has been entered, and provide coPy of
Court notlce.

If,fudgment awara incluiles the sale of real property by the
Streriff, draft, flnalizb and file documents pertalning to
Sherlff's Sale. Monltor Publication of Notice of Sale.
Notify appropriate in-houee staff regarding details of sale;
provide additlonal lnformatlon anil as6lstance as neeclecl.
After the appropriate tlne perS.od has paased, present Motien
and Order Confiruring SaIe to Attorney for signature and file
wlth the court. Monltor recelpt of Sherlff's Deed .afterappropriate tlme has paEsedl. Send documents to Multnomah
County Recorder.

Prepare and edit conplex proJect documents, lnclud.J.ng courp!-ex
real e.state and loan documentation.

Recelve, monJ.tor and act
notl ces.

upon correepondence and 'court

Monltor

Prepare

outside legal servlces contraits.
and. monr tor ].egal depaltment bud.get per fLecal year.

PAGE 2 - LTST ()8 LBGAL ASSISTA^ITT SERVICES _ PORTLAND DEVELOPMEIIT COMMTSSTON
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PROFESSIONAL SER.VICES DEPARIMENT

PROPERTY TRANSrcTIONS SECTION
PROPERTY MAI{AGEIVIET{T

PDC manages the property it owns to meet specific rcquirements of its programs much as
the Park Bureau and other bureaus manage their property. Property Management is part of
the Property Transactions section which provides close coordination of acquisition,
rclocation, and disposition ftrnctions. Property management is geared specifically towards
suppodng the rarious PDC programs and projects.

Homes purchased for housing programs must be secured, randalism repaired, winterized,
rcgetation controlled, gaftage and trash remor,Ed, lawns mou,rd , and readied for the
specific neighborhood revitalization project- There is a continual turno\,Er in these
properties. Development properties may be held br short or long term depending on the
development schedule. Other properties become part of the real estate owned (REO)
portfolio as a result of loan foreclosure or other legal action. Occupied properties require
additional property management actions. Each property is managed on a case by case basis
in conformance with project goals, to protect PDC's assets, reduce costs urd maximize
in@me, and contribute to improving neighborhoods.

Specifically PDC provides property maintenance and management services as follows:

mainain Foperty as a minimum in accordance with City nuisance and other
codes

rcmove tra$h, garbage, undesirable regetation

remole or correct safety hazards

mow lawns, trim trees and shrubber y

winterize :racant properties !o prevent damage to fixturcs and

perform repairs as needed

improrements

secure property by boarding windows, insalling locks, erecting fencing and
other measures as appropriate

maintain property maintenance equipment including mouirrs, tractor,
u,eedeaters, etc.

maintain Commission rthicles in safe operating condition

o

o
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deliver fumiture, equipment, and supplies

negotiate leases for use of property pending development

coflect rents and other income

pay utilities and other property operating cosh

provide office, storage, and maintenance facilities to meet PDC needs through
lease or purchase

respond to tenant inquires and complains

obtain contract services br repairs, remodeling, tenant improrements, and
property management services and monitor contract delivery

Currently PDC owns Union Station containing 37 tenants. The property is managed with
the assistance of an outside property management firm. Projected income for 1993/94 is
$700,000which pays for all operating expenses. In addition PDC currently owns 5l
additional properties with projected income of $410,000ftrom 8 oommercial or parking
tenants. Most of the 51 properties are ncant and a majority are houses being processed for
rehabilitation although four are REO occupied residential properties with an estimaM
income of $1600 per month and one is an occupied house in the Walnut Park project with
scheduled income crf $547 per month.

PDC also issues temporar y use permits for short term use of PDC properties according to
established policy for short term use. Daily use ftes are charged in most cases.

PDC leases two off,rces, one in the Portland Building consisting of the 21,564 sq ft llth floor
and an off,rce in Northeast for housing programs which contains 6,925 sq ft. PDC also leases

a maintenance and storage facility consisting of ?,900 q ft.

Currently PDC owns 10 rehicles of which two are service rehicles for property maintenance.

t
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REIJOC ATION ADVISORY SERVICES
The specific rclocation advisory services roquired by the Uniform Act are steted at 49 CFR
2a.205(c). The Commission relocation staff provides the relocation assistance advisory
services in conformance with the Uniform Act requirements as summarized below:

Satisfy through the relocation assistance advisory prognm the requirements of
Title vI of the civil Rights Act of LW.

Determine the relocation needs and preferences of each person through
personal interviews.

3. Inform each person of the qpecific amount which the person is entitled to
rEoerve.

Assist each person with the proc€dures for obaining assistance including the
filing of claims for payment.

