
 
 

REGULAR MEETING OF THE RENT BOARD OF THE CITY OF RICHMOND 
 

 CITY COUNCIL CHAMBERS, COMMUNITY SERVICES BUILDING 
440 Civic Center Plaza, Richmond, CA 94804 

 
 

AGENDA 
Wednesday, January 15, 2025 

 
 

 
 
 

        
  

      Board Chair      Board Vice Chair 
                   Sara Cantor                           Vacant 

 
Boardmembers 
Elaine Dockens 

Tomasa Espinoza 
Jim Hite 

Whitney Tipton 
 

  
NOTICE: MASKS ARE STRONGLY ENCOURAGED!! 

 
 

Accessibility for Individuals with Disabilities 
 
Upon request, the City will provide for written agenda materials in appropriate alternative 
formats, or disability-related modification or accommodation, including auxiliary aids or services 
and sign language interpreters, to enable individuals with disabilities to participate in and 
provide comments at/related to public meetings. Please submit a request, including your name, 
phone number and/or email address, and a description of the modification, accommodation, 
auxiliary aid, service or alternative format requested at least two days before the meeting. 
Please submit a request, including your name, phone number and/or email address, and a 
description of the modification, accommodation, auxiliary aid, interpretation service or 

Link to Rent Board Meeting Agendas and Accompanying Materials: 
www.ci.richmond.ca.us/3375/Rent-Board  

http://www.ci.richmond.ca.us/3375/Rent-Board


Wednesday, January 15, 2025 

 

  2 
 

alternative format requested at least two days before the meeting.  Requests should be emailed 
to cynthia_shaw@ci.richmond.ca.us and rent@ci.richmond.ca.us or submitted by phone at 
(510) 620-5552. Requests made by mail to the Rent Program Office, Rent Board meeting, 440 
Civic Center Plaza, Suite 200, Richmond, CA 94804 must be received at least two days before 
the meeting. Requests will be granted whenever possible and resolved in favor of accessibility.  
  
 

NOTICE TO PUBLIC 
 
The City of Richmond encourages community participation at public meetings and has 
established procedures that are intended to accommodate public input in a timely and time-
sensitive way. As a courtesy to all members of the public who wish to participate in Rent Board 
meetings, please observe the following procedures: 
 
Public Comment on Agenda Items: Persons wishing to speak on a particular item on the agenda 
shall file a speaker form with City staff PRIOR to the Rent Board’s consideration of the item on 
the agenda. Once the clerk announces the item, only those persons who have previously 
submitted speaker forms shall be permitted to speak on the item. Each speaker will be allowed 
up to four minutes to address the Rent Board. 
 
Public Forum: Individuals who would like to address the Rent Board on matters not listed on the 
agenda or on items remaining on the consent calendar may do so under Public Forum. All 
speakers must complete and file a speaker’s card with City staff prior to the commencement of 
Public Forum. The amount of time allotted to individual speakers shall be determined based on 
the number of persons requesting to speak during this item. The time allocation for each 
speaker will be as follows: 15 or fewer speakers, a maximum of 4 minutes; 16 to 24 speakers, a 
maximum of 3 and one-half minutes; and 25 or more speakers, a maximum of 3 minutes. 
 
Conduct at Meetings: Richmond Rent Board meetings are limited public forums during which 
the City strives to provide an open, safe atmosphere and promote robust public debate. 
Members of the public, however, must comply with state law, as well as the City’s laws and 
procedures and may not actually disrupt the orderly conduct of these meetings. The public, for 
example, may not shout or use amplifying devices, must submit comment cards and speak 
during their allotted time in order to provide public comment, may not create a physical 
disturbance, may not speak on matters unrelated to issues within the jurisdiction of the Rent 
Board or the agenda item at hand, and may not cause immediate threats to public safety. 
 
City Harassment Policy: The City invites public comment and critique about its operations, 
including comment about the performance of its public officials and employees, at the public 
meetings of the City Council and boards and commissions. However, discriminatory or 
harassing comments about or in the presence of City employees, even comments by third 
parties, may create a hostile work environment, if severe or pervasive. The City prohibits 
harassment against an applicant, employee, or contractor on the basis of race, religious creed, 
color, national origin, ancestry, physical disability, medical condition, mental disability, marital 
status, sex (including pregnancy, childbirth, and related medical conditions), sexual orientation, 
gender identity, age or veteran status, or any other characteristic protected by federal, state or 
local law. In order to acknowledge the public’s right to comment on City operations at public 
meetings, which could include comments that violate the City’s harassment policy if such 
comments do not cause an actual disruption under the Council Rules and Procedures, while 
taking reasonable steps to protect City employees from discrimination and harassment, City 
Boards and Commissions shall adhere to the following procedures. If any person makes a 

mailto:cynthia_shaw@ci.richmond.ca.us
mailto:rent@ci.richmond.ca.us
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harassing remark at a public meeting that violates the above City policy prohibiting harassment, 
the presiding officer of the meeting may, at the conclusion of the speaker’s remarks and allotted 
time: (a) remind the public that the City’s Policy Regarding Harassment of its Employees is 
contained in the written posted agenda; and (b) state that comments in violation of City policy 
are not condoned by the City and will play no role in City decisions. If any person makes a 
harassing remark at a public meeting that violates the above City policy, any City employee in 
the room who is offended by remarks violating the City’s policy is excused from attendance at 
the meeting. No City employee is compelled to remain in attendance where it appears likely that 
speakers will make further harassing comments. If an employee leaves a City meeting for this 
reason, the presiding officer may send a designee to notify any offended employee who has left 
the meeting when those comments are likely concluded so that the employee may return to the 
meeting. The presiding officer may remind an employee or any council or board or commission 
member that he or she may leave the meeting if a remark violating the City’s harassment policy 
is made. 
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REGULAR MEETING OF THE RICHMOND RENT BOARD 
 

AGENDA 
 

5:00 PM 
 

A. PLEDGE TO THE FLAG 
 

B. ROLL CALL 
 

C. STATEMENT OF CONFLICT OF INTEREST 
 

D. AGENDA REVIEW 
 

E. PUBLIC FORUM 
 

F. RENT BOARD CONSENT CALENDAR 
 

F-1. APPROVE the minutes of the December 18, 2024, 
Regular Meeting of the Richmond Rent Board.   
 

Cynthia Shaw 

F-2. APPROVE the minutes of the December 12, 2024, 
Special Meeting of the Richmond Rent Board.   
 

Cynthia Shaw 

F-3. RECEIVE letters from community members 
regarding the Fair Rent, Just Cause for Eviction, 
and Homeowner Protection Ordinance, RMC 
11.100. 
 

Cynthia Shaw 

F-4. RECEIVE the Fiscal Year 2024-25 Monthly Activity 
Report through December 2024.  

Cynthia Shaw 

F-5. RECEIVE the Rent Program FY 2024-25 Monthly 
Revenue and Expenditure Report through 
December 2024.  
 

Fred Tran 

F-6. RECEIVE the Budgeted versus Actual Revenue 
and Expenditures Report for the second quarter 
ending December 31, 2024. 
 

Fred Tran 

F-7. APPROVE late fee waiver(s) for January 2025 
pursuant to Regulation 425.  
 
 

Fred Tran 
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G. RENT BOARD AS A WHOLE 
 
G-1. APPROVE the final Proclamation of Appreciation 

(with minor updates to the previously approved 
design) for former Board members and DIRECT 
staff to schedule a ceremony (agenda item) at the 
Regular Meeting of the Rent Board on May 21, 
2025 (or other Board meeting date approved by the 
Board), to hand out the framed Proclamations to 
those former Board members who live locally.  
Former Board members who no longer live in the 
Bay Area, will be sent their individual framed 
Proclamations of Appreciation via USPS mail a few 
weeks before the ceremony and invited to attend 
the ceremony remotely.  
 

Nicolas Traylor 

G-2. DIRECT Staff to read their Report at this meeting, 
Jan 15, 2025, for each contract previously 
approved at the November 20, 2024, Regular 
Meeting.  
 
DISCUSS the pros and cons of each contract.  
Through detailed questions, each Board member 
will gain an understanding of the features of each 
contract and how each vendor was chosen.  In 
addition, this discussion will yield a strong 
knowledge about the process to issue contracts for 
Rent Program services.   
 
Most important, this discussion will inform the 
public that this Board takes seriously its role as a 
fiduciary and willingly fulfills the various duties 
required of a fiduciary, a sincere demonstration to 
the citizens of Richmond the Board’s respect for its 
legal obligation to act as a fiduciary on their behalf. 
 

Board Member 
Dockens 

 
H. REPORTS OF OFFICERS 

 
I. ADJOURNMENT 

 
Any documents produced by the City and distributed to a majority of the Rent 

Board regarding any item on this agenda will be made available at the Rent 
Program Office located on the second floor of 440 Civic Center Plaza and will be 

posted at www.richmondrent.org.  

http://www.richmondrent.org/


AGENDA ITEM REQUEST FORM  

Department: Rent Program Department Head: Nicolas Traylor         Phone: 620-6564 
   
Meeting Date: January 15, 2025 Final Decision Date Deadline: January 15, 2025 

 

STATEMENT OF THE ISSUE: The minutes of the December 18, 2024, Regular Meeting of the Richmond Rent Board 
require approval.  
 
 
 
 
 
 
 

             

INDICATE APPROPRIATE BODY  

 City Council  Redevelopment 

Agency 

 Housing Authority  Surplus Property 

Authority 

 Joint Powers 

Financing Authority 

 Finance 

Standing 

Committee 

 Public Safety Public 

Services Standing 

Committee 

 Local Reuse Authority Other: Rent Board 

    
 

  

ITEM   

 Presentation/Proclamation/Commendation (3-Minute Time Limit) 

 Public Hearing    Regulation    Other: CONSENT CALENDAR 

 Contract/Agreement   Rent Board As Whole 

 Grant Application/Acceptance  Claims Filed Against City of Richmond     

 Resolution     Video/PowerPoint Presentation (contact KCRT @ 620.6759) 

  

 
 
 
 

 

 

 

 

 

 

 

AGENDA ITEM NO: 

                        F-1. 

 

 
rev 2/06  P:\City_Managers\Agenda Rqst  Formrev.doc 

RECOMMENDED ACTION: APPROVE the minutes of the December 18, 2024, Regular Meeting of the Richmond Rent 
Board – Rent Program (Cynthia Shaw 620-5552).  
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RICHMOND, CALIFORNIA, December 18, 2024 

The Regular Meeting of the Richmond Rent Board was called to 

order at 5:13 P.M. 

 

PLEDGE TO THE FLAG 

 

ROLL CALL 

 

Board Members Present: Dockens, Espinoza, Hite, and Chair 

Cantor. 

Staff Present: Executive Director Nicolas Traylor, Deputy 

Director Fred Tran, and General Counsel Charles Oshinuga.  

Staff Attorney Palomar Sanchez arrived at 5:20 PM 

Absent: None. 

 

STATEMENT OF CONFLICT OF INTEREST 

None. 

 

AGENDA REVIEW  

Board Member Dockens, recommended to move Item F-4 under 

the Consent Calendar for discussion after Item H-1, under Rent 

Board as a Whole. A motion by Board Member Dockens, and 

seconded by Chair Cantor, passed by the following vote: Ayes: 

Board Members Dockens, Espinoza, Hite, and Chair Cantor.  

Noes: None. Abstentions: None.  Absent: None. 

  

PUBLIC FORUM 

Cordell Hindler invited the Board and staff to the Contra Costa 

Mayors Conference on January 9th, hosted by the City of Oakley. 

He expressed suggestions about the Board meeting structure 

regarding separating public hearings from regular agenda items in 

future meetings. He believes holding hearings in a special meeting 

after regular agenda items would be more effective.  He also 

proposed that a vice chair for the Board should be elected as a 

future agenda item to ensure leadership continuity when the chair 

is unavailable.  He also announced that the City Council appointed 
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Whitney Tipton to the Rent Board and that she will join the Board 

as a new member next month. 

Elsa Stevens was called to speak under Public Forum, but the Item 

she wanted to comment on was moved for discussion after Item H-

1, and she will comment under that Item. 

 

RENT BOARD CONSENT CALENDAR

On motion from Board Member Hite, seconded by Board 

Member Dockens, the Item(s) marked with an (*) were approved 

unanimously.  

*F-1.  Approve the minutes of the November 20, 2024, Regular 

Meeting of the Richmond Rent Board.   

 *F-2. Receive the Fiscal Year 2024-25 Monthly Activity Report 

through November 2024. 

 *F-3. Receive the Rent Program FY 2024-25 Monthly Revenue 

and Expenditure Report through November 2024.  

 

REGULATIONS 

G-1. The matter to approve staff to create language to amend 

Regulation 205 to clarify that applications for Administrative 

Determinations have a statute of limitations to prevent applications 

beyond a specified number of fiscal or calendar years in the past 

(amount to be determined). The amended language will be presented at 

the January or February regular Rent Board meeting, was presented by 

Staff Attorney Palomar Sanchez.  The presentation included the 

statement of the issue, the background regarding the current Regulation 

205, the recommended action, and the agenda action. Discussion 

ensued. The following individual made a public comment: Elsa 

Stevens.  A motion was made by Chair Cantor and seconded by Board 

Member Espinoza, directing staff to return to the Board with a proposal 

to amend Regulation 205 to clarify that applications for Administrative 

Determinations have a statute of limitations to prevent applications 

beyond a specified number of fiscal or calendar years in the past 

(amount to be determined) and to include as part of that the 

presentation of that proposal information about how new property 

owners who have inherited debt outside of the statute or who have 

inherited rent program debt will be affected by the proposed change 

language. The amended language will be presented at February's 
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regular Rent Board meeting, passed by the following vote: Ayes: Board 

Members Dockens, Espinoza, Hite, and Chair Cantor.  Noes: None. 

