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ATTACHMENT A 
 

ORDINANCE 3148 
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ATTACHMENT B 
 

SCOPE OF SERVICES FLOW CHARTS 



Termination Notice Process 3/7/2016

Program Administrator receives termination notices and inquiries from 
landlord or tenant (Phone, email, mail, fax, no walk-ins):

1. Verify forms are in compliance
2. Explain ordinance.
3. Answer questions/ concerns/ mediation attempts
4. General information on program (i.e. for cause termination questions)

TIME: Estimated 1,700 units per year x 2 Hrs = 3,400 Hrs (10% of all units)

INVALID notice

Program Administrator contacts:
1. Landlord to update that notice is invalid
2. Tenant to update that landlord submitted incorrect 

notice and therefore notice is invalid.
3. Staff files & records data.

TIME: 300 units x 2 Hrs = 600 Hrs

Program Administrator reviews documents, 
including relocation assistance affidavit & new 

tenant rent affidavit. Limited follow up on 
complaints received.

TIME: 100 units x 2 Hr = 200 Hrs

Landlord did NOT comply.  
Program Administrator does limited follow up & 

refers noncompliance to City.
City serves & processes penalties.

TIME: 50 units x 2 = 100 Hrs

Landlord is in compliance. 
Relocation verification.

TIME: 300 units x 2 Hrs = 600 Hrs

VALID notice

Program Administrator reviews 
valid notice. Provides response to 

tenant & landlord.
Notice is filed & data recorded.
TIME: 600 units x 1 Hr = 600 Hrs

Capital Improvement Plan - H

Exceptions
Program Administrator takes action when:

No Cause - A

Program Administrator reviews and 
approves CIP, including relocation 

assistance affidavit.
TIME: 50 units x 7 Hrs = 250 Hrs

F, G, I & J

Program Administrator reviews 
documents, including relocation assistance 
affidavit. Limited follow up on complaints

received.
TIME: 200 units x 3 Hrs = 600 Hrs

Landlord issues new and valid 
notice or withdraws.

Assumptions:
** Assumes no "for cause" notices are required to be filed with Program Administrator for exceptions B, C, D or E. 
** All penalties and all enforcement is done by City Attorney's Office.
** Data entry and annual reporting are included in estimated hours.
** Does not include unit registration, fee collection or hearing officers hours.
** Does not include program setup or community outreach on ordinance.
** Assumes inclusion of single family homes.
** Does not include staff training, supervision or vacation/sick.

Total Annual Estimated Hours:
6,450 Hrs**

Inquiries from landlord or 
tenant.

No further action. No 
follow-up for B, C, D & E

(500 units)



Rent Increase Noticing 3/7/16

 

First RRAC meeting-Program Administrator:
1. Prepares agenda and packet.
2. Schedules, attends meeting & prepares minutes.

TIME: 250 units x 1 Hrs = 250 Hrs

RRAC mediates and gives 
recommendation

TIME: 200 units x 1 Hr = 200 Hrs

Landlord does not attend.
Notice invalidated.

Staff files & records data.

TIME: 25 units x 1 Hr = 25 Hrs

Parties agree to RRAC 
recommendation. Staff provides 
written agreement for parties to 

sign at RRAC meeting.
Staff files & records data
TIME: 170 units x 1 Hr = 170 Hrs

Landlord/ tenant file with City 
for NON-BINDING review by 

City Council:
1. City schedules review at 

Council meeting
2. City prepares agenda
3. Staff files & records data

TIME: 10 units x 3 Hrs = 30 Hrs

MANDATORY
Landlord files rent increase OVER 5% 

with Program Administrator 
(750 units estimated)

OPTIONAL
Tenant files RIC for rent 

increase UNDER 5% 
(100 units estimated)

Program Administrator contacts tenant/ landlord:
1. Review RIC
1. Verify forms are in compliance
2. Explains RRAC process
3. Answers questions/ concerns/ mediation attempts
4. Provides forms for parties if interested in settlement
5. Determine eligibility for RRAC meeting
6. General information on program (i.e. rent increase questions)

TIME: 850 units x 3 Hrs = 2,550 Hrs

Private agreement 
reached. 

Written statement 
filed with RRAC 
Administrative 

Staff.
TIME: 400 units x 

2 Hrs = 800 Hrs

Tenant does not 
attend or cancels. 
Case dismissed. 
No option for 

additional review.
Staff files & records 

data.

TIME: 25 units x 1 
Hr = 25 Hrs

Landlord or tenant disagrees with
RRAC recommendation

Unit is EXEMPT under 
Costa Hawkins or other 

state law

Unit is NOT 
exempt

Landlord/ tenant file with petition for 
BINDING independent hearing officer.

1. Verify petition filed within 15 days
2. Prepare documents
3. Scheduling & support of hearings
4. Staff files & records data, issues report.

Administrative Services Only-
TIME: 20 units x 3 Hrs = 60 Hrs

Total Annual Estimated Hours:
4,810 Hrs*

RRAC Review

Assumptions:
* Only rent increases greater than 5% must be filed with RRAC.
* Data entry and annual reporting are included in estimated hours.
* Does not include unit registration, fee collection, issuance of penalties or hearing officers hours.
* Does not include program setup and outreach to public. 
* Does not include staff training, supervision or vacation/sick.