Provide information on the auilability and actual costs of comparable
replacement dnrcllings.

Inspect replacement housing to assure that the housing meets applicable
standar ds.

Provide minority persons wifi rearcnable opportunities to locate in areas not
subject to existing minority concentrations.

Provide transportation assistance !o the elderly and handicapped.

Provide information on a\ailability for replacement business locations.

Provide counseling to displaced persons in order to minimize hardships of
adjusting to relocation.

11. Provide information and assist
State housing progmms.

displaced persons in applying for Federal and

12. Provide assistance to businesses in organizing mo\,€s.

13. Provide notices such as notices such as the general information notice and
notice of relocation eligibility such as required by 49 CFR 24.203 to each
displaced person.

14. Consult with case norkers, guardians, legal representativ es, social services
agencies and others as nesessar y to provide needed services to those displaced.

15. Determine and wrify income of displaced persons as required to calculate
relocation payments.

Provide advisory services to persons determined to be ineligible for payment of
benefits, but adversely affected by the project.

I
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16.
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FO. RTLAND DEVEI./OPMENT OOMMISSION

PROPERTY TRANSrcTION SECTION
RELOC AfiON SERVICES

PDC maintains a rclocation staff in order to provide relocation benefits and services to
occupants of property where Meral funds are us€d to either acquire or rehabilitate the
property. Occupants are entitled to benefits and services as required by the Uniform
Relocation Assistance and Real Property Acquisition Policies Act of 1970 @ublic kw 9l-
646) as amended by the Surface Transporation and Uniform Relocation Assistance Act of
1987 (Public l-aw 10G17). This law is commonly referred to as the Uniform Relocation Act
(uRA).

The URA provides that rcsidential and business occupants displaced by federally funded
activities will receive specifrc monetar y benefits and certain advisory assistance. The URA
and implementing rcgulations require that certain documented steps be taken in all
occupied rehabilitation projects to assure that the relocation rights of occupants are
protected. The application of the IIRA to urious rehabilitation and acquisition projects is
complex and failure to take proper action can be costly and seriously jeopardize project
funding.

A separate attachment entitled 'Things You Need To Know About Tenant Assistance And
Relocation If You Apply For A Rehab Ilan' describes the rclocation steps in an occupied
rehab project. A second attachment headed 'Relocation Advisory Services" describes the
specifrc services required by the URA that must be giren to those displaced.

The determination of the correct relocation payment is a complicated and time consuming
process and must be evaluaM for each displacee on a case by case basis. The PDC
rclocation staff has extensive experience in computing and providing benefit payments.
Cunent relocation staff has been making payments and providing services since the original
effective date of the IIRA in 1971. No other entity in the Portland area has experience in
implementing the full range of program requirements of the URA. The State of Oregon has

extensive experience in highway right-of-way acquisition projecs and one private entity has

recently started to offer some relocation. services under the URA.

In addition, certain publicly funded projects which do not receive federal funding may also
harrc relocation rcquirements because of Oregon State law. State relocation law essentially
rcquires payment of benefits at levels required by the URA. State relocation requirements
are stated in ORS 281.045 through 281.105.
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Currently, PDC has two r.elocation/pr opery management specialists. Most of the rclocation
r+orkload is in support of housing rehab projects of which there are 16 piojects with 534
tenants with relocation rights. Relocation staff is providing support in fwo housing
acquisition projects - Walnut Park and SW l3th and Marka. In addition, PDC is providing
under contract telocation services to the Bureau of Parls and Recreation for the Ed
Benedict Park project. PDC, also, has a contract to provide relocation services !o the City
of l-ake Oswego. There are currenfly no PDC development projects requiring relocation
services although this has been a significant support function in the past. The relocation
staff is in the process of completing a contract with the federal General Services
Administration for relocation services for the new ftderal courthouse block.

In the past the relocation staff has provided relocation services to various City of Portland
bureaus, to.METRO (Oregon Convention Center Project), Port of Portland, Portland School
District, Portland Community College, Housing Authority of Portland, Tri-Met, and to the
Cities of Gresham, Bearerton, and Tbalatin
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TIIINGS YOU NEED TO KNOW ABOTIT

TEiTIANT ASSISIAI€E AI{D RELOCif,ION

IF YOU APPI]TFOR AREHABI'AN

The Rderal goemment canes about this:

Federal Iaw protects dl tenants who occupy property which receives federal funds of any
sort for retrabilitation or acquisition. The gorcrnment takes tenant assistance and relocation
issues seriously.