Abstentions: None.  Absent: None. 

 

RENT BOARD AS A WHOLE 

H-1.  The matter to approve direct Staff to start the research necessary 

to provide credible guidelines for the Board to follow to identify 

appropriate donor foundations and submit a written report containing 

the proposed guidelines to the Board at the December 2024 Regular 

Meeting of the Rent Board and thereafter on a quarterly basis and direct 

Staff to identify in the written report all expert sources used to support 

the guidelines presented to the Board.  For example, if Staff adopts a 

recommendation from the Haas Business Institute of the University of 

California, Berkeley, this source should be identified in full, presented 

by Board Member Dockens. The presentation included the statement of 

the issue, the background, discussion topics to consider, a vote by the 

Board after the discussion, and the recommended action. Discussion 

ensued.  The following individual made a public comment: Elsa 

Stevens.  

Chair Cantor made a motion to allow a break for the interpreters. The 

interpreters responded that a break was not necessary.  Chair Cantor 

withdrew her motion. 

Chair Cantor made a motion to direct Staff to return with a presentation 

outlining potential solutions for additional funding, including private 

and government sources, increasing compliance, and partnering with 

the City. A friendly amendment to her motion made by Board Member 

Dockens to include a date to return to the Board by February. Chair 

Cantor accepted the friendly amendment to include the presentation to 

be presented by the February Regular Rent Board meeting. Motion 

seconded by Board Member Dockens, passed by the following vote: 

Ayes: Board Members Dockens, Espinoza, Hite, and Chair Cantor.  

Noes: None. Abstentions: None.  Absent: None. 

 

Consent Calendar Item Pulled for Discussion 

F-4.  The matter Staff recommends that the Rent Board adopt the 

following:  Add to the Note to Reader Section of the Rent Board 

Regulations following the Table of Contents and appropriate language 

in that section that The West County Times is designated as the official 

newspaper for publishing notices of public hearings and legal notices 

unless specified otherwise by the Executive Director was presented by 
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Executive Director Nicolas Traylor. The presentation included the 

statement of the issue, the fiscal impact, the background, the purpose, 

identifying the official newspaper of the Richmond Rent Program/ Rent 

Board, proposed language identifying the official newspaper of the 

Richmond Rent Program/Rent Board, and the recommended action. 

Discussion ensued. The following individual made a public comment: 

Elsa Stevens.  

Chair Cantor made a motion to direct staff to add to the Note to Reader 

Section of the Rent Board Regulations following the Table of Contents 

and appropriate language in that section that: The West County Times 

is designated as the official newspaper for publishing notices of public 

hearings and legal notices and to remove the phrase "unless specified 

otherwise by the Executive Director" and to update the Note to Reader 

if the official newspaper name changes, and seconded by Board 

Member Dockens, passed by the following vote: passed by the 

following vote: Ayes: Board Members Dockens, Espinoza, Hite, and 

Chair Cantor.  Noes: None. Abstentions: None.  Absent: None. 

 

REPORTS OF OFFICERS 

Executive Director Nicolas Traylor reported that Whitney Tipton would 

join the Rent Board in January. 

Deputy Director Fred Tran reported the holiday closure of City offices 

from December 24, 2024, through January 1, 2025. 

Board Clerk Cynthia Shaw reminded board members about the 

upcoming Form 700 filing due by April 1st. She also mentioned that 

Board Member terms are ending soon, and that Board Members can 

reapply if they are interested or, if they know other community 

members interested in serving on the Rent Board, to visit the City 

Clerk’s website to apply or ask for additional information or questions. 

 

ADJOURNMENT 

There being no further business, the meeting was adjourned at 7:46 

P.M. 

 

                                Cynthia Shaw 

                               Staff Clerk  

          (SEAL)  
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Approved: 

 

 

_______________________________ 

Rent Board Chair 
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AGENDA ITEM REQUEST FORM  

Department: Rent Program Department Head: Nicolas Traylor         Phone: 620-6564 
   
Meeting Date: January 15, 2025 Final Decision Date Deadline: January 15, 2025 

 

STATEMENT OF THE ISSUE: The minutes of the December 12, 2024, Special Meeting of the Richmond Rent Board 
require approval.  
 
 
 
 
 
 
 

             

INDICATE APPROPRIATE BODY  

 City Council  Redevelopment 

Agency 

 Housing Authority  Surplus Property 

Authority 

 Joint Powers 

Financing Authority 

 Finance 

Standing 

Committee 

 Public Safety Public 

Services Standing 

Committee 

 Local Reuse Authority Other: Rent Board 

    
 

  

ITEM   

 Presentation/Proclamation/Commendation (3-Minute Time Limit) 

 Public Hearing    Regulation    Other: CONSENT CALENDAR 

 Contract/Agreement   Rent Board As Whole 

 Grant Application/Acceptance  Claims Filed Against City of Richmond     

 Resolution     Video/PowerPoint Presentation (contact KCRT @ 620.6759) 

  

 
 
 
 

 

 

 

 

 

 

 

AGENDA ITEM NO: 

                        F-2. 
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RECOMMENDED ACTION: APPROVE the minutes of the December 12, 2024, Special Meeting of the Richmond Rent 
Board – Rent Program (Cynthia Shaw 620-5552).  
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RICHMOND, CALIFORNIA, December 12, 2024 

The Open Session to Hear Public Comments before Closed Session was 

called to order at 5:07 PM. 

ROLL CALL 

Board Members Present: Dockens, Espinoza, Hite, and Chair Cantor. 

Staff Present: Executive Director Nicolas Traylor, Deputy Director 

Fred Tran, and General Counsel Charles Oshinuga. 

Absent: None. 

PUBLIC COMMENT BEFORE CLOSED SESSION 

None. 

ADJOURN TO CLOSED SESSION 

The Open Session to Hear Public Comments Before Closed Session 

adjourned at 5:08 PM. 

CLOSED SESSION – Shimada Room, City Council Chambers 

The Special Meeting of the Richmond Rent Board was called to order 

at 8:28 P.M. 

 

PLEDGE TO THE FLAG 

 

ROLL CALL 

 

Board Members Present: Espinoza, Hite, and Chair Cantor. 

Staff Present: Executive Director Nicolas Traylor, Deputy Director 

Fred Tran, and General Counsel Charles Oshinuga.  

Absent: Board Member Dockens. 

 

STATEMENT OF CONFLICT OF INTEREST 

None. 

REPORT FROM LEGAL COUNSEL OF FINAL DECISIONS 

MADE IN CLOSED SESSION 

General Counsel Charles Oshinuga reported that the final decision, 

made in closed session after evaluating the Executive Director has 
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determined to increase or give a 4% merit-based increase per the MOU. 

 

PUBLIC FORUM 

None.   

 

REPORTS OF OFFICERS 

Executive Director Nicolas Traylor reported the appointment of the 

fifth Board Member on the agenda of the December 17th City Council 

Meeting. 

 

ADJOURNMENT 

There being no further business, the meeting was adjourned at 8:31 

P.M. 

 

                                Cynthia Shaw 

                               Staff Clerk  

          (SEAL)  

Approved: 

 

 

_______________________________ 

Rent Board Chair 



AGENDA ITEM REQUEST FORM  

Department: Rent Program Department Head: Nicolas Traylor Phone: 620-6564 
   
Meeting Date: January 15, 2025 Final Decision Date Deadline:  January 15, 2025 

 

STATEMENT OF THE ISSUE: Members of the community have sent letters to the Rent Board and Rent Program staff 
members. Staff members recommend letters that do not pertain to a specific item on the Rent Board agenda be included 
as consent items for consideration by the Rent Board. 
 

 
 
 
 
 
 
 

             

INDICATE APPROPRIATE BODY  

 City Council  Redevelopment 

Agency 

 Housing Authority  Surplus Property 

Authority 

 Joint Powers 

Financing Authority 

 Finance 

Standing 

Committee 

 Public Safety Public 

Services Standing 

Committee 

 Local Reuse Authority Other: Rent Board 

    
 

  

ITEM   

 Presentation/Proclamation/Commendation (3-Minute Time Limit) 

 Public Hearing    Regulation    Other: CONSENT CALENDAR 

 Contract/Agreement   Rent Board As Whole 

 Grant Application/Acceptance  Claims Filed Against City of Richmond     

 Resolution     Video/PowerPoint Presentation (contact KCRT @ 620.6759) 

  

 
 
 
 

 

 

 

 

 

 

 

 

 

AGENDA ITEM NO: 

            F-3. 
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RECOMMENDED ACTION: RECEIVE letters from community members regarding the Fair Rent, Just Cause for Eviction, 
and Homeowner Protection Ordinance, RMC 11.100 – Rent Program (Cynthia Shaw 620-5552). 
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From: Rosmarie Levy   
Sent: Thursday, December 12, 2024 3:06 PM 
To: Nicolas Traylor <nicolas_traylor@ci.richmond.ca.us> 
Cc: scantor@richmondrent.org; tespinoza@richmondrent.org; jhite@richmondrent.org; 
edockens@richmondrent.org 
Subject: article in todays paper 

 
This email originated from outside of the City's email system. Do not open links or attachments from untrusted 
sources. 

 

▪ California home-repair costs skyrocket: Data from the Verisk Remodel 

Index shows that the price of repairs has jumped 40% over the past five 

years, but the Golden State isn’t alone.  

▪  

Hi Nicolas, 
 
I am sending you enclosed an article which appeared in today's paper. As you 
know, the historically low rents that we are able to collect in Richmond, will not 
even cover a fraction of the increased costs of repairs. 
 
You are in charge of the office, that our fees pay for, and need to bring this issue 
up to the board, because it has to be addressed. You can not cap historically low 
rents (less than $1,000 for a 2 bedroom one bath apt. with covered parking and a 
storage unit), when you implement rent control and also implement an AGA that 
is 3% or 60% of inflation when all other costs are increasing at an alarming rate 
and our historically low rents do not keep pace. 
 
All this will do is Richmond small property owners will not be able to keep up with 
repairs and that will impact the city big time.  
 
Concerned property owners, 
 
Rosmarie and Ephraim Levy 
 
 

ITEM F-3
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AGENDA ITEM REQUEST FORM  

Department: Rent Program Department Head: Nicolas Traylor Phone: 620-6564 
   

Meeting Date: January 15, 2025 Final Decision Date Deadline: January 15, 2025 
 

STATEMENT OF THE ISSUE: The Monthly Activity Report is designed to provide members of the Rent Board and 
Richmond community with a quantitative summary of the Rent Program’s activities for the month and fiscal year-to-date. 
  
 
 
 
 
 
 
 
 
 
 

             

INDICATE APPROPRIATE BODY  

 City Council  Redevelopment 

Agency 

 Housing Authority  Surplus Property 

Authority 

 Joint Powers 

Financing Authority 

 Finance 

Standing 

Committee 

 Public Safety Public 

Services Standing 

Committee 

 Local Reuse Authority Other: Rent Board 

    
 

  

ITEM   

 Presentation/Proclamation/Commendation (3-Minute Time Limit) 

 Public Hearing    Regulation    Other: Consent Calendar 

 Contract/Agreement   Rent Board As Whole 

 Grant Application/Acceptance  Claims Filed Against City of Richmond     

 Resolution     Video/PowerPoint Presentation (contact KCRT @ 620.6759)  

 
 
 
 

 

 

 

 

 

 

 

 

 

AGENDA ITEM NO: 

F-4. 
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RECOMMENDED ACTION: RECEIVE the Fiscal Year 2024-25 Monthly Activity Report through December 2024 - Rent 
Program (Cynthia Shaw 620-5552).   
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Rent Program
FY2024-25 Monthly Activity Report

Jul-24 Aug-24 Sep-24 Oct-24 Nov-24 Dec-24 Jan-25 Apr-25 Apr-25 Apr-25 May-25 Jun-25
MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL YTD TOTAL

Public Information & Enrollment Unit
Rent/Eviction Counseling Appointments By Phone 124                   125                   151                   138                   105                   34                     -                   -                   -                   -                   -                   -                   677              
Rent/Eviction Counseling Appointments By Walk-ins 30                     54                     37                     53                     38                     29                     -                   -                   -                   -                   -                   -                   241              
Rent/Eviction Counseling Questions Addressed By Email 293                   50                     138                   342                   232                   116                   -                   -                   -                   -                   -                   -                   1,171           
TOTAL RENT/EVICTION COUNSELING APPOINTMENTS 447                   229                   326                   533                   375                   179                   -                   -                   -                   -                   -                   -                   2,089           
Rent/Eviction Counseling Sessions Conducted in Spanish 60                     30                     66                     50                     33                     57                     -                   -                   -                   -                   -                   -                   296              
Rent/Eviction Counseling Sessions Conducted in Mandarin -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Rent/Eviction Counseling Sessions Conducted in Cantonese -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Rent/Eviction Counseling Sessions Conducted in Another Language -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
TOTAL RENT/EVICTION COUNSELING APPOINTMENTS IN A LANGUAGE OTHER THAN 
ENGLISH 60                     60                     66                     71                     55                     57                     -                   -                   -                   -                   -                   -                   369              
Legal Service Referrals 15                     19                     18                     15                     5                       14                     -                   -                   -                   -                   -                   -                   86                
Mediations Conducted -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Assists from Front Office Staff 221                   211                   232                   179                   150                   175                   -                   -                   -                   -                   -                   -                   1,168           
Courtesy Compliance Letters Sent 349                   -                   5                       267                   325                   139                   -                   -                   -                   -                   -                   -                   1,085           
Community Workshop Attendees 1                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   1                   
Hard Copy Rent Increase Notices Processed 61                     -                   -                   16                     25                     38                     -                   -                   -                   -                   -                   -                   140              
Hard Copy Termination of Tenancy Notices Processed 19                     -                   -                   14                     15                     19                     -                   -                   -                   -                   -                   -                   67                

