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ATTACHMENT A 

SCOPE OF SERVICES AND City EXPRESSED AUTHORITY 

AND LIMITATIONS UNDER THE CONTRACT 
This Attachment A is intended to provide the Scope of Services referenced in Paragraph 1 of the Agreement and 
also set the specific service expectations in the Agreement, that would not otherwise require revision during the 
Agreement period, and which may differ from, or elaborate upon, our Client Service Profile. Services to be 
provided by George Hills Company (“Administrator”) on behalf of the City of Alameda (“City”) may include some 
or all of the following, 
I. REPRESENTATIVES

The City Representative for this Agreement is:

Yibin Shen, City Attorney
City of Alameda City Attorney’s Office
2263 Santa Clara Avenue, Room 280
Alameda, CA 94501
Telephone: (510) 747-4750
Facsimile: (510) 865-4047

The Administrator’s Representatives for this Agreement are: 

John Chaquica, CEO; John.Chaquica@GeorgeHills.com 
Chris Shaffer, COO; Chris.Shaffer@GeorgeHills.com 
George Hills Company, Inc. 
P.O. Box 278 
Rancho Cordova, CA 95741 
(916) 894-4804 Direct
(916) 859-4805 Fax

All routine administrative communications between the parties will be between the above named 
representative and may be by personal delivery, mail, facsimile transmission or electronic mail as agreed 
between the Administrator representatives and City’s Representative.  

II. SERVICES INCLUDED IN THE AGREEMENT

A. General Administrative Services
Throughout each year Administrator performs numerous functions which support claims administration on behalf 
of the Client, but do not include any claims handling, and are performed by non-claims personnel. Below is a list 
of such services which are included within the terms of this Agreement: 

1) Claims Management Information System (“CMIS”) Services and Reports
a. Access to CMIS and training.
b. A monthly listing of open claims, showing expense categories, reserves, and total

incurred.
c. Monthly claim summary reports.
d. Monthly hours and claims data detail for billing.
e. Providing loss run data and required reports.

Exhibit A
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f. Access to George Hill’s Client Portal. 
2) Providing annual reports to outside agencies. 
3) Filing of regulatory reports (such as 1099, W-9, etc.). 
4) Trust Account 

a. Establish and maintain a trust account to pay indemnity and expenses that may be 
due on claims. The amount to be maintained in the trust account shall be 
determined by City. If the trust account is set-up with the Administrator preferred 
bank—California Bank and Trust, Administrator covers the cost of Positive Pay 
and Payee Match. 

b. If the City prefers an alternate bank, there may be an additional set-up fee (other 
banks processes can be extraordinarily time consuming). 

c. New bank account set up (signature cards, test checks, online access, set up bank 
in CXP). 

d. Discussion and agreement on the approval process.  
e. Preparation of W-9. 
f. Process checks weekly. 
g. Submit positive pay if applicable/monitor positive pay (review daily emails from 

bank for exceptions). 
h. Maintain a copy of all checks drawn by Administrator to pay claims and claims 

related expenses. 
i. Submit monthly check registers of all transactions made for the period. 

5) Monitor account balance, prepare replenishment requests as needed (customize request 
for each client’s need). 

6) Monthly bank reconciliation (prepared and sent to City). 
7) Payment of invoices that are pass-throughs (i.e., invoices for medical record copies, 

ExamWorks, etc.). 
8) Certificates of insurance as required by the Agreement. 
9) Annual Service 

a. Respond to outside financial auditors. 
b. Provide reports to City actuaries and claims auditors 
c. Submit Administrator SSAE 16 reports, or the current equivalent. 
d. Providing annual reports to outside agencies. 
e. Filing of regulatory reports such as 1099, W-9, etc. 

 

B. Investigative Services 
1) Receipt and examination of all reports of accidents or incidents that are or may be the 

subject of claims. 
2) Investigate accidents or incidents as warranted, to include on-site investigation, 

photographs, witness interviews, determination of losses and other such investigative 
services necessary to determine all City losses but not to include extraordinary 
investigative services outside the expertise of Administrator. 

3) In the event City or other agency conducts any investigation, and upon Client’s request, 
Administrator shall review and analyze for liability and/or damage issues and for possible 
additional follow-up investigation.  

4) Maintain service on a 24-hour, 7 days per week basis, to receive reports of any incident 
or accident which may be the subject of a liability claim and provide immediate 
investigative services to the extent necessary to provide a complete investigation.  