Mistakes can be costly:

Owners and loan applicants can take actions which could incur a liability. Relocation
assistance can be for 42 or 60 months depending on the program. The ar,erage
Replacement Housing Payment per tenant in our jurisdiction is $4,500. Businesses required
to relocate are also eligible for relocation benefits.

Physical displacement is not the only issue:

There are protections for tenants who remain. The protections relate primarily to keeping
tenants informed and assuring that they do not more either because their rcnt goes up or as

a result of the rchab nork.

Thene are thrrce basic requircments for residential properties:

All effected persons must receive timely notices of their rights, information
about plans for the project and the assistance they will receive. People who
don't get the required notices may malce the claim that they are displaced
persons -- even if it was not intended that they more.

Persons who will remain in a property must be offered a suitable unit that is
decent, safe, sanitar y and affordable.

All displaced p€rsons must be offered a comparable replacement unit which is
decent, safe, sanitar y and affordable. Moving and related expenses must be
paid. No one may be required to mo\r with less than 90 days notice.
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Planning is critical:

Relocation and tenant assistance @ncerns need to be addre.ssed before the date of the loan
application.

The Relocation stalf can help:

Use the relocation expertise anilable to )ou. The rules are complex. This is
an area in which it is not possible 0o "wingit'.

The rules are not one-sided. There are actions )ou can take to 'save'money
as nell as actions )ou must reke even though they cost money.

Cooperation is essential. A number of people need to 'do the right thing' in
order to make the process uork.

IIow Displacement is triggered in rrchabilitation proJects:

Before apolication:

Generally, before application, eligibility for relocation paymbnts is triggered by
a tenant's permanent more ONLY IF it is determined that the displacement
was a direct result of the project activity. For example, an owner displaces
tenants in order to propose a racant building for loan assistance.

After application: Displacement is triggered when a tenant mo'rEs permanently ftom
the property because:

The tenant is required by the owner to mo\E permanently . (This includes the
owner's refusal to renew a lease, the family size can't be accommodated in the
rehabed unit, the unit is not affordable); or

The grantee or owner fails to prwide timely required notices to the tenant
and the tenant mo\,es for any reason; or

The ownerfalls to pay the actual, reasonable out-of-pocket expenses for a
temporar y mo\,r or because the conditions of the temporarJ/ mo\/e ane
unreasonable.

After Execution of Agreement: Displacement is triggered if a tenant mo\€s
permanently fmm the project because the tenant is not provided the opportunity to
lease a suitable, affordable unit in the project.

WSt:hdr\rrclo\ rp\clordrb - 2 ,rnu.r, 14, lg9ll
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What is Ilffordabletr:

If there is no increase in rent, the unit is considered affordable and the tenant
is not considered 'ent burdened' -- even if the percentage of income ftat the
famity is payrng is quite high.

For most programs, if the rent is increased as a result of ftderal assistance, it
may not exceed 30% of gross monthly household income. A family whose
increased rent exceeds this threshold is 'cnt burdened". If the family mores
permanently ftom the project as a result, it is considered "economically
displaced".

'Rent" for this purpose means gross r€nt - the rent paid to the owner plus an
estimate for utilities pard by the tenant.

In-place tenants should be offered a new lease, presurnably for one 5ear, at the
time of rphabilitation completion. Any increase in rents caused by the
rehabilitation nould be reflected at the time.

Any rent increases that occur subsequent to the initid rent increase are
presumably based upon market conditions and not based upon rehabilitation
costs. An owner may not keep rents artificially Iow at the time of
rehabilitation completion and then subsequently raise the rents dramatically.
This uould provide a tenant who mowd with a basis for a claim that he/she
u,ere a "displaced person".

To Aroid Economic Displacement:

To aroid economic displacement, eligible loner income tenants may be offered
tenant-based assistance to make units affordable.

Tenant-based assistance includes Section 8 Rental Certificates or Rental
Vouchers. HOME Tenant-Based Assistance may also be used if there is an
expectation that assistanc€ will be rcnewed after the initial two-)ear period.

Rent burdened families offered such assistance before they more may use the
assistance in the project or mo\,e. BUT they are not considered displaced.

OK.I{hatt the next step?:

Review the attached information which outlines the steps 1ou need to take.
Then make an appointment to meet with the relocation staff before 1ou
submit a loan application.