80                     -                   -                   30                     40                     57                     -                   -                   -                   -                   -                   -                   207              
Billing/Enrollment/Registration Counseling Appointments In-Person -                   24                     12                     12                     4                       1                       -                   -                   -                   -                   -                   -                   53                
Billing/Enrollment/Registration Counseling Appointments By Phone 7                       44                     52                     33                     11                     12                     -                   -                   -                   -                   -                   -                   159              

Billing/Enrollment/Registration Counseling Questions Addressed By Email 31                     21                     60                     22                     10                     30                     -                   -                   -                   -                   -                   -                   174              
TOTAL BILLING/ENROLLMENT/REGISTRATION COUNSELING APPOINTMENTS 38                     65                     112                   55                     21                     42                     -                   -                   -                   -                   -                   -                   333              
Enrollment/Tenancy Registration Packets Mailed -                   4                       -                   51                     3                       -                   -                   -                   -                   -                   -                   -                   58                
Enrollment Forms Processed 51                     14                     18                     13                     39                     3                       -                   -                   -                   -                   -                   -                   138              
Rental Housing Fee Invoices Generated 3                       14,591             2,004               10                     160                   33                     -                   -                   -                   -                   -                   -                   16,801         
Checks Processed -                   24                     20                     8                       -                   13                     -                   -                   -                   -                   -                   -                   65                
Checks Returned -                   -                   4                       -                   -                   -                   -                   -                   -                   -                   -                   -                   4                   
Tenancy Registrations Received 24                     -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   24                
Rental Units Discovered Not in Database 3                       6                       7                       6                       3                       1                       -                   -                   -                   -                   -                   -                   26                
Property Information Updated 146                   78                     11                     142                   118                   12                     -                   -                   -                   -                   -                   -                   507              
Compliance Actions (Reviewing Records, Exemption Statuses, Addresses) 119                   6                       23                     22                     8                       -                   -                   -                   -                   -                   -                   -                   178              

Applications for Administrative Determination of Exempt/Inapplicable Status Received 15                     18                     25                     27                     5                       -                   -                   -                   -                   -                   -                   -                   90                
Administrative Determination of Exempt/Inapplicable Status Issued 6                       8                       13                     17                     16                     7                       -                   -                   -                   -                   -                   -                   67                

Declarations of Exemption Processed 41                     2                       -                   -                   1                       -                   -                   -                   -                   -                   -                   -                   44                
LEGAL UNIT
Public Records Act Requests Received 7                       7                       5                       6                       5                       5                       -                   -                   -                   -                   -                   -                   35                

Owner Move-In Eviction Termination of Tenancy Notices Reviewed 2                       1                       -                   1                       1                       1                       -                   -                   -                   -                   -                   -                   6                   

Withdrawal from the Rental Market (Ellis Act) Termination of Tenancy Notices Reviewed 1                       3                       4                       1                       -                   -                   -                   -                   -                   -                   -                   -                   9                   
Substantial Repairs Termination of Tenancy Notices Reviewed -                   -                   -                   -                   1                       -                   -                   -                   -                   -                   -                   -                   1                   

Appeal Hearings Held -                   -                   -                   -                   2                       -                   -                   -                   -                   -                   -                   -                   2                   
HEARINGS UNIT
Consultations with Hearings Unit Coordinator By Phone 10                     8                       4                       10                     12                     2                       -                   -                   -                   -                   -                   -                   46                
Hearings-Related Questions Addressed by Email 35                     22                     -                   19                     25                     10                     -                   -                   -                   -                   -                   -                   111              
TOTAL HEARINGS-RELATED CONSULTATIONS 45                     30                     4                       29                     37                     12                     -                   -                   -                   -                   -                   -                   157              
MNOI Petitions Received (Attachment A) -                   -                   -                   -                   -                   1                       -                   -                   -                   -                   -                   -                   1                   
Increased in Occupants Petitions Received (Attachment B) -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
 Increase in Space or Services Petitions Received (Attachment C) 1                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   1                   
Restoration of Denied AGA Petitions Received (Attachment D) -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Landlord Individual Rent Adjustment Petitions Received -                   -                   -                   -                   -                   1                       -                   -                   -                   -                   -                   -                   1                   
Landlord Petition to Determine Exempt Status Received -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
TOTAL LANDLORD PETITIONS RECEIVED 1                       -                   -                   -                   -                   2                       -                   -                   -                   -                   -                   -                   3                   
Excess Rent or Failure to Return Sec Dep Petitions Received (Attachment A) 2                       3                       2                       2                       3                       1                       -                   -                   -                   -                   -                   -                   13                
Decrease in Space/Services or Habitability Petitions Received (Attachment B) 4                       4                       4                       2                       4                       3                       -                   -                   -                   -                   -                   -                   21                
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Rent Program
FY2024-25 Monthly Activity Report

Jul-24 Aug-24 Sep-24 Oct-24 Nov-24 Dec-24 Jan-25 Apr-25 Apr-25 Apr-25 May-25 Jun-25
MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL YTD TOTAL

Reduction in Number of Tenants Petitions Received (Attachment C) -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Tenant Petition Based on Multiple Grounds 5                       6                       5                       3                       4                       3                       -                   -                   -                   -                   -                   -                   26                
Tenant Petition for Rent Witholding Petitions Received -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Tenant Petition for Failure to Pay Relocation Payment Petitions Received 4                       3                       2                       1                       1                       1                       -                   -                   -                   -                   -                   -                   12                
TOTAL TENANT PETITIONS RECEIVED 15                     16                     13                     8                       12                     8                       -                   -                   -                   -                   -                   -                   72                
Petition for Determination of Occupancy Status -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Petition for Initial Rent Determination -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Request to Expedite Hearing Process 1                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   1                   
Request for a Continuance of the Hearing Process -                   1                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   1                   
Subpoena(s) -                   1                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   1                   
TOTAL OTHER PETITIONS RECEIVED 1                       2                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   3                   
Decisions Ordered -                   1                       -                   1                       -                   -                   -                   -                   -                   -                   -                   -                   2                   
Cases Settled -                   4                       -                   7                       2                       2                       -                   -                   -                   -                   -                   -                   15                
Cases Dismissed -                   1                       -                   1                       -                   -                   -                   -                   -                   -                   -                   -                   2                   
Petitions Withdrawn -                   -                   -                   -                   1                       -                   -                   -                   -                   -                   -                   -                   1                   
TOTAL CASES CLOSED -                   6                       -                   9                       3                       2                       -                   -                   -                   -                   -                   -                   20                
Appeals Received -                   1                       -                   1                       -                   -                   -                   -                   -                   -                   -                   -                   2                   
Total Open Cases (Tenant Petitions) 22                     22                     27                     21                     18                     18                     -                   -                   -                   -                   -                   -                   128              
Total Open Cases (Landlord Petitions) 2                       2                       1                       1                       -                   1                       -                   -                   -                   -                   -                   -                   7                   
Total Open Cases (Other Petitions) -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
TOTAL OPEN CASES 24                     24                     28                     22                     18                     19                     -                   -                   -                   -                   -                   -                   135              
Form Submissions
Agent Authorization -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Proof of Excess Rent Refund -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Proof of Permanent Relocation Payment -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Proof of Temporary Relocation Payment -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Change in Terms of Tenancy -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Tenancy Registration Forms Processed -                   -                   -                   -                   -                   -                   -               
TOTAL RENT INCREASE NOTICES FILED 212                   168                   110                   47                     56                     69                     -                   -                   -                   -                   -                   -                   662              
Termination of Tenancy - Nonpayment of Rent 93                     15                     154                   180                   142                   144                   -                   -                   -                   -                   -                   -                   728              
Termination of Tenancy - Breach of Lease 6                       4                       7                       7                       7                       13                     -                   -                   -                   -                   -                   -                   44                
Termination of Tenancy - Failure to Give Access -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Termination of Tenancy - Nuisance 2                       -                   -                   3                       -                   1                       -                   -                   -                   -                   -                   -                   6                   
Termination of Tenancy - Withdrawal from the Rental Market 1                       4                       4                       1                       -                   -                   -                   -                   -                   -                   -                   -                   10                
Termination of Tenancy - Owner Move-In 6                       1                       -                   2                       2                       2                       -                   -                   -                   -                   -                   -                   13                
Termination of Tenancy - Substantial Repairs -                   -                   -                   1                       2                       -                   -                   -                   -                   -                   -                   -                   3                   
Termination of Tenancy - Temporary Tenancy -                   -                   -                   1                       -                   -                   -                   -                   -                   -                   -                   -                   1                   
TOTAL TERMINATION OF TENANCY NOTICES FILED 108                   24                     165                   195                   153                   160                   -                   -                   -                   -                   -                   -                   805              
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AGENDA ITEM REQUEST FORM  

Department: Rent Program Department Head: Nicolas Traylor Phone: 620-6564 
   

Meeting Date: January 15, 2025 Final Decision Date Deadline:  January 15, 20205 

STATEMENT OF THE ISSUE: Utilizing the City’s MUNIS software system, management staff can generate financial 
reports on a monthly basis detailing the Rent Program’s revenues and expenditures. These reports allow management 
staff and the Rent Board to closely monitor the Program’s financial circumstances. 
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RECOMMENDED ACTION: RECEIVE the Rent Program FY 2024-25 Monthly Revenue and Expenditure Report through 
December 2024 – Rent Program (Fred Tran 620-6537).  
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RICHMOND RENT PROGRAM

MONTHLY REVENUE AND EXPENDITURES REPORT
FISCAL YEAR 2024-25

 Period 1 Period 2 Period 3 Period 4 Period 5 Period 6

July August September October November December

OBJECT ORIGINAL BUDGET ADOPTED BUDGET MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL ENCUMBRANCES YTD TOTAL AVAILABLE BUDGET % USED

340445 Rental Housing Fees (3,299,011)                    (3,289,011)                   (28,917.00)         (783,730.20)       (880,506.80)       (559,214.23)       (45,216.75)         (49,595.25)         -                              (2,347,180.23)    (941,830.77)                    71.4%

TOTAL LICENSES, PRMITS&FEES (3,299,011)                    (3,289,011)                   (28,917.00)         (783,730.20)      (880,506.80)      (559,214.23)      (45,216.75)         (49,595.25)         -                              (2,347,180.23)    (941,830.77)                   71.4%

361701 Interest (50,000)                          (50,000)                         -                      -                      (14,458.22)         -                      -                      (21,935.13)         -                              (36,393.35)         (13,606.65)                      72.8%

361705 Realized Gain -                                      -                                     914.66                -                      (668.51)              (3,200.38)           -                      (849.49)              -                              (3,803.72)            3,803.72                         0.0%

TOTAL INTEREST & REALIZED INCOME (50,000)                         (50,000)                         914.66                -                      (15,126.73)         (3,200.38)           -                      (22,784.62)         -                              (40,197.07)         (9,802.93)                        80.4%

364855 OTHER REV/Misc Other Re -                                      -                                     -                      -                      -                      -                      -                      -                      -                              -                       -                                   0.0%

364867 Revenue from Collections Agency (50,000)                          (50,000)                         -                      -                      -                      -                      -                      -                      -                              -                       (50,000.00)                      0.0%

337373 Other Grants -                                      -                                     -                      -                      -                      -                      -                      -                      -                              -                       -                                   0.0%

TOTAL OTHER REVENUE (50,000)                         (50,000)                         -                      -                      -                      -                      -                      -                      -                              -                       (50,000.00)                      0.0%

TOTAL REVENUE (3,399,011)                    (3,389,011)                   (28,002.34)         (783,730.20)      (895,633.53)      (562,414.61)      (45,216.75)         (72,379.87)         -                              (2,387,377.30)    (1,001,633.70)                70.4%

400001 SALARIES & WAGES/Executive 984,703                         984,703                        80,343.73          78,067.84          78,067.84          78,067.84          85,569.41          83,197.22          -                              483,313.88         501,389.49                     49.1%

400002 SALARIES & WAGES/Mgmt-Local 21 467,164                         467,164                        36,198.82          36,632.32          37,384.68          37,008.50          37,008.50          37,484.80          -                              221,717.62         245,446.25                     47.5%

400003 SALARIES & WAGES/Local 1021 360,875                         360,875                        23,492.68          21,992.87          20,614.68          23,492.68          23,492.68          26,310.40          -                              139,395.99         221,479.01                     38.6%

400006 SALARIES & WAGES/PT- Temp 47,000                           47,000                          2,561.11            7,247.97            5,181.09            5,370.85            6,302.43            5,718.09            -                              32,381.54           14,618.46                       68.9%

400031 OVERTIME/General 2,500                             2,500                            288.63                1,038.11            90.64                  -                      89.28                  386.78                -                              1,893.44             606.56                             75.7%

400043 400043 OTHER PAY/Acting Pay - -                                      -                                     -                      -                      935.03                1,820.90            2,029.40            632.45                5,417.78             (5,417.78)                        100.0%

400048 OTHER PAY/Bilingual Pay 14,289                           14,289                          939.30                939.30                1,081.20            1,033.90            1,033.90            1,033.90            -                              6,061.50             8,227.26                         42.4%

400049 OTHER PAY/Auto Allowance 4,200                             4,200                            350.00                350.00                350.00                350.00                350.00                350.00                -                              2,100.00             2,100.00                         50.0%

400053 OTHER PAY/Pension Credi 19,694                           19,694                          1,586.19            1,541.58            1,541.58            1,541.58            1,689.24            1,643.65            -                              9,543.82             10,150.18                       48.5%

TOTAL SALARIES AND WAGES 1,900,425                     1,900,425                    145,760.46        147,809.99        145,246.74        148,686.25        157,564.84        159,157.29        -                              904,225.57        996,199.43                     47.6%

400103 P-ROLL BEN/Medicare Tax-ER Shr 26,457                           26,457                          2,106.52            2,128.07            2,087.48            2,140.10            2,270.23            2,317.58            -                              13,049.98           13,407.02                       49.3%