5) Undertake items of investigation requiring special handling for City at the direction of the 
City’s Attorney or authorized representative. 
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C. Liability and Claim Handling Services 
1) Promptly set up a claim file upon receipt of the claim and maintain a claim file on each 

potential or actual claim reported. 
2) Assess and evaluate the nature and extent of each claim and establish claims reserves 

for indemnity and legal expense.  
3) Administrator will follow any City policy regarding tort claim rejection instructions, including 

rejection and return of an untimely or insufficient claim.   
4) Ensure timely tort claim handling, including contact and follow-up with claimants regarding 

claim issues and processing. 
5) Any bodily injury claim that is being pursued shall be indexed. Notice only matters or 

precautionary bodily injury claims that are not pursued do not need to be indexed. 
6) Determine the need for defense representation, recommend legal counsel, and support 

litigation activity. 
7) Report claims to the excess insurer in compliance with excess carrier’s reporting 

requirements and coordinate with the excess insurer on a claim’s progress in accordance 
with the excess insurer’s reporting requirements. 

8) Maintain records on any such claim and notify City when City is about to exhaust the Self-
Insured Retention. 

9) Obtain settlement contracts and releases upon settlement of claims or potential claims not 
in litigation. 

10) Perform periodic reviews, as needed, of City files and claims as well as statutory 
requirements to ensure compliance including excess insurance related requirements.  

11) Perform the necessary data gathering for the Medicare, Medicaid, and SCHIP Extension 
Act of 2007 (MMSEA) and the Set Aside Contracts in compliance with Section 111 of the 
MMSEA including the required reporting. (See Attachment B) 

12) To the extent there is privileged information or PHI shared between agencies, which is 
subject to protection under HIPAA, Administrator shall implement all necessary measures 
in compliance with the Act and will execute a Business Associates Agreement (BAA).  
 

D. Litigation Support Services 

1. Upon notification by the City that litigation has been filed naming City or any of its 
members, Administrator shall follow the instructions outlined in the Client Expressed 
Scope of Work Instructions form. Administrator will work collaboratively with City to post 
all legal payments and expenses and to ensure that all financial activities related to the 
case are recorded in the system for inclusion on a formal loss run which will  be provided 
to the City. 

2. The CMIS operated by Administrator will serve as the repository for the City’s legal file 
pertaining to the litigation.,  

3. Administrator will collaborate with the City to ensure that there is a process such that 
the  file contents include the following documents and information: 

1. Operative Summons and Complaint 
2. Case evaluations from defense counsel 
3. A summary or copy of any discovery motions  
4. Summary of discovery efforts and evidence obtained 
5. Expert Witness Reports and summary of expected testimony 
6. A summary or copy of dispositive motions 
7. Mediation or settlement conference statements of all parties 
8. Settlement demands or offers from any party 



General Liability Claims Administration Services Agreement Exhibit A 
page 4 of 10 

9. A copy of any Judgment, arbitration award, or Jury verdict 
10. Any Court order of significance to liability in the case 
11. Appellate documents including open and responsive briefs and opinions or 

decisions issued by the Court.  
 

E. Litigation Management and Support Services (optional) 
 
1) Claims Processors, Adjusters and/or Supervisors will perform the following services in 

relation to litigated, or to-be-litigated, claims: 
• Upon notification by the City that litigation has been filed on an open claim, 

Administrator shall follow the litigation referral process as outlined in the Client 
Expressed Scope of Work Instructions form.  

• Work cooperatively with City in choosing outside counsel from approved panel and 
assist defense counsel in on-going litigation defense efforts. 

• Obtain and maintain a Litigation Plan and Budget. 
• Review legal bills in connection with Litigation Plan and Budget; Review, evaluate 

and adjust defense counsel invoices for legal services in cooperation with the City. 
• Cooperate with and assist defense counsel assigned to litigation of open claims 

and provide such investigative services as directed during pre-trial and trial stages. 
• Assist in responding to discovery or preparing discovery. 
• At the request of the City, attend mandatory settlement conferences on behalf of 

City. 
• Appear on behalf of City in small claims actions filed against City on open claims 

handled by Administrator. 
• Review and evaluate case evaluations, correspondence and status reports 

forwarded to Administrator by counsel. Regularly discuss, review, and direct 
investigation, discovery, and case strategy with counsel. 

• Cooperate with counsel and litigation manager as a team with an open 
communication approach on each case to obtain the most economical and best 
result for the City. 
 