Tenant initiated review of notice/ lease 
language/ compliance with lease offer.
TIME: 250 units x 1 Hrs = 250 Hrs

If CIP is ONLY a rent increase over 5%, 
Program Administrator reviews CIP.
TIME: 50 units x 5 Hrs = 250 Hrs

Program Administrator 
responds to inquiries & reviews

Landlord files for review and approval 
for change in utility billing if in 

disagreement with tenant
TIME: 100 units x 2 Hrs = 200 Hrs
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ATTACHMENT C 
 

BUDGET AND BUDGET NARRATIVE 
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Attachment C – Budget and Budget Narrative 
 
The Housing Authority will be compensated monthly by the City on a 
reimbursement basis up to the maximum budget amount of $713,000 for the 9-
month period. The maximum reimbursement prior to July 1, 2016 shall be 
$220,000.  
 

 
 
Staffing: 
 
The flow charts (Attachment B) establish an expected total hours on processes set 
out by the Ordinance. In addition there are significant set up and supervisory tasks 
related to the activities in the Agreement. These FTE estimates are approximate 
and do not take into consideration leaves.  
 

Total Hours Hours per year FTE 

11260 1872 6.0 
 

FTEs Unit cost Annual
9-month 
budget

Staffing Salaries & Benefits 6 716,962.90$  469,865.45$     
Training 6 750$              4,500.00$      4,500.00$         

Administrative Audit 2,500.00$      2,500.00$      2,500.00$         
Computers , equipment and software 6 2,300$           13,800.00$    10,350.00$       
Consultant 30,000$         30,000$         30,000$            
Copiers, mail machine etc. 6 260.00$         1,560.00$      1,170.00$         
Fair Housing Services 10,000.00$    10,000.00$    10,000.00$       
Fax machine & phone line 400$              400.00$         400.00$            
IT Equipment (laptop, projector, screen etc.) 2,500$           2,500$           2,500.00$         
Miscellaneous, including room rental 4,940.55$      4,940.55$      4,940.55$         
Office equipment (set up, desks, cubes etc.) 6 2,500$           15,000.00$    15,000.00$       
Office Rent 6 2,000$           12,000.00$    9,000.00$         
Office Supplies 6 400$              2,400.00$      1,800.00$         
Online forms & reporting and website  25,000$         25,000.00$    25,000.00$       
Phone 6 472$              2,832.00$      2,124.00$         
Printing & Postage (incl. 2 mailings to all units) 40000 40,000.00$    40,000.00$       
Recruitment expenses 6 1,000$           6,000$           6,000.00$         
Software & licenses 6 600$              3,600.00$      3,600.00$         
Translation 4,000$           4,000.00$      3,000.00$         

Overhead FINANCE/HR/IT/Exec. Support 95,000$         95,000.00$    71,250.00$       
TOTAL 992,995.45$  713,000.00$     
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Notes: 
  

Staffing:  The Housing Authority will initially hire or reassign existing staff to fill 
up to four of the budgeted six positions. The remaining two positions will be 
hired, subject to need. At the Housing Authority’s discretion, staff may be 
permanent or temporary Housing Authority employees or temporary or contract 
employee or independent contractor. Recruitment costs such as advertising, 
background checks, etc. will be charged under the Agreement.   

 
Other staffing-related costs, including but not limited to payroll taxes, benefits, 
retirement, workers compensation, bilingual pay, cellphone allowances, 
vacation, sick and other leaves, travel expenses etc. of the persons engaged 
in activities under this Agreement will be charged utilizing the 32.6% benefit 
calculation. 

 
If an employee is also working on other programs, a proportionate FTE share 
of salaries and benefits will be charged. 

 
In the event that the Board of the Housing Authority approves salary, wage or 
benefits increases for persons engaged in activities under this Agreement 
during the term of this agreement, such increases will be charged to the budget 
accordingly.  However, in no event will the budget amount exceed $713,000. 

 
All Housing Authority personnel involved in providing services under this 
Agreement will attend staff training, agency events and meetings required by 
the Housing Authority of all staff and time will be charged to the Agreement. 

 
Rent: Rent will be charged to the Agreement each month per employee. Some 
re-configuration of office space will be necessary to accommodate six 
employees.  Storage space for documents that the Housing Authority is 
required to retain may also be charged to miscellaneous, if required. 

 
Use of AHA’s Community Rooms: In the event that the Housing Authority 
community rooms are used after hours, for agreement-related public events 
(other than the monthly RRAC meeting and one other after hours event per 
month), there will be a fee of $100 per use to cover the additional set up and 
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cleaning costs. Where there is no room available at AHA, the City may make 
available its own rooms, or AHA will rent other facilities for such meetings and 
charge this to the budget.  

 
Overhead fee: The overhead fee covers only routine Executive, Finance, HR 
and IT support of the budgeted positions, not day-to-day management of the 
program.  

 
Fungibility: The Housing Authority may request line item transfers up to the 
total value of the contract. Such transfers shall be approved by the City in 
writing. 
 
Procurement and Purchasing: The Housing Authority will follow Housing 
Authority procurement and purchasing polices.   
 
Accounting records: the Housing Authority will invoice the City for services 
and will retain the backup necessary to support these costs.  

 
Disposal of items purchased under the Agreement. Items purchased will be 
the property of the Housing Authority and will be subject to the Housing 
Authority disposal policy. In the event that the Agreement is terminated or the 
program is transferred to another provider, the Housing Authority will either 
reimburse the City the depreciated value of these items or return the items 
themselves to the City. The maximum depreciation period is three years. 

 
 
 