400105 P-ROLL BEN/Health Insurance Be 326,838                         326,838                        24,162.60          24,143.27          24,143.27          24,143.27          24,143.27          26,375.46          -                              147,111.14         179,726.86                     45.0%

400106 P-ROLL BEN/Dental Insurance 19,418                           19,418                          1,502.93            1,502.93            1,502.93            1,502.93            1,502.93            1,502.93            -                              9,017.58             10,400.42                       46.4%

400109 P-ROLL BEN/Employee Assistance 252                                252                                19.89                  19.89                  19.89                  19.89                  19.89                  19.89                  -                              119.34                132.66                             47.4%

400110 P-ROLL BEN/Professional Dev-Mg 6,750                             6,750                            750.00                140.57                -                      -                      340.00                1,221.36            -                              2,451.93             4,298.07                         36.3%

400111 P-ROLL BEN/Vision 2,324                             2,324                            180.31                180.31                180.31                180.31                180.31                180.31                -                              1,081.86             1,242.14                         46.6%

400112 P-ROLL BEN/Life Insurance 4,047                             4,047                            332.33                332.33                332.33                332.33                332.33                332.33                -                              1,993.98             2,053.02                         49.3%

400114 P-ROLL BEN/Long Term Disabilit 13,025                           13,025                          711.25                709.23                737.46                715.49                745.27                758.16                -                              4,376.86             8,648.14                         33.6%

400116 P-ROLL BEN/Unemployment Ins 6,384                             6,384                            608.00                608.00                608.00                608.00                608.00                570.00                -                              3,610.00             2,774.00                         56.5%

400117 P-ROLL BEN/Personal/Prof Dev 3,750                             3,750                            -                      -                      -                      -                      -                      747.54                -                              747.54                3,002.46                         19.9%

400121 P-ROLL BEN/Worker Comp-Clerica -                                      -                                     634.05                -                      (634.05)              6,801.19            6,801.19            6,801.19            -                              20,403.57           (20,403.57)                      100.0%

400122 P-ROLL BEN/Worker Comp-Prof 81,614                           81,614                          5,097.37            -                      15,306.20          -                      -                      -                      -                              20,403.57           61,210.73                       25.0%

400127 P-ROLL BEN/OPEB -                                      -                                     2,182.33            2,147.69            2,159.50            -                      -                      -                      -                              6,489.52             (6,489.52)                        100.0%

400130 P-ROLL BEN/PARS Benefits -                                      -                                     34.06                  94.23                  80.68                  93.49                  109.47                82.55                  -                              494.48                (494.48)                           100.0%

400149 P-ROLL BEN/PERS-Misc 240,175                         240,175                        18,721.45          18,263.81          18,199.60          18,525.32          19,520.79          19,643.10          -                              112,874.07         127,300.93                     47.0%

400151 P-ROLL BEN/PERS-Misc (UAL) 274,260                         274,260                        24,753.82          21,222.24          21,222.24          21,222.24          21,222.24          21,222.24          -                              130,865.02         143,394.98                     47.7%

TOTAL FRINGE BENEFITS 1,005,294                     1,005,294                    81,796.91          71,492.57          85,945.84          76,284.56          77,795.92          81,774.64          -                              475,090.44        530,203.86                     47.3%

400201 PROF SVCS/Professional Svcs 90,700                           80,700                          -                      425.15                825.00                2,054.10            966.16                1,172.93            32,656.66                  5,443.34             42,600.00                       47.2%

400206 PROF SVCS/Legal Serv Cost 275,000                         275,000                        -                      16,666.00          -                      33,332.00          16,666.00          16,666.00          49,998.00                  83,330.00           141,672.00                     48.5%

400220 PROF SVCS/Info Tech Ser 2,500                             2,500                            -                      -                      -                      -                      2,500.00            -                      -                              2,500.00             -                                   100.0%

400245 TRAVEL & TRNG/Tuition R -                                      -                                     -                      -                      610.50                -                      -                      -                      -                              610.50                (610.50)                           100.0%

400261 DUES & PUB/Memberships & Dues 2,025                             2,025                            -                      -                      -                      -                      -                      -                      -                              -                       2,025.00                         0.0%

400263 DUES & PUB/Subscription 7,500                             7,500                            -                      -                      -                      1,255.11            -                      -                      -                              1,255.11             6,244.89                         16.7%

400271 AD & PROMO/Advertising&Promo 3,000                             3,000                            -                      -                      -                      649.00                -                      -                      -                              649.00                2,351.00                         21.6%

400280 ADM EXP/Program Supplies 6,881                             6,881                            -                      172.80                -                      1,014.23            -                      -                      -                              1,187.03             5,693.97                         17.3%

TOTAL PROF & ADMIN SERVICES 387,606                         377,606                        -                      17,263.95          1,435.50            38,304.44          20,132.16          17,838.93          82,654.66                  94,974.98           199,976.36                     47.0%

400231 OFF EXP/Postage & Mailing 30,000                           30,000                          3,280.95            -                      -                      8,550.42            500.58                723.51                -                              13,055.46           16,944.54                       0.0%

400232 OFF EXP/Printing & Binding 30,000                           30,000                          -                      -                      -                      2,091.90            382.32                -                      -                              2,474.22             27,525.78                       8.2%

400304 RENTAL EXP/Equipment Rental 9,000                             9,000                            -                      -                      -                      1,679.19            -                      (2,700.24)           7,320.81                    (1,021.05)            2,700.24                         70.0%

400338 Recognition 300                                300                                -                      -                      -                      -                      -                      -                      -                              -                       300.00                             0.0%

400341 OFF SUPP/Office Supplies 8,000                             8,000                            -                      731.76                -                      12.97                  -                      -                      -                              744.73                7,255.27                         9.3%

TOTAL OTHER OPERATING 77,300                           77,300                          3,280.95            731.76                -                      12,334.48          882.90                (1,976.73)           7,320.81                    15,253.36           54,725.83                       29.2%

400401 UTILITIES/Tel & Telegraph 500                                500                                -                      -                      -                      -                      -                      -                              -                       500.00                             0.0%

TOTAL UTILITIES 500                                500                                -                      -                      -                      -                      -                      -                      -                              -                       500.00                             0.0%

400552 PROV FR INS LOSS/Ins Gen Liab 9,500                             9,500                            -                      -                      8,500.00            -                      -                      -                      -                              8,500.00             1,000.00                         89.5%

TOTAL PROVISION FOR INS LOSS 9,500                             9,500                            -                      -                      8,500.00            -                      -                      -                      -                              8,500.00             1,000.00                         89.5%

400574 COST POOL/(ISF)-Gen Liability 99,980                           99,980                          8,328.29            8,332.00            8,332.00            8,332.00            8,332.00            8,332.00            -                              49,988.29           49,992.00                       50.0%

400586 COST POOL/(CAP)- Admin Charges 52,481                           52,481                          4,378.00            4,373.00            4,373.00            4,373.00            4,373.00            4,373.00            -                              26,243.00           26,238.00                       50.0%

400591 COST POOL/(IND)Civic Ctr Alloc 56,315                           56,315                          4,692.00            4,693.00            4,693.00            4,693.00            4,693.00            4,693.00            -                              28,157.00           28,158.00                       50.0%

TOTAL COST POOL 208,776                         208,776                        17,398.29          17,398.00          17,398.00          17,398.00          17,398.00          17,398.00          -                              104,388.29        104,388.00                     50.0%

391994 391994 TRANSFER IN/From Gen Fund (290,391)                       (290,391)                       (24,190.59)         (24,200.00)         (24,200.00)         (24,200.00)         (24,200.00)         (24,200.00)         -                              (145,190.59)       (145,200.00)                    50.0%

90 OPER XFERS IN (290,391)                       (290,391)                      (24,190.59)         (24,200.00)         (24,200.00)         (24,200.00)         (24,200.00)         (24,200.00)         -                              (145,190.59)       (145,200.00)                   50.0%

TOTAL EXPENDITURES 3,299,011                     3,289,011                    224,046.02 230,496.27 234,326.08 268,807.73 249,573.82 249,992.13 89,975.47 1,457,242.05 1,741,793.48 47.0%

NET OPERATING (SURPLUS)/DEFICIT (100,000)                       (100,000)                      196,043.68 -553,233.93 -661,307.45 -293,606.88 204,357.07 177,612.26 89,975.47 -930,135.25 740,159.78 840.2%

CASH BALANCE 1,385,693.52 1,709,724.80 2,634,174.70 2,928,898.31 2,723,542.49 2,545,997.92
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AGENDA ITEM REQUEST FORM  

Department: Rent Program Department Head: Nicolas Traylor Phone: 620-6564 
   

Meeting Date: January 15, 2025 Final Decision Date Deadline:  January 15, 2025 
 

STATEMENT OF THE ISSUE:  As part of the Fiscal Year 2021-22 budget development process, management staff 
consulted with Kevin Harper, CPA, to implement a series of budgetary best practices for the Rent Program and Rent 
Board. As Kevin Harper advised in his March 12, 2020, memorandum, “a key element of an effective budget process is 
monitoring actual results against the budget throughout the year. This is done on a quarterly basis to allow management 
time to make adjustments if necessary to expenditures, policies or operations.” In accordance with Kevin Harper’s advice, 
staff members have prepared the report for the second quarter ending December 31, 2024, for the Board’s receipt. 
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RECOMMENDED ACTION:  RECEIVE the Budgeted versus Actual Revenue and Expenditures Report for the second 
quarter ending December 31, 2024 – Rent Program (Fred Tran 620-6537). 
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BUDGET ACTUAL VARIANCE BUDGET ACTUAL VARIANCE VARIANCE EXPLANATION (a)

REVENUES

Fees (includes revenue from collections agency) (824,753)$     (654,026)$     170,727$   (2,639,209)$  (2,347,180)$  292,029$   Analysis of oustanding invoices have began in January 2025 from initial billings, leadership will contact owners 
Other Income (25,000)         (25,985)         (985)           (50,000)         (40,197)         9,803         Collection efforts have not begun, analysis of oustanding invoices will begin in January 2025 from initial billings

TOTAL REVENUES (849,753)       (680,011)       169,742     (2,689,209)    (2,387,377)    301,832     

EXPENDITURES

Salaries & Wages

SALARIES & WAGES/Executive 246,176        246,834        (659)           492,352        483,314        9,038         

SALARIES & WAGES/Mgmt.-Local 21 116,791        111,502        5,289         233,582        221,718        11,864       

SALARIES & WAGES/Local 1021 90,219          73,296          16,923       180,438        139,396        41,042       

SALARIES & WAGES/PT- Temp 11,750          17,391          (5,641)        23,500          32,382          (8,882)        Budgeted intern, acting pay to assist with the vacancy of an Office Trainee

OVERTIME/General 625               476               149            1,250            1,893            (643)           Additional overtime needed in August and September for invoicing

OTHER PAY/Acting -                4,483            (4,483)        -                5,418            (5,418)        Budgeted intern, acting pay to assist with the vacancy of an Office Trainee

OTHER PAY/Bilingual Pay 3,572            3,102            470            7,144            6,062            1,083         

OTHER PAY/Auto Allowance 1,050            1,050            -             2,100            2,100            -             

OTHER PAY/Pension Credit 4,924            4,874            49              9,847            9,544            303            

OTHER PAY/Pension Credit -                2,400            (2,400)        -                2,400            (2,400)        Holiday bonus for Student Interns not budgeted - City approved policy in December 2024

Subtotal Salaries & Wages 475,106        465,408        12,098       950,213        904,226        48,387       

Benefits

P-ROLL BEN/Medicare Tax-ER Shri 6,614            6,728            (114)           13,229          13,050          179            

P-ROLL BEN/Health Insurance Benefit 81,710          74,662          7,048         163,419        147,111        16,308       

P-ROLL BEN/Dental Insurance 4,855            4,509            346            9,709            9,018            691            

P-ROLL BEN/Employee Assistance 63                 60                 3                126               119               7                

P-ROLL BEN/Professional Dev-Mg 1,688            1,561            126            3,375            2,452            923            Staff  utilized less professional development allocated for the fiscal year

P-ROLL BEN/Vision 581               541               40              1,162            1,082            80              

P-ROLL BEN/Life Insurance 1,012            997               15              2,024            1,994            30              

P-ROLL BEN/Long Term Disability 3,256            2,219            1,037         6,513            4,377            2,136         Less LTD Insurance paid and budgeted by Finance

P-ROLL BEN/Unemployment Ins 1,596            1,786            (190)           3,192            3,610            (418)           

P-ROLL BEN/Personal/Prof Dev 938               748               190            1,875            748               1,127         Staff  utilized less professional development allocated for the fiscal year

P-ROLL BEN/Worker Comp-Clerical -                20,404          (20,404)      -                20,404          (20,404)      Worker Comp actual amount increased at a hire rate than budgeted by City Finance and HR, cost negotiated with City

P-ROLL BEN/Worker Comp-Prof 20,404          -                20,404       40,807          20,404          20,404       Worker Comp actual amount increased at a hire rate than budgeted by City Finance and HR, cost negotiated with City

P-ROLL BEN/OPEB -                -                -             -                6,490            (6,490)        OPEB was not budgeted by HR and Finance

P-ROLL BEN/PARS Benefits -                286               (286)           -                494               (494)           PARS charge was not originally budgeted by HR and Finance

P-ROLL BEN/PERS-Misc. 60,044          57,689          2,355         120,088        112,874        7,213         

P-ROLL BEN/PERS-Misc. (UAL) 68,565          63,667          4,898         137,130        130,865        6,265         

Subtotal Benefits 251,324        235,855        15,468       502,647        475,090        27,557       