 
F. Reports and Procedures 

1) Within thirty (30) days of assignment, or sooner if practicable, required, or requested, 
Administrator will provide City with a report pursuant to specified claims handling 
instructions, showing name(s) of claimant(s), type of claim, date of loss, comments on 
liability, reserve recommendations, settlement recommendations, and other pertinent 
information. Subsequent to the initial thirty (30) day report, Administrator will report as 
often as warranted by any important change in status but no longer than every ninety (90) 
days until the claim closes unless extended diary is appropriate.  

2) All original reports, documents, and claim data of every kind or description, that are 
prepared in whole or in part by or for the Administrator in connection with this contract 
shall be City's property and constitute the Administrator’s work product for which 
compensation is paid. A copy of all reports, documents, and claim data of every kind or 
description that is in whole or in part by or for the City is the property of  Administrator. 
Additional copies of original reports, documents, and data requested by  City will be at  
City’s expense in accordance with this contract.  

3) Administrator agrees that City have access and the right to audit and reproduce any of the 
Administrator’s relevant records to ensure that the City is receiving all services to which 
the City is entitled under this Agreement or for any purpose relating to the Agreement. 
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G. Data  
1) Utilize Administrator’s claims management information system. City will be provided “read-

only” access to the claims system. “Read-write” access may be obtained at the City’s 
additional expense.  

2) Record all claim information including all financial data.  
3) Provide City and broker Read only on-line access to the claims data system (up to five 

users), if desired by City.  
4) Provide monthly standard loss run and check register. 
5) Provide annual claims data report upon request. Written authorization and/or a Business 

Associate Agreement may be required for confidential information protected by HIPAA. 
6) Provide assistance to City in developing customized reports when requested (may require 

additional charge).  
7) Arrange for electronic file conversion for any open and closed claims at the direction of 

City. 
 

H. Claim Review Meetings 

Administrator shall, on a mutually agreed periodic basis, meet with Client to review and discuss 
the City’s claims inventory and claims results of specified periods and delivery of services by 
Administrator. Administrator will attend two (2) claims review meetings annually with the meetings 
to be held remotely by phone or video conference.  

I. Financial Accounting 
1) Establish and maintain a trust fund for the purpose of paying indemnity and expenses that 

may be due on the claims. The amount to be maintained in the trust fund shall be 
determined by the Client.  

2) Maintain a copy of all checks drawn by the Administrator to pay claims and claims related 
expenses. 

3) Submit monthly check registers of all transactions made for the period. 
4) Complete or update Attachment B “Preferred Method of Check Processing” for check 

processing options.  
5) Approval process shall be documented in Administrator Client Expressed Scope of Work 

Standards and Instruction Form.  
6) Administrator will provide monthly bank reconciliation reports to City for audit purposes. 

 

J. Third Party Subrogation Services   
  

In any claim in which City is alleged to be liable or case in which City is a named defendant, 
Administrator will identify additional parties to that dispute which may also bear responsibility or 
liability for the damages claimed by the claimant(s) and/or plaintiff(s). Where additional individuals 
or entities are identified as having some responsibility, Administrator will perform the following 
services:  

 
1) Identify to the City, the additional individuals or entities and the basis for potential liability.  
2) Prepare and file a claim with each identified individual or entity. 
3) As applicable, tender defense to or seek recovery from any identified individual or entity. 
4) With client’s prior approval and with the assistance of counsel, Administrator will prepare 

and file, or caused to be prepared and filed, any necessary litigation required to affect the 
claim of recovery on behalf of the City. 
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5) Manage litigation related to such claims or cases made to or filed against the other 
individual or entity. 

6) All costs and expenses of litigation filed pursuant to this section, including attorney fees 
for outside counsel where necessary and approved, will be paid by the City. 
 

K. First Party Subrogation Services 
In the event that City assigns first party  subrogation claims to Administrator, City shall identify 
damages it has sustained which a value of $1,000 or greater and for which any individual or entity 
is believed to be liable or responsible, the following may be performed: 

1) City may authorize Administrator to act as a representative of City for the investigation, 
adjustment, processing, supervision, and evaluation of an ultimate recovery of potential 
money from the identified individuals or entities. 

2) With prior approval of the City, Administrator my engage the services of one of the City’s 
litigation attorneys to consult, review, and determine the best legal strategy available 
leading to recovery for the City. Upon determination by the attorney that a civil action is in 
the best interest of the City, Administrator will notify the City and obtain authorization to 
initiate litigation in accordance with the recommendations of the City and its attorney. 