WSl:hrtdrtto\rhp\rclordnb - 3 trrurry l{, l99tl
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PROFESSIONAL SERVICES DEPANtrMENT

PROPERTY TRANSrcTIONS SECTION
I.OAN SERVICING

The Portland Development Commission loan portfolio is unique because of the types of
cliens (approximarcly X)% are low to middle income), the types of loans (mostly high risk),
urd lien position (uywhere ftom first to fifth lien position), which rcsults in unique loan

servicing procedures, policies, and techniques. With a Loan Servicing staff of four, PDC
presenfly services 5,764loans for a total of $70,446,664.Of this, 2,701 loans are amortizing
in the amount of $58,997,508.4nd 3,063aredeferred payment loans in the amount of
$11,449,155. The present delinquency rate is 5.86%.

In a recent poll of fire outside local lenders, only one lender servicps their loans locally, US
Bank. The general standard steps in the servicing of loans are as follows:

Initial loan set up on the computer
Issue nelcome letters
Issue initial payment coupons, annually thereafter
Optional automatic payment plan
Collect and account for loan payments
Answer customer questions about status of loans/policies
Pay property taxes and insurance premiums
Annual analysis of payments
Issue lear end summar y statements, 1099 and 1098 statements
Report to IRS and State of Oregon (1099 and 1098)
Issue delinquent notices, place collection calls
Moni0or hazard insurance protection
Monitor Bankruptcy frlings
Process assumption requests
Process flrnal papff

The real difference fur PDC in servicing is when the Borroner does not pay, or default in
some other way. Most lenders are in a first lien position. If payments dircontinue, the
accounts are forwarded !o legal for foreclosure. Most of the PDC Neighborhood Housing
Preserration (NHP) loans are in a socond, third, fourth, and sometimes fifth lien position,
making foreclosure an impractical solution. Working with clients on r€,payment is the real

challenge. Inan Servicing provides financial counseling and budget analysis to assist in
determination on oourse of action. Extension of payments, reco\€ry nork-out agreements,
and modification agreements are often executod to allow the Borroner to stay in their
home, and reco\ier fiom either a temporar y or long term financially difficult situation. Many
of the NIIP Borronrcrs are senior citizens and special consideration must be giren due to
health problems and financial diffrculties,
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The different loan programs serviced are listed below. @lease note, some programs haw
discontinued, but servicing continues until maturity of the loan.)

Home Repair I-oans:
Public Interest I-ender
Housing and Community Development
Housing Recple Ownership Program
Innorative (Rec$ed) Housing
Sewer Hook-up Loans
Home Security l-oans
Emergency Repair I-oans
Equity Partnership loans
Deferred Payment Loans
PCRI Refinances
Better Housing Trust Corporation

Homestead Lnans:
HCD funded Homestead Loans
Portland Homestead Loans
Homestead Equity Participation Agr€ements

Rental Housing Preserration Program:
Invesior Rehabiliation Inans
Multi-Family Rehabiliation Loans
No Profrt and Loss
Rental Rehabilitation Grant Funding
Acquisition
Downtown Housing Preserration Ioans
Housing Construction Loans

Business Inans:
NE Minority Working Capital Inans
Industrial Site Loans
Economic Development Loan Funds
SE Asian Refugee Fund

Real Estate:
UDAG Funding
PP&L
Day Care
Urban Conserration Fund
North Downtown Facade Rehabilitation Program
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Each loan program is similar in servicing, but also unique in some reqpects. Some of the
EcDev loans are in faror of City l.oan Corporation, any and all changes must be appror,ed
by their board. A close norking relationship exists with EcDev staff to accomplish this.

Aside fiom the unique customer service, other loan servicing duties include:

Develop strategy for delinquent or defaulted loans for Internal Loan Review
Committee and Loan Foreclosure Review Committee

Rent regulator y annual audits (Limited Property Tax Assessment Program)

Sue on the Note in small claims court on accounts under $2,500.(X)

File writs of garnishments on assets on all Judgments Loan collection activities
(it has been proren that there is a much higher rate of return on accounts
collected "in-house'rather than forwarding the accounts to outside collection
agencies)

Prepare and record the Bargain and Sale Deed on Homestead accounts upon
fulfillment of contract requirements

QUESTTONS TO ASK ANOTr{BR SERVTCTNG AGENCY FOR COMPARTSON:

Types of clients
Types of loans / lien position
Number of loans serviced / number of IS staff
Different loan programs administer ed
Borroner financial counseling / budget analysis
Policy on delinquent/defaulted account
Any uork-out agreements

(extension of payments, modification of terms of repayment, deferment of
payments/inter est, wairer of inrcrest)

Charge for special customer requests
(lost par-end statements, lost payment coupons, papff statements)

a

t
0

t

t

//7



c,( (lZ(](-)'c Z

t'1-c t -fi /=- r ,1 )
1r" '. l