Professional & Administrative Services

PROF SVCS/Professional Sacs 20,175          4,193            15,982       40,350          5,443            34,907       Less interpretation services used in the quarter
PROF SVCS/Legal Serv Cost 68,750          66,664          2,086         137,500        83,330          54,170       Legal Service Cost have been encumbered and not yet charged to Program, contract negotiation with agency
PROF SVCS/Info Tech Ser 625               2,500            (1,875)        1,250            2,500            (1,250)        City charged the Program for the annual TRAKiT fee 
TRAVEL & TRNG/Tuition R -                -                -             -                611               (611)           Staff budgeted in P-ROLL BEN/Professional Dev-Mg
DUES & PUB/Memberships & Dues 506               -                506            1,013            -                1,013         Staff did not utilize dues in current quarter
DUES & PUB/Memberships & Dues 1,875            1,255            620            3,750            1,255            2,495         Not all Staff utilized dues in current quarter
Ad & Promo/Advertising & Promo Materials 750               649               101            1,500            649               851            Printing is beginning for Guide and City has not charged Program for invoicing
Adm Exp/Program Supplies 1,720            1,014            706            3,441            1,187            2,253         City has not charged Program for invoicing

Subtotal Professional, Travel, & Admin Services 94,402          76,276          18,126       188,803        94,975          93,828       

Other Operating Expenditures

OFF EXP/Postage & Mailing 7,500            9,775            (2,275)        15,000          13,055          1,945         

OFF EXP/Printing & Binding 7,500            2,474            5,026         15,000          2,474            12,526       City has not charged Program for invoicing

RENTAL EXP/Equipment Rental 2,250            (1,021)           3,271         4,500            (1,021)           5,521         Full charges for copier shared with the City have not been charged to the Program

RECOGNITION 75                 -                75              150               -                150            No charges for Recognition in the current quarter, expected in 3rd quarter

OFF SUPP/Office Supplies 2,000            13                 1,987         4,000            745               3,255         Less office supplies purchased in current quarter

UTILITIES/Tel & Telegraph 125               -                125            250               -                250            Expenditures for line item have not been utilized 

PROV FR INS LOSS/Ins Gen Liability 2,375            -                2,375         4,750            8,500            (3,750)        Annual insurance invoice paid at the beginning of the fiscal year

COST POOL/(ISF)-Gen Liability 24,995          24,996          (1)               49,990          49,988          2                

COST POOL/(CAP)- Admin Charges 13,120          13,119          1                26,241          26,243          (3)               

COST POOL/(IND)Civic Ctr Alok 14,079          14,079          (0)               28,158          28,157          1                

90 OPER XFERS IN (72,598)         (72,600)         2                (145,195)       (145,191)       (5)               

Subtotal Other Operating Expenditures 1,421            (9,165)           10,587       2,843            (17,049)         19,892       

TOTAL EXPENDITURES 822,253        768,374        53,879       1,644,506     1,457,242     187,263     

NET (REVENUES) TO EXPENDITURES (27,500)$       88,362$        (115,862)$  (1,044,703)$  (930,135)$     (114,568)$  

(a) Variance explanations are provided where the actual expenditures varies from the budgeted amount by twenty five percent or more.

RICHMOND RENT PROGRAM

BUDGET VS ACTUAL REPORT - REVENUES AND EXPENDITURES

QUARTER ENDED DECEMBER 31, 2024

QUARTER ENDED for 12/31/2024      YEAR-TO-DATE as of 12/31/2024
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AGENDA ITEM REQUEST FORM  

Department: Rent Program Department Head: Nicolas Traylor Phone: 620-6564 
   

Meeting Date: January 15, 2025 Final Decision Date Deadline:  January 15, 2025 

STATEMENT OF THE ISSUE:  At the November 17, 2021, Regular Meeting of the Richmond Rent Board, the Board 
adopted Regulation 425, titled, “Waiver of Delinquent Residential Housing Fee Assessment. As required by Regulation 
425, the Executive Director or his or her designee shall review all late fee waiver requests and issue a recommendation for 
the Rent Board to approve the waiver, in full or in part, or deny the wavier, based on the Landlord’s reason for requesting 
the waiver and their payment history.  Attached to this recommendation for the month of January 2025, are the compiled 
late fee waiver requests and associated documentation. 
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RECOMMENDED ACTION: APPROVE late fee waiver(s) for January 2025 pursuant to Regulation 425 - Rent Program 
(Fred Tran/510-620-6537).   
 
 
 

 
 
 
 

 
 



This page intentionally left blank 



Property Street Property Owner Date of Request Reason for Request Recommendation to Approve or Deny Late Fee Amount Total Late Fees Waived if Approved Recommended Late Fee Amount (if any)

1 2716 Clinton Avenue Miguel & Angelina Cardona 20-Aug-23 Did not receive the invoice Full waiver of late fees $63.50 $63.50 None

2 3418 Nevin Avenue Miguel & Angelina Cardona 20-Aug-23 Did not receive the invoice Full waiver of late fees $63.50 $63.50 None

3 544 34th Street Miguel & Angelina Cardona 20-Aug-23 Did not receive the invoice Full waiver of late fees $63.50 $63.50 None

4 819-821 Humboldt Street Miguel & Angelina Cardona 20-Aug-23 Did not receive the invoice Full waiver of late fees $226.00 $226.00 None

5 338 32nd Street Miguel & Angelina Cardona 20-Aug-23 Did not receive the invoice Full waiver of late fees $63.50 $63.50 None

6 424 34th Street Miguel & Angelina Cardona 20-Aug-23 Did not receive the invoice Full waiver of late fees $226.00 $226.00 None

Total $706.00 $706.00

Late Fee Waiver Summary – January 15, 2025 Board Meeting
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440 Civic Center Plaza, 2nd Floor, Richmond, CA 94804-1630 [www.RichmondRent.org] 

                  Telephone (510) 234-RENT [7368] Fax: (510) 307-8149 [rent@ci.richmond.ca.us] 

 

CITY OF RICHMOND RENT PROGRAM 

To:     Members of the Richmond Rent Board 
 
From: Monica Bejarano Eacret, Senior Management Analyst 
 
Re:   Late Fee Waiver Recommendation – 2716 Clinton Avenue, 3418 Nevin Avenue, 

544 34th Street, 819-821 Humboldt Street, 338 32nd Street, and 424 34th Street  
 

Date:  January 15, 2025 
 

Late Fee Waiver Recommendations Pursuant to Regulation 425 
 

As required by Regulation 425, the Executive Director or his or her designee shall 
review all late fee waiver requests and issue a recommendation for the Rent Board to 
approve the waiver, in full or in part, or deny the wavier, based on the Landlord’s reason 
for requesting the waiver and their payment history. Attached to this recommendation 
are the compiled late fee waiver requests and associated documentation including the 
table below with details on each month’s request. 
 
Summary of Late Fee Waiver Requests and Recommendation for January 2025: 
 

Property 

Owner 

Date of 

Request 

Reason for 

Request 

Recommendation 

to Approve or 

Deny 

Late Fee 

Amount 

Total Late 

Fees 

Waived if 

Approved 

Recommended 

Late Fee 

Amount (if any) 

Miguel & 

Angelina 

Cardona 

August 20, 

2023 

Did not receive 
the invoice 
 

Full waiver of late 

fees 

 

$706.00 

 

$706.00 

 

None 

 
Good Cause and Late Payment History 
 
Regulation 425 requires a showing of Good Cause prior to waiving any late fee 
assessment. Good Cause is defined as the taking of reasonable efforts, while acting with 
due diligence to remit timely payment of the Residential Rental Housing Fee. In other 
words, it is an evaluation of whether the Landlord took reasonable efforts and acted with 
due diligence in their attempt to pay the Residential Rental Housing Fee. Regulation 425 
guides this inquiry by requiring the Executive Director to evaluate applicable enumerated 
factors (Attachment 1) before deciding of whether there exists Good Cause to grant the 
request. Finally, Regulation 425 establishes that a Rent Program billing error would 
always constitute Good Cause to waive the late fee assessment. 
 
 
 
 

http://www.richmondrent.org/
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Claim of “Good Cause” 
 
In the requests dated August 20, 2023, (Attachment 1) Miguel and Angelina Cardona 
the property owners of 2716 Clinton Avenue, 3418 Nevin Avenue, 544 34th Street, 819-
821 Humboldt Street, 338 32nd Street, and 424 34th Street,  indicated that no Rental 
Housing Fee Invoice was received for Fiscal Year 2022-2023, until Angelina Cardona 
called the Rent Program office to inquire of the invoice.  
 
Payment History 
 
Where a requestor has made timely payments in the prior two (2) fiscal years, their 
request shall be ministerially granted. Such requests do not require a showing of Good 
Cause and are not subject to the provisions of Regulation 425 (D) and Regulation 425 
(E). Regulation 425 (D) and (E), provide the factors required when making a 
determining of good cause.   
 
In this case, the owner had not previously submitted a Late Fee Waiver request. 
 
Evaluation of Owner’s Claim of Good Cause 
 
No Late Fee waiver request shall be granted unless there is a sufficient demonstration  
of Good Cause. In their consideration, the Executive Director must evaluate the 
following factors, whenever present, when making a determination of Good Cause: 
 

1. Whether the failure to remit timely payment was due to a Rent Program billing 

error, such as an incorrect address, an incomplete invoice, or an invoice sent to 

the wrong owner;  

2. Whether the requestor is a successor in interest who has not received an invoice. 

3.  Whether the requestor is experiencing a financial hardship that is caused by 

circumstances beyond the Landlord’s control;  

4. Whether the requestor experienced a medical emergency, medical treatment, 

hospitalization, or death in the family within the billing period;  

5.  Whether the requestor had submitted a request for an Administrative 

Determination of Exempt/Applicability Status within the billing period;  

6. Whether the requestor’s Tenant(s) have experienced a COVID-19 related 

financial hardship that has impacted the Tenant’s ability to pay Rent; 

7.  Late payment History. 

8.  Any other circumstances relevant to the inquiry of Good Cause. 

 
Rent Program staff confirmed the base Residential Rental Housing Fee for the 
outstanding Fiscal Year was paid on August 3, 2023, when notified of the amount due. 
The property owners demonstrated Good Cause that warrants a waiver of late fees with 

a timely payment when they receive the invoice and updated the enrollment form. The 

fees were paid immediately once informed of the outstanding amount. 
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Staff Recommendation 
 
Miguel and Angelina Cardona demonstrated good faith efforts to come into compliance 

by contacting the Rent Program to inquire about the Program, paying the Residential 

Rental Housing Fees when the invoice was provided, and enrolling with the Program. 

Considering these factors, staff recommend that a full waiver of late fees in the amount 

of $706.00 be granted. 
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~~---------------------------
~ :f.- Request to Remove Late Fees 

~ h 
~ ~ 

~~ 
~~ 
~ 
~ 
"' 

Property Owner Na me:--=-!__-+.~~.,L_~----=:::_:::___:__:::_:-__:__;;=:._:__.p..__:~'-,P!C-.i.L..LLL./.::f-:----....:_~::::::-z-~ 
FRJC #: ___________ -r- - -

Pr~erty Owner Phone Number or Email:    
[0' The Property Owner is requesting the remo'val of .§lllate fees on their account. 

D The Property Owner is requesting the removal of partial late fees on their account totaling $._~ ___ _ 
S ¢([C h~! oW.- IJ fc; r 

Check all that apply (required for reques\ to be complete): 

D New Owner, did not receive invoice 
RECEIVED 

D Wrong Mailing Address- Please provide correct address: ______________ -L.l.lo.Ll....L...!L_--LRIJ..l.LEC'O 

D Owner believed property was exempt from the Rent Ordinance 

- - D Financial hardship, caused by circumstances beyond the Landlord's control, such as natur;-Initiat: -+\-~--­
disaster, destruction or major damage to the Rental Property not due to the Landlords actions, 
bankruptcies and disputes over ownership of the property. 

D Hospitalizations or medical treatments of the Landlord or Landlord's family during the fee billing 
period, or a death in the family within the fee billing period 

D The landlord was billed for a fewer number of units because of errors in property records maintained by the Rent 
Program where the error was not attributable to information supplied by the Landlord. The penalties are waived 
only for unbilled units; the billed units should be paid on time. 

D A previously enrolled property was not billed as a result of staff error. 

D An invalid or erroneous account number was assigned, which resulted in billing errors or improper 
crediting of payments by the landlord. 

D The determination of whether or not the property was subject to the Ordinance required an analysis 
through the existing Administrative Determination of Exempt Status process. Penalties will be waived only while the 
determinations pending. If the Landlord raised the issue requiring administrative determin9tion, penalties will be 
waived only from the date of the first written contact with the Board in which th~_ i~e was raised. Waiver of 
penalties will not be granted if the staff determines that the issue raised is already settled andtor has no substantial 
merit. If the issue was raised by Rent Board staff, the waiver period commences on the date on which the 
administrative determination was requested by the staff. In all situations in which a determination was requested, 
the waiver period terminates when the Landlord is notified of the determination regarding the status of his/her 
property. 