3) Where Administrator is able to recover money from an identified individual or entity, in 
addition to any other compensation identified in this contract, City will pay a Subrogation 
Fee in the amount of 30% of the gross amount recovered for each recovery obtained by 
Administrator. The minimum amount to be paid to Administrator will be $250 per claim 
upon recovery. However, Administrator has the authority to reject any claim for any 
reason, relieving the City of any fiscal responsibility for rejected claims only. The amounts 
due under this section shall invoiced to the City on a monthly basis following receipt of the 
recovery payment from the at-fault party.  

4) While Administrator is handling a subrogation claim for the City pursuant to the terms of 
this Agreement, and the institution of a civil action is determined by the City to be the best 
course of action, City may elect to, at City’s expense, recall the claim to the City’s control 
so that City may pursue recovery in a manner in the best interest of the City. In the event 
the City recalls the claim as indicated above, City shall be responsible for payment to 
Administrator for any and all time and expense incurred by Administrator’s subrogation 
claim adjuster, and/or subrogation division staff, up to the time wherein the claim has been 
recalled by the City. 

5) Where requested, Administrator shall consult with City on claims and other related matters 
not specifically assigned to Administrator for handling under this Agreement. 

6) Administrator reserves the right to cease working on any claim whereas information has 
not been made available to Administrator within 120 days after Administrator has 
submitted the information and/or documentation to the City, at such time, the claim will be 
closed. 

7) Due to the nature of these services, in that compensation is contingent upon recovery, if 
the contract is terminated prior to recovery or other closure of any claim, the City shall pay 
Administrator for all expenses and time spent, to date, on any claims(s) currently open 
and recovery in process. Payment shall be based on the current hourly rate of 
Administrator of $95.00 per hour. Administrator will submit final invoice within five business 
days of termination. 
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8) All costs and expenses of litigation filed pursuant to this section, including attorney fees 
for outside counsel where necessary and approved, will be paid by the City.  

9) Administrator does not handle subrogation claims with a value less than $1,000, unless a 
separate arrangement is established and agreed to.. 

10) Billing for Services and Payment to Administrator: The process preferred by Administrator 
is stated as follows: 

A. Once recovery is agreed to between Administrator and the at-fault party and all 
documentation executed including a release, the at-fault party will issue a check to 
Administrator for the full agreed upon amount;  

B. Administrator shall deposit the gross recovered funds into the Administrator Client 
Trust Fund.  

C. Within ten (10) days after deposit, Administrator will issue the net payment to the 
City of the amount remaining after deduction of the fees to compensation Administrator 
based on this Agreement.  

III. CLIENT EXPRESSED AUTHORITY AND LIMITATIONS 
 

The list immediately below contains numerous services provided in this Agreement for which 
Administrator requests the City expressly establish authority and/or limitations, on the ability of 
Administrator to act on behalf of the City. The City will check the appropriate box establishing the 
authority of Administrator to act or the limitation as to that authority.  

GENERAL ADMINISTRATIVE SERVICES: 
 George Hills will establish and maintain a trust account for claim-related payments 
 City will will make all claim-related payments 
 Administrator will send certificates of insurance to the following contact: 

________________________ 

INVESTIGATIVE SERVICES: 
 George Hills will conduct all investigations 
 City will conduct all investigations 
 City will direct Administrator on each claim as to who performs investigations 

In the event the Client or other agency conducts any investigation, Administrator shall review for 
completeness.  

Retention of Vendors (appraisers, translators, copy services, Independent Adjuster, IME’s, 
Surveillance, etc.): 

 Must be preauthorized by City 
 Does not need preauthorization 

 

LIABILITY AND CLAIM HANDLING SERVICES: 
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City’s position regarding rejections (e.g., if entity so dictates, a claim will be rejected for 
insufficiency). Check all that apply. 

Protocols for Rejections 
 Administrator needs authorization  
 Administrator does not need authorization 
 Administrator sends the Rejection 
 City sends the Rejection 
 Administrator sends out Denial Letter simultaneously with Rejection outlining the reason 

 

LITIGATION SUPPORT SERVICES: 
Check all that apply. 

 City will handle litigated claims inhouse, with Administrator to capture data into SIMS 
 City will send data to Administrator weekly  
 City will send data to Administrator monthly 

Excess Reporting 

 Administrator will report claims to the excess insurer in compliance with excess carrier’s 
reporting requirements and coordinate with the excess insurer on a claim’s progress in 
accordance with the excess insurer’s reporting requirements. 