Staff Member Name: ____________ _ Date: __ / __ / ___ _ 

v.2.2023 
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AGENDA ITEM REQUEST FORM  

Department: Rent Program Department Head: Nicolas Traylor         Phone: 620-6564 
   
Meeting Date: January 15, 2025 Final Decision Date Deadline: January 15, 2025 

 

STATEMENT OF THE ISSUE: Approval of Proclamation of Appreciation to recognize past members of the Richmond 
Rent Board for their service to the community and holding a ceremony on May 21, 2025, to hand out individual Proclamations 
to former Board members who can attend the ceremony. A Plague with former Board member’s names is in the process of 
being ordered and should be available to house at the Rent Program office by the end of February 2025.  
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RECOMMENDED ACTION:  APPROVE the final Proclamation of Appreciation (with minor updates to the previously 
approved design) for former Board members and DIRECT staff to schedule a ceremony (agenda item) at the Regular 
Meeting of the Rent Board on May 21, 2025 (or other Board meeting date approved by the Board), to hand out the 
framed Proclamations to those former Board members who live locally.  Former Board members who no longer live 
in the Bay Area, will be sent their individual framed Proclamations of Appreciation via USPS mail a few weeks before 
the ceremony and invited to attend the ceremony remotely (Nicolas Traylor, 510-620-6564). 
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440 Civic Center Plaza, Richmond, CA 94804-1630 
Telephone: (510) 620-6576   Fax: (510) 307-8149   www.richmondrent.org 

CITY OF RICHMOND RENT PROGRAM 

 
 
 

 

 

 

 

DATE: January 15, 2025 

 
TO: Chair Cantor and Members of the Rent Board 
 
FROM: Nicolas Traylor, Executive Director 
  
SUBJECT: Richmond Rent Board Proclamations Honoring Service of Past Board 

Members 
 
STATEMENT OF THE ISSUE: 
 
Approval of Proclamation of Appreciation to recognize past members of the Richmond 
Rent Board for their service to the community and holding a ceremony on May 21, 
2025, to hand out individual Proclamations to former Board members who can attend 
the ceremony. A Plague with former Board member’s names is in the process of being 
ordered and should be available to house at the Rent Program office by the end of 
February 2025.  
 
RECOMMENDED ACTION:  
 
APPROVE the final Proclamation of Appreciation (with minor updates to the previously 
approved design) for former Board members and DIRECT staff to schedule a ceremony 
(agenda item) at the Regular Meeting of the Rent Board on May 21, 2025 (or other Board 
meeting date approved by the Board), to hand out the framed Proclamations to those 
former Board members who live locally.  Former Board members who no longer live in 
the Bay Area, will be sent their individual framed Proclamations of Appreciation via USPS 
mail a few weeks before the ceremony and invited to attend the ceremony remotely 
(Nicolas Traylor, 510-620-6564). 
 
FISCAL IMPACT: 
 
The cost of the perpetual plaque will not exceed $300, covered by the Fiscal Year 2024-
25 Rent Program budget. Staff time and office supplies will cover the costs of the 
individual proclamations. 
 
DISCUSSION:  
 
Background 
 

AGENDA REPORT 
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The Richmond Rent Board relies on dedicated volunteers from the community who invest 
their time and energy to support its mission. Recognizing the contributions of these 
volunteers is essential for boosting morale, encouraging participation, and retaining 
members. 
 
Serving on the Rent Board is a significant commitment, requiring members to help govern 
the Richmond Rent Program, a complex regulatory agency. Since the Board was 
established in 2017, 11 individuals have served as members, contributing to the 
development of the Rent Program. 
 
At the Regular Rent Board meeting on August 16, 2023, Board member Jim Hite 
proposed recognizing past members. He highlighted their vital role in guiding staff, 
shaping policies, and overcoming challenges like launching the program and navigating 
the COVID-19 crisis. 
 
In follow-up meetings, the Board discussed ways to honor past members. On October 18, 
2023, the Board approved a policy to: 
 

• Create a plaque listing the names and terms of all past Board members. 
• Design individual proclamations of appreciation. 

 
A $300 budget line for "Recognition/Awards" was created on December 20, 2023, by 
transferring funds from the Miscellaneous budget. On January 17, 2024, the Board 
approved Resolution 24.01 to officially honor former Board members. 
 
Next Steps 
 
Staff intend to schedule and organize a brief ceremony as part of the Regular Meeting of 
the Rent Board on May 21, 2025, to hand out the Proclamations of Appreciation to former 
Board members, along with a letter of appreciation from the Executive Director.    
 
DOCUMENTS ATTACHED: 
 
Attachment 1 – Resolution No. 24-01 
 
Attachment 2- Final Proclamation of Appreciation 
 
Attachment 3 – Letter from Executive Director to accompany Proclamations of 

Appreciation 
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CITY OF RICHMOND RENT BOARD RESOLUTION NO. 24-01 

 

 

WHEREAS, on November 8, 2016, Richmond Residents passed ballot initiative Measure L, with 

65.27% voting Yes, which established Rent control and Just Cause for Eviction within the City limits of 

Richmond; and 

WHEREAS, Measure L encapsulates the edicts of Rent Control and Just Cause for Eviction 

within a voter-adopted Ordinance, called “The Richmond Fair Rent, Just Cause for Eviction and 

Homeowner Protection Ordinance,” and herein referred to as “Rent Ordinance”; and 

WHEREAS, Measure L, among other things, created an independent agency and vested within 

that agency broad powers of administering and executing the provisions of the Rent Ordinance; and 

WHEREAS, this independent agency is the Rent Board and its affiliated agent, the Rent Program; 

and 

WHEREAS, the Rent Board is comprised of five (5) City of Richmond residents who are 

appointed by the Mayor and City Council; and 

WHEREAS, Rent Board members “serve terms of two (2) years and may be reappointed for a 

total of four (4) full terms for a total of fewer than ten (10) years”; and 

WHEREAS, service on the Rent Board requires extensive time spent in reading and 

understanding a complex and niche area of public policy, as well as participating in public meetings that 

often times last several hours; and 

WHEREAS, Rent Board members—many of whom have full-time employment outside of the 

Rent Board— are volunteers who are not monetarily compensated for their time and effort spent serving 

the City of Richmond as Rent Board members; and 

WHEREAS, given the time, effort, complexity, and lack of monetary compensation, it has been 

difficult to recruit an adequate number of community volunteers to serve on the Rent Board; and 

WHEREAS, at its October 18, 2023, Rent Board meeting, the Rent Board found that service on 

the Rent Board is integral in ensuring that the Richmond Rent Ordinance is properly effectuated; and  

WHEREAS, at its October 18, 2023, Rent Board meeting, the Rent Board found that since the 

inception of the Rent Program, Rent Board members played a vital role in directing staff, shaping policy, 

and working in conjunction with staff to achieve the current high functioning level of the Rent Program, 

and its consequent implementation of the Rent Ordinance; and 

WHEREAS, at its October 18, 2023, Rent Board meeting, the Rent Board found that one of 

several ways to enhance recruitment efforts for Rent Board service is to recognize the invaluable 

contributions Rent Board members make when serving on the Rent Board; and 

WHEREAS, at its October 18, 2023, Rent Board meeting, the Rent Board concluded the best 

form of recognition for Rent Board service is to provide Rent Board members a Proclamation of 

Appreciation and place the names of Rent Board members on a plaque to be hung in an area of public 

viewing; 
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NOW, THEREFORE, BE IT RESOLVED THAT:  

 

THE CITY OF RICHMOND RENT BOARD DECLARES THE FOLLOWING:  

 

1. Each Rent Board member to have ever served on the Rent Board shall receive a Proclamation 

Appreciation at the end of their service. 

2. At the end of a Rent Board members’ service, their name shall be placed on a plaque of the Rent 

Board’s choosing and said plaque shall be hung in an area of public viewing.  

 

Dated:  January 17, 2024 

 

Adopted by the Richmond Rent Board of the City of Richmond by the following vote: 

 

AYES:    

 

NOES:    

 

ABSENT:     

 

ABSTENTIONS:    

  

 

                                                                         

        Cynthia Shaw, Rent Board Clerk 

                                                                                              

     

Chair 

  

 

Approved as to form: 

 

                               

Rent Board General Counsel 
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E x e c u t i v e  D i r e c t o r  R i c h m o n d  R e n t  P r o g r a m

N I C O L A S  T R A Y L O R

WHEREAS,

WHEREAS,

the Fair Rent Just Cause for Eviction and Homeowner Protection Ordinance (Richmond Rent
Ordinance) was adopted by Richmond voters on November 8, 2016, to promote neighborhood
and community stability, healthy housing, and affordability for Richmond tenants through the
regulating of those Landlord/Tenant matters that reasonably relate to rents and evictions, while
maintaining a Landlord's right to a fair return; and

Former Board member served on the five-member Richmond Rent Board between 20XX-20XX
as Board Member and Vice Chair of the Rent Board to govern the Richmond Rent Program and
effectuate the purpose of the Richmond Rent Ordinance by establishing Rent Board Policy and
Regulations; and

WHEREAS, Former Board member was instrumental in successfully developing a public agency, the
Richmond Rent Program. The agency administers and enforces the first new voter-approved
rent control initiative in the San Francisco Bay Area in over 30 years at the time of its passage;
and

WHEREAS, Former Board member’s leadership and service is commendable, by expending extensive time
reading and understanding a complex area of public policy, and participating at Regular and
Special Rent Board meetings; and

NOW, THEREFORE, BE IT RESOLVED that on May 21, 2025, the City of Richmond Rent Board acknowledges Former Board
member’s dedication and service to the community.

Former Board member was vital in directing staff, shaping public policy, and working in
conjunction with staff to achieve the high functioning level of the Rent Program, and its
consequent implementation of the Richmond Rent Ordinance; and

WHEREAS,

WHEREAS, Former Board  member’s services rendered as a member of the Rent Board significantly
contributed to the stabilization of the rental community in the City of Richmond.

RICHMOND RENT BOARD
PROCLAMATION

I n  A p p r e c i a t i o n  t o  [ F o r m e r  B o a r d  M e m b e r  N a m e )

C h a i r  o f  t h e  R i c h m o n d  R e n t  B o a r d

S A R A  C A N T O R
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May 21, 2025 

City of Richmond Rent Program 

440 Civic Center Plaza 

Richmond, CA. 94804 

 

Dear: [Former Board Member Name] 

On behalf of the Richmond community, I would like to extend my deepest graƟtude for your 

dedicated service as a member of the Richmond Rent Board.  ResoluƟon 24‐01, adopted by the 

Richmond Rent Board recognizes the service of past Board members, all of whom played a vital 

role in creaƟng and developing what was at the Ɵme, the first new voter approved rent control 

law in California in 30 years. Your commitment to volunteering your Ɵme and experƟse has 

been vital to shaping the policies of the Richmond Rent Program, ensuring the fair 

administraƟon and enforcement of the Fair Rent, Just Cause for EvicƟon, and Homeowner 

ProtecƟon Ordinance. 

Your work on the Rent Board has helped promote housing and community stability, making it 

possible for tenants in Richmond to enjoy the kind of housing security oŌen associated with 

homeowners on fixed‐term mortgages. This stability is not just a cornerstone of financial and 

emoƟonal well‐being; as noted in the 2018‐19 Richmond Rent Program Annual Report, it is 

deeply intertwined with health outcomes. Secure and stable housing allows families to thrive, 

reducing stress and fostering healthier, more resilient communiƟes. 

Through your thoughƞul decisions and steadfast leadership, you have upheld tenants’ rights 

while balancing the fair return landlords deserve for their investments. This delicate equilibrium 

ensures Richmond remains a place where diverse populaƟons can coexist and flourish. 

Your service has leŌ a lasƟng legacy, and our city is stronger, healthier, and more equitable 

because of your efforts. Thank you for your unwavering dedicaƟon to this criƟcal mission. 

 

Respecƞully,  

Nicolas Traylor, ExecuƟve Director of the Richmond Rent Program 

CITY OF RICHMOND RENT PROGRAM 
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AGENDA ITEM REQUEST FORM  

Department: Rent Program Department Head: Nicolas Traylor         Phone: 620-6564 
   
Meeting Date: January 15, 2025 Final Decision Date Deadline: January 15, 2025 

 

STATEMENT OF THE ISSUE: The Board has a legal obligation to act as a fiduciary of the Richmond Rent Program.  
When the Rent Board fulfills its fiduciary duties, it votes on items after full discussion of the pros and cons of the relevant 
item/issue in a public meeting.  The Board’s fiduciary obligations include, but are not limited to the following: 
 
*The Duty of Care – To understand, to ask questions, to discuss he pros and cons of the items before voting on the items.  
  
*The Duty of Loyalty – To know the obligation to act as a fiduciary and to fulfill that obligation by voting on an item after public 
discussion and debate.   
 
*The Duty of Accountability – To diligently oversee the appropriate expenditures of the Richmond Rent Program and discuss 
in a public meeting before approving disbursement of funds. 
 
*The Duty of Transparency – To convey to the public, through discussion in a public meeting, detailed information about the 
item and also to convey the basis for the Board’s subsequent vote.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

             

INDICATE APPROPRIATE BODY  

 City Council  Redevelopment 

Agency 

 Housing Authority  Surplus Property 

Authority 

 Joint Powers 

Financing Authority 

 Finance 

Standing 

Committee 

 Public Safety Public 

Services Standing 

Committee 

 Local Reuse Authority Other: Rent Board 

    
 

  

ITEM   

 Presentation/Proclamation/Commendation (3-Minute Time Limit) 

 Public Hearing    Regulation    Other:  

 Contract/Agreement   Rent Board As Whole 

 Grant Application/Acceptance  Claims Filed Against City of Richmond     

 Resolution     Video/PowerPoint Presentation (contact KCRT @ 620.6759)  

 
 
 
 
  

 

 

 

 

AGENDA ITEM NO: 

                        G-2. 

rev 2/06  P:\City_Managers\Agenda Rqst  Formrev.doc 

RECOMMENDED ACTION:  DIRECT Staff to read their Report at this meeting, Jan 15, 2025, for each contract 
previously approved at the November 20, 2024, Regular Meeting. DISCUSS the pros and cons of each contract.  
Through detailed questions, each Board member will gain an understanding of the features of each contract and how 
each vendor was chosen.  In addition, this discussion will yield a strong knowledge about the process to issue 
contracts for Rent Program services.  Most important, this discussion will inform the public that this Board takes 
seriously its role as a fiduciary and willingly fulfills the various duties required of a fiduciary, a sincere demonstration 
to the citizens of Richmond the Board’s respect for its legal obligation to act as a fiduciary on their behalf. 
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440 Civic Center Plaza, Richmond, CA 94804-1630 
Telephone: (510) 620-6576   Fax: (510) 307-8149   www.richmondrent.org 

CITY OF RICHMOND RENT PROGRAM 

 
 
 

 

 

DATE: January 15, 2025 

 
TO: Chair Cantor and Members of the Rent Board 
 
FROM: Elaine Dockens, Member, Richmond Rent Board 
  
SUBJECT: The Rent Board’s legal obligations as a Fiduciary 
 
STATEMENT OF THE ISSUE: 
 
The Board has a legal obligation to act as a fiduciary of the Richmond Rent Program.  
When the Rent Board fulfills its fiduciary duties, it votes on items after full discussion of 
the pros and cons of the relevant item/issue in a public meeting.  The Board’s fiduciary 
obligations include, but are not limited to the following: 
 
*The Duty of Care – To understand, to ask questions, to discuss he pros and cons of 
the items before voting on the items.  
  
*The Duty of Loyalty – To know the obligation to act as a fiduciary and to fulfill that 
obligation by voting on an item after public discussion and debate.   
 
*The Duty of Accountability – To diligently oversee the appropriate expenditures of the 
Richmond Rent Program and discuss in a public meeting before approving 
disbursement of funds. 
 
*The Duty of Transparency – To convey to the public, through discussion in a public 
meeting, detailed information about the item and also to convey the basis for the 
Board’s subsequent vote.  
 
RECOMMENDED ACTION:  
 
DIRECT Staff to read their Report at this meeting, Jan 15, 2025, for each contract 
previously approved at the November 20, 2024, Regular Meeting.  
 
DISCUSS the pros and cons of each contract.  Through detailed questions, each Board 
member will gain an understanding of the features of each contract and how each 
vendor was chosen.  In addition, this discussion will yield a strong knowledge about the 
process to issue contracts for Rent Program services.   
 
Most important, this discussion will inform the public that this Board takes seriously its 
role as a fiduciary and willingly fulfills the various duties required of a fiduciary, a sincere 
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demonstration to the citizens of Richmond the Board’s respect for its legal obligation to 
act as a fiduciary on their behalf. 
 
FISCAL IMPACT: 
 
There is no fiscal impact related to this item. 
 
DISCUSSION:  
 
Background 
 
On November 20, 2024, The Rent Board unanimously voted to approve Item I-1, a 
contract valued at $75,000.  In addition, the Rent Board voted 3 to 1, to approve Item I-2, 
a contract valued at $26,200. The vote approved $101,200. The vote is valid. 
 
The Staff report on Item 1 ended at 2:51:22. The unanimous vote was recorded at 
2:55:18. Board Chair Conner then alerted Staff, at 2:55:55, that only 11 mins were left.  
The Staff report on Item 2 ended at 3:02:40. The vote, 3-1 to approve, was taken at 
3:03:58.  There was no discussion by the Board of the pros and cons of either Contract.  
 
The Brown Act provides an open meeting format for the public to hear the discussion and 
debate among the Board members regarding the items at hand.  The residents of 
Richmond, the general public, gain valuable information through the Board’s discussion 
of the features of the contracts and allow for debate and questions to be asked and 
answered, and inform the public of the basis for the subsequent vote to approve or not 
approve. 
 
Discussion 
 
For each contract,  
(1) ask questions of Staff about features of the contract  
(2) discuss all aspects of the contract 
(3) discuss pros and cons to approve or not approve 
(4) debate any issues that raise concerns 
 
It might be helpful for each Board Member to consider the following question regarding 
their duty to vote as a Fiduciary:   What do you do when circumstances you did not 
create align to require you to choose between “keeping the flow of events moving 
forward” or stopping the flow to do your fiduciary duties as a Board Member? 
 
DOCUMENTS ATTACHED: 
 
Attachment 1 – Training Module for the Richmond Rent Board:  
General Board Duties and Responsibilities, Part One.  
Prepared by General Counsel Charles Oshinuga and presented to the Board,  
August,2024. 
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Attachment 2 – Item I-1, Approve a Contract not to exceed $75,000 with Project 

Sentinel to provide Legal Services to Richmond Landlords and Tenants, 
Richmond Rent Board Regular Meeting, November 20, 2024. 

 
Attachment 3 – Item I-2, Approve the Contract for interpretation services with Accent on 

Languages not to exceed $26,200 for Fiscal Year 2024-2025 prorated 
from the date the contract is executed, Richmond Rent Board Regular 
Meeting, November 20, 2024.  
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General Board Duties and 

Responsibilities
August 2024

ITEM G-2 
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What is a Board?

Definition: A board is an entity/body created by a legislation to execute a 

specific purpose. Boards are compromised of a group of elected or appointed 

people. Board’s often meet at a fixed time and place to discuss the issues that 

fall within its subject matter jurisdiction. 

Subject Matter Jurisdiction: The authority or power a board has over certain 

types of issues. The Rent Board’s primary legitimate purpose is to set and 

regulate rents as well as monitor evictions. In other words, the Rent Board has 

the authority/power to consider those Richmond landlord and tenant issues 

that reasonably relate to rents and/or evictions. 

2
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General Board Roles/Duties

 The Roles of a board generally fall into three categories:

1. Governance 

2. Strategic Direction

3. Accountability 

3
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  General Board Roles/Duties

Governance: One primary function of the Board is to govern rather than 

manage. Governing concerns itself with the big picture, rather than the day-to 

day operations. It is regularly understood as the setting of core policies, vision, 

and overall structure of the Board/Rent Program. It is goal orientated, but it 

does not design how the goal is achieved.   

Structure: Boards create their own structure to determine how it will function. 

For instance, rules that dictate when the board will meet, how it meets, where 

it meets, attendance, parliamentary rules, etc., all fall under a board’s proper 

exercise of governance. Boards may even structure how its agents (i.e Rent 

Program) operates. Determining whether the Rent laws are actively or 

passively enforced is one of the responsibilities of the Board.  

4
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    General Board Roles/Duties

Strategic Direction: Boards are responsible for determining how an agency 

grows. Whether that be financial growth or employee growth, Boards set goals 

to achieve certain growth of an agency. Financial monitoring is a primary 

function of a Board and requires serious commitment and scrutiny of the 

agency’s budget.   

Goals: In exercising its authority to espouse strategic direction, a Board may 

set goals for an agency to achieve. Rather than telling an agency how to 

achieve a goal (which is a function of management), boards set broad goals. 

After setting goals, a board then demands deliverables on a set basis as a way 

to measure to success an agency is having at achieving the goal.   

 

Ex. A board is concerned that its Chinese speaking population is not receiving 

its services. The Board sets a goal that the agency shall deliver services to at 

least 300 native speaking Chinese residents. The Board also requires the 

agency to report back on a quarterly basis with numbers showing how many 

native speaking Chinese residents called the agency, spoke to the agencies 

staff, engaged in the agency’s services, how many interpreters were used, the 

length of the conversation, etc. 

5
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   General Board Roles/Duties

Strategic Direction: When in doubt, ask yourself whether you are setting a goal 

or telling staff how to achieve the goal. You always want to be setting the 

goal. 

 

One analogy that may assist in understanding is to compare the Board and 

the agency to a taxi ride.  Here, the Board would be the passenger and the 

agency would be the taxi driver. The passenger sets the destination, and the 

driver chooses the best course. If the passenger is concerned that the trip is 

taking too long, the passenger can question the driver as to their progress. 

Likewise, the Board sets the goal, and the agency selects the best course of 

achieving the goal. The Board can ask for a progress report and the agency 

must deliver the requested report.   

6
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    General Board Roles/Duties

Accountability: Perhaps the most important of the three, Boards have a legal 

responsibility to provide oversight and accountability of the agency. They must 

make sure that the agency is adhering to law and that it is appropriately 

managing its assets. 

This means that Boards must be very familiar with its budget and diligently 

overseeing its expenditures. This is often achieved by having a 10-year 

financial plan in place, receiving quarterly updates that compare current 

financial positions with its 10-year financial plan, and making adjustments 

when necessary. As it relates to ensuring that the agency is adhering to law, 

the Board should receive legal counseling prior to making its decision. This 

does not mean that the Board should blindly follow counsel’s advice. Rather, 

this means that the Board should familiarize itself with an issue prior to that issue 

reaching a public meeting. That familiarization may lead to legal questions, 

which the Board should seek counsel’s advice prior to the public meeting. The 

Board should ask counsel difficult or otherwise informed follow up questions 

that are necessary to satisfy the Board’s inquiry. 
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   General Board Roles/Duties

Accountability: Boards also have the duty to hold its chief executive officer 

accountable through the evaluation process. The evaluation of its chief 

executive officer must be without bias or favor and must be informed. 

Typically, the Board may directly question, its chief executive officer but there 

may be exceptions under certain M.O.U’s. Regardless, a Board may measure 

the performance of its chief executive officer in many ways, such as:

1. Evaluation of that officer by their employees. 

2. Self-evaluation 

3. Whether the officer has met goals set by the Board.

4. The extent by which the deliverables on goals led to successful outcomes.

5. Preparedness of the officer during public meetings. 

6. How knowledgeable to officer is on the subject matter of the Board and 

agency. 

7. The financial position of the agency

8. Overall success of the agency

9. Any other factor the Board deems relevant. 

8
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  General Board Roles/Duties

The general Board rules and duties all flow from an obligation that the law 

places on all boards. That obligation is called fiduciary duty.

9
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Fiduciary Duty

 A Fiduciary is one in whom power has been entrusted for the benefit of 

others. As a public official, you a steward for the people and as such, as 

fiduciary. As a fiduciary, you carry five distinct duties: 

 Duty of Care

 Duty of Loyalty

 Duty of Impartiality

 Duty of Accountability

 Duty of Transparency (to preserve the public’s trust in government)

10
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Fiduciary Duty

 Duty of Care: Requires that the public official competently and faithfully 
execute the duties of the office. It is the duty to inform oneself as 
completely as possible to exercise sound judgments that protect a 
beneficiary’s interest. 

 Where the Board is a public body, the beneficiary is the public. In the case 
of the Rent Board, there beneficiaries are both landlords and tenants. 
Where the Board votes on issues without either reading or understanding 
the issues presented in the staff report, the Board potentially violates the 
duty of care. It is important to ask questions and explore areas of confusion 
prior to voting on an item. In maintaining the Duty of Care, its integral that 
the Board does not vote purely on ideological lines, but rather votes with a 
complete understanding of the issues, challenging positions where 
necessary. 

11
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Fiduciary Duty

 Duty of Loyalty: Absolute obligation to put the public’s interest before their 

own direct or indirect personal interests.

 As the saying goes, “one cannot serve two masters.” Board members 

cannot inject their personal interest into their decision making. The duty of 

loyalty is one that carries the most legal liability. Traditionally, the Duty of 

loyalty is breached where a board member has a conflict of interest and 

does not recuse themselves.  It can also be breached where a board 

member acts in bad faith. Think of bad faith as an intentional failure to act 

in the face of a known duty. For instance, if a Board member intentionally 

acts to undermine landlords or tenants' interest, or otherwise subverts the 

provisions or purpose of the Ordinance. 
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Fiduciary Duty

 Duty of Accountability: Ensure the Board/Program are adhering to law and 

ethics and manage/protect public assets in the best interest of the 

beneficiaries. 

 Boards must ensure that they are adhering to both ethics and law, which is 

typically achieved by seeking legal counsel. Additionally, Boards that 

manage public monies/assets have a duty to completely understand its 

budget and make decisions that are consistent with appropriate 

accounting principles. Decisions related to spending public funds should 

not be solely based on ideologies but rather must consider the solvency 

and 10-year financial projection of the agency. 
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Fiduciary Duty

 Duty of Transparency: The Board is held to a high standard of honesty and 

disclosure where permissible. 

 The Board must engage in debate and convey information to the public in 

an honest and open manner. This is typically achieved through the 

adherence of the Brown Act. Additionally, adhering to the Public Records 

Act ensures permissible disclosures of public documents.  

14
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Questions?

 Q&A: Now its your time to ask questions. Feel free to ask any questions 

related or unrelated to this presentation. Unlike a public meeting, your 

questions do not have to adhere to the four corners of this presentation. 

15
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440 Civic Center Plaza, Richmond, CA 94804-1630
Telephone: (510) 620-6576   Fax: (510) 307-8149   www.richmondrent.org

CITY OF RICHMOND RENT PROGRAM

DATE: November 20, 2024

TO: Chair Cantor and Members of the Rent Board

FROM: Nicolas Traylor, Executive Director

SUBJECT: Contract with Project Sentinel to Provide Legal Services to Richmond 
Landlords and Tenants

STATEMENT OF THE ISSUE:

At the June 26, 2023, Special Meeting of the Richmond Rent Board, the Board approved 
the Fiscal Year 2023-24 Rent Program budget.   The approved budget included $75,000 
to fund legal services to Richmond Landlords and Tenants.  Of particular note was the 
Board’s desire to address the many situations observed by Rent Program staff, where 
small rental property owners would attempt to terminate tenancies without proper legal 
advice resulting in improper eviction tactics, which lead to claims of harassment and 
illegal evictions. Such tactics can escalate into costly mistakes that threaten the financial 
stability of both the small property owners and their tenants. Furthermore, in June of 2023, 
the contract with Bay Area Legal Aid ended, creating a gap in legal services available for 
Richmond Landlord and Tenants.  After conducting a Request for Proposals in November
of 2023 with no potential vendors bidding, the Rent Program reached out to Project 
Sentinel to discuss a proposed contract to provide legal services to Richmond Landlords 
and Tenants. After several meetings to discuss a proposed legal services program, the 
Rent Program and Project Sentinel have negotiated a contract that will provide up to 20 
hours a week for an attorney to provide one-on-one legal services. 4 service activities
include: (1) Legal Advice, Consultation and Preparation; (2) Written Legal services; (3) 
Negotiation and Settlement; and (4) Other Resources.  