 City will report claims to the excess insurer in compliance with excess carrier’s reporting 
requirements and coordinate with the excess insurer on a claim’s progress in accordance with the 
excess insurer’s reporting requirements 

Claims Exceeding SIR: 
 Administrator stops tracking activity once the SIR has been reached. 
 Administrator will continue to track all activity at and/or above the SIR. The Excess JPA/Carrier 
will provide Administrator with activity documentation above the SIR. 

 Administrator will reserve to Full Value and track recoveries. 
 

LITIGATION MANAGEMENT AND SUPPORT SERVICES: 
Check all that apply. 

 Administrator will handle litigated claims  
 All litigated cases      
 Case as assigned 

Mandatory Settlement Conferences            
 Administrator always attends 
 City will attend with Administrator attending upon request only 

Small Claims Actions filed against City     
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 Administrator always appears 
 City will attend with Administrator attending upon request only 

Legal Counsel 
 Administrator must have City authorization to refer to outside Legal Counsel 
 Administrator does not need City authorization to refer to outside Legal Counsel 
 Administrator must use City approved Legal Panel for Attorney selection 
 City does not have an approved Legal Panel for Attorney selection 
 All Litigation to be handled by City inhouse Legal  
 Administrator always sends Litigation Assignment packets to Legal Counsel 

City specific Litigation Guidelines:                           Yes   No 
City specific Litigation Referral Form/Letter:           Yes   No 
City specific Litigation Budget Form:                       Yes   No 

Pay fees for Experts, photocopies, medical records as:           Expense  Legal 

REPORTS AND PROCEDURES: 
 Administrator will provide client report of all claims quarterly (specifiy frequency). 
 Administrator will arrange for the performance of an audit annually. 
 City will arrange for the performance of an audit annually. 

 

AUTHORITY LEVELS: 
Reserve within SIR: 

 $0.00    Other:_______ 
Adjuster must seek approval from (client contact) to post indemnity reserves above authority level.  

Settlement Authority: 
 $0.00    Other:_______    

Adjuster must seek approval from (client contact) to consent to settlement of any claim at or above 
the amount indicated.  
Medical Treatment: 

 Medical Authorizations should only be sent to the claimant once liability is determined to be 
adverse to the City. 

 Medical Authorizations should go out as soon as it is determined that a BI claim is being 
pursued. 
 

FINANCIAL ACCOUNTING: 
 George Hills will establish and maintain a trust account for claim-related payments 
 City will will make all claim-related payments 
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 George Hills will provide trust account reconciliatrion reports monthly 
 George Hills will provide check registers reports monthly 

 

THIRD PARTY SUBROGATION SERVICES: 
 Administrator is authorized to initiate third party subrogation claims on behalf of City 
 Administrator must obtain authorization to initiate third party subrogation claims on behalf of 

City. 
 

FIRST PARTY SUBROGATION SERVICES: 
 City elects to incorporate the first party subrogation services of Administrator into the contract 
 City authorizes Administrator to initiate first party subrogation claims on behalf of City 

 
 City agrees to the additional compensation payable to Administrator for its first party 

subrogation services as follows: 
Administrator shall be entitled to 30% of the gross recovery for each claim initiated by 
Administrator through its first party subrogation efforts. 

 City agrees to the terms and conditions stated in Section K “First Party Subrogation Services” 
contained herein above.  
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*93.,7*))�-1�0'*�+2/X*.�-1�4-6*.*,�Y320-)YV�Y(+)2.*,)YV�5.*/(2/)�53(,V�473(/)�/3,*�-.�6*'(47*)�(+6-76*,�(+�0'*�Y344(,*+0YV�0'*�/-)0�8*�8(77�53U�1-.�0'*�0-037�-1�377�,3/39*)�3+,�Y4-6*.*,�5-7720(-+�4-)0�-.�*[5*+)*Y�4-/X(+*,�.*)270(+9�1.-/�3+U�-+*�Y344(,*+0Y�()�0'*��(/(0�-1��+)2.3+4*�1-.��(3X(7(0U��-6*.39*�)'-8+�(+�0'*��*473.30(-+)��=�'*�1-77-8(+9�()�3,,*,�0-���&������>�"� �������� ���&���������@��3.39.35'��=?IFIHNO�&DFJLMLDFE@�)2X53.39.35'� =̀��MCIH�FEGHNFTIK
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