RECOMMENDED ACTION: 

APPROVE a contract, not to exceed $75,000 with Project Sentinel to provide legal 
services to Richmond Landlords and Tenants.

FISCAL IMPACT: The proposed contract will not exceed $75,000 per fiscal year. Since 
the contract would commence after July 1, funding shall be prorated from the time the 
contract begins until the end of the fiscal year. 

AGENDA REPORT
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DISCUSSION:  
 
Background 
 
At the May 15, 2023, Regular Meeting of the Rent Board, Executive Director, Nicolas 
Traylor, presented as one of the agency “Program Development” goals for fiscal year 
2023-24to provide legal services to Richmond Landlords and Tenants.  The proposed 
legal service had been contemplated by some Rent Board members in previous fiscal 
years after hearing from Richmond landlords speaking at public comment.  Richmond 
landlords, (particularly small rental property owners, who make up about 88% of all 
Richmond landlords) needed legal support to improve enforcement of and compliance 
with the Richmond Rent Ordinance.   
 
Proposed Landlord/Tenant Legal Services Program Aligns with the Richmond Rent 
Ordinance 
 
The purpose of the Richmond Rent Ordinance is to promote neighborhood and 
community stability, healthy house and affordability, through the regulating of those 
Landlord/Tenant matters that reasonably relate to rents and evictions, while ensuring a 
Landlord right to a fair return. Enforcement of the Rent Ordinance necessitates Richmond 
Landlords who understand and follow the requirements of the Rent Ordinance.  Providing 
legal services to both Richmond Landlords and Tenants, including legal advice helps both 
the Landlord and the Tenant from violating the law, avoiding costly mistakes that result 
from poorly informed, and inadequately strategized decision-making with significant legal 
implications around Landlord/Tenant matters relating to rents and evictions. 
 
The proposed Landlord/Tenant Legal Services Program would align with the above stated 
purpose of the Rent Ordinance to provide legal support for both Landlord and Tenants to 
improve compliance and enforcement of the Rent Ordinance.  Rent Program staff are 
prohibited from providing legal advice to either Landlord and Tenants   and advocate for 
either party. Giving out legal advice means offering guidance or recommendations on how 
a person should handle a specific legal situation or issue based on the law. Legal advice 
often involves interpreting laws, explaining rights and obligations, and recommending 
actions for a particular case. It requires a deep understanding of the law and is usually 
provided by a licensed attorney. While Rent Program staff can provide legal information 
about the law or legal procedures that is not specific to anyone’s situation, they cannot 
tell a Landlord or Tenant what to do or provide strategy in a legal case or situation.   While, 
the proposed Landlord/Tenant Legal Services Program would not entail the contracted 
attorney representing either party in court, it would require providing legal assistance that 
would help mitigate legal disputes.  The proposed program makes available the following 
scope of services as described in Exhibit A of the contract: 
 
A dedicated 20-hour a week contracted attorney to be jointly interviewed, hired, and 
trained by Project Sentinel and the Rent Program would perform the following activities: 
 

1. Activity No. 1 - Legal Advice and Consultation 
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a. Contractor shall provide consultations, legal advice, and legal advocacy 

on pertinent legal issues and procedures that implicate the Fair Rent, Just 
Cause, and Homeowner Protection Ordinance (hereinafter, “Rent 
Ordinance”) .  “Legal issues” shall mean those issues that reasonably 
relate to the regulatory purpose of the Rent Ordinance. The regulatory 
purpose the Rent Ordinance is to regulate those landlord/tenant matters 
that reasonably concern rents and/or evictions, while maintaining a 
landlord’s right to a Fair Return. These issues include, but are not limited 
to the following: evictions, rent, habitability, security deposits, relocation, 
etc.     

b. Contractor shall provide consultations and legal advice to eligible 
participants concerning Notices of Termination and/or Unlawful Detainers. 
Such legal advice may concern issues related to statutory requirements 
concerning Notices of Termination, explanation of the Unlawful Detainer 
process, substantive requirements of proof in an Unlawful Detainer 
proceeding, etc. The Contractor, may, but is not required to advise on the 
strength or weakness of a Notice of Termination and/or Unlawful Detainer. 
Moreover, Contractor, may, but is not required to, aid an eligible 
participant in preparing for an Unlawful Detainer court appearance.   
 

2. Activity No. 2 - Written Legal Services 
 

a. Contractor shall provide letter writing services to eligible participants. 
Writing services shall be limited to those instances where an eligible 
participant is seeking to inform either a Landlord/Tenant of their rights and 
obligations under the Rent Ordinance and other related laws. Any letter 
sent on behalf of an eligible participant shall include both a succinct 
recitation of the pertinent facts, and correct citations of law. Contractor is 
not required to respond to any letter received in response to the 
Contractor’s initial letter. Finally, Contractor shall avoid any conflicts of 
interest that may arise while dealing with the parties.   

b. Contractor shall assist eligible participants in preparing and reviewing 
Rent Board required documents. Such documents shall include but are 
not limited to, Rent Program petitions, rent increase notices, registration 
forms, etc. Notwithstanding the above, Contractor shall have the discretion 
to refuse or assist in the preparation and/review of Maintenance of Net 
Operating Income Forms.   

 
3. Activity No. 3 - Negotiation and Settlement 

 
a. Occasionally, the Rent Program may refer to Contractor a mediation 

matter. Contractor shall mediate only those matters referred to Contractor 
for mediation. Where contractor mediates a matter, such mediation must 
be completed within four hours. If the contractor deems it necessary, the 
Contractor may ask the Executive Director to extend the mediation to a 
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length not to exceed an additional 4hrs. If mediation cannot be completed 
within 8hrs, Contractor shall inform the parties that the mediation is 
terminated without resolution. Prior to releasing the parties, Contractor 
shall inform the parties of any existing rights they may have under the 
administrative process of the Rent Board. Where mediation is conducted, 
Contractor is prohibited from mediating the following issues: 
 

 Cases where an eviction notice has been filed or served on a Tenant.  
 Relocation Payment amounts cannot be negotiated below the required level. 
 Maximum Allowable Rent, unless otherwise authorized to do so by the Executive 

Director. 
 Buyout Agreements, Cash for Keys, or other instances concerning the tenant 

permanently vacating the Rental Unit. 
 Subtenant/Master-Tenant conflicts, unless the landlord is a party to the issue. 
 If at any time either party is represented by an attorney.  

 
4.  Activity No. 4 - Other Resources 

 
a. Contractor may provide referrals to participants where, in the Contractor’s 

judgment, additional or more appropriate resources are required.  This 
includes but is not limited to guidance on where to find more assistance 
such as legal aid organizations, pro-bon service or how to find and 
procure private law firms and/or attorneys. 

 
A. Dedicated Legal Capacity   
 
Contractor shall provide an Attorney that shall have the full-time equivalent of a 0.5 FTE 
(Based on a 37.5-hour work week which results in approximately 20 hours per week) 
dedicated to Richmond cases to fulfill the terms of this agreement and serve eligible 
participants.    
 
B. Training and Approval 
 
Prior to commencing services, Attorney must be interviewed by Rent Program Legal 
Staff for review of qualifications and experience required for Activities outlined above. 
Additionally, attorney shall participate in an initial training program led by Rent Program 
Legal Staff.  Such training shall include an overview of Rent Program Services, Rent 
Ordinance,  and Rent Board Regulations. Ongoing training may be required or 
requested as necessary. 
 
C. Limitations and Parameters for Legal Services 
 

1. Contractor’s initial services are by appointment only and must be initiated 
through a Rent Program referral.  Referrals may only be obtained after speaking 
to designated Rent Program staff. 

2. Participants must sign a waiver form with a disclaimer developed by Contractor 
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and approved by the Executive Director, prior to receiving services. The 
disclaimer shall state that the Attorney is not their personal or full-time attorney 
and is only providing a limited service that does not go beyond their scheduled 
and agreed upon session(s).  The waiver form must be signed prior to any 
appointment being scheduled and shall be part of the intake process conducted 
by Rent Program housing counselors. 

3. Sessions are limited to 45 minutes but may be extended at the discretion of the 
assigned attorney. 

4. Participants are generally limited to two (2) sessions per month.  However, the 
assigned attorney retains discretion to provide additional sessions as they deem 
necessary. 

5. Under no circumstance shall the attorney allow any participant(s) to reserve 
and/or use their time unreasonably to the exclusion of others.  Attorney shall, at 
all times, attempt to serve as many participants as possible in a fair and equitable 
manner.  

6. Attorney shall avoid conflicts of interest that may arise when providing legal 
services to eligible participants.  

7. Attorney has discretion to end any session or discontinue service at any time so 
long as basis for severance is reasonable. 

 
D. Measurement  

 
To measure the success of this service plan, Contractor will track the following: 
 

1. The number of participants (which includes unduplicated and duplicated 
participants) served during the duration of this Contract.  

 
2. The categories of encountered legal issues, service provided concerning the 

legal issue, and if known, the outcome of those issues.  
3. Approximate duration (minutes/hours) of performing each of the services 

rendered on behalf of the eligible participant.  
 

4. Type of property (Single Family home, multi-unit, etc., rent control or partially 
controlled. 
 

5. For each eligible participant, Whether they are a landlord, tenant, or 
representative/advocate thereof, address, race/ethnicity (optional), language or 
other access to justice issues, monthly income and source, household size 
information (for tenant participants), monthly rent (of tenant), security deposit, 
last time rent was paid/accepted, the type of notice the Tenant received, a 
description of the housing problem, and the client’s goals. These reports shall 
have client names, addresses and other key identifying information redacted as 
necessary to preserve attorney/client privilege and client confidentiality.  

 
6. The Rent Program reserves the right to dispute and request further 

documentation and/or clarification regarding reported hours if they appear 
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unreasonable or otherwise not in conformance with the goals and requirements 
of this contract. 

 
E.       Reports  

 
1. Contractor shall submit monthly reports (attached to all invoices) detailing the 

number of eligible participants served and pertinent data regarding their 
properties (for Landlords) or tenancies (for Tenants), and demographics (such as 
race/ethnicity). Such reports should summarize which activity (i.e. Activity 1 
through 4) were performed and what was the legal issue or inquiry These reports 
shall have client names and addresses redacted to preserve attorney/client 
privilege, with full records maintained at Contractors’ office for review if 
necessary. 
 

2. At a minimum, Attorney shall meet each quarter (every 3 months) with Rent 
Program staff to review progress of program and services. The Executive 
Director may require Attorney to meet more than once within a three (3) month 
period. 
 

3. Upon request from Rent Program’s management team, contractors shall conduct 
at least one presentation annually prior to the expiration of the current contract to 
the Richmond Rent Board when the Board votes to renew the Contract that 
reports on the full scope of services and to respond to questions the Board may 
have. 
 

Background on Project Sentinel 
 

Project Sentinel (www.housing.org), based in Santa Clara, California, is a nonprofit 
organization dedicated to promoting fair housing and resolving housing-related 
disputes. Their mission is to assist individuals and communities in preventing housing 
discrimination and ensuring compliance with fair housing laws. They focus on fostering 
equal opportunity in housing by educating both tenants and landlords about their rights 
and responsibilities under federal, state, and local fair housing regulations. 
 
Project Sentinel works with several cities across Northern California, particularly in the 
San Francisco Bay Area and surrounding regions. Some of the key cities and areas 
they serve include: 
 

 Santa Clara 
 San José (has rent ordinance/Rent Program) 
 Palo Alto 
 Mountain View (has rent ordinance/Rent Program) 
 Sunnyvale 
 Gilroy 
 Redwood City 
 Milpitas 
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 Fremont 
 Union City 
 Cupertino 
 Daly City 
 Menlo Park 

 
Project Sentinel currently works with several local jurisdictions that have rent control 
and just cause for eviction ordinances, providing a variety of services, including 
mediation, dispute resolution, and legal and public information services for landlords 
and tenants. 
 
Proposed Timeline 
 
Upon approval by the Board, the Landlord/Tenant Legal Services Program is anticipated 
to start in January of 2025.  Before legal services can be provided, the Rent Program 
requires approximately 4-6 weeks for training, creation of internal processes and 
procedures, developing forms, and completing other essential start-up tasks. 
 
DOCUMENTS ATTACHED: 
 
Attachment 1 – Contract with Project Sentinel to provide Landlord/Tenant Legal 

Services 
 
Attachment 2 –Project Sentinel website homepage 
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CITY OF RICHMOND RENT BOARD
STANDARD CONTRACT

Department: Rent Program Project Manager: Nicolas Traylor

Project Manager E-mail:
nicolas_traylor@ci.richmond.ca.us

Project Manager Phone No: 620-6564

Vendor No:                    PR No: P.O./Contract No:

Description of Services: Attorney to provide legal services to Richmond Landlords and Tenants.

The parties to this STANDARD CONTRACT do mutually agree and promise as follows:

1. Parties. The parties to this Contract are the City of Richmond Rent Board (herein referred to 
as the “City”) and the following named Contractor:

Company Name: Project Sentinel                                 

Street Address: 

City, State, Zip Code: 

Contact Person:

Telephone:                          Email: 

Business License No:                                 Expiration Date:

A California [ ] corporation, [ ] limited liability corporation [ ] general partnership, [ ] limited 
partnership, [ ] individual, [ X ] non-profit corporation,
[ ] individual dba as [specify:]                                      ,
[ ] other [specify:]         

     
2.  Term. The effective date of this Contract is November_______2024, and it terminates June 

30, 2025, unless terminated as provided herein.

3.  Payment Limit. City’s total payments to Contractor under this Contract shall not exceed 
$75,000. City shall not pay for services that exceed the Contract Payment Limit unless a 
contract amendment has been approved by the Rent Board or Executive Director.

4.  Contractor’s Obligations. Contractor shall provide those services and carry out that work 
described in the Service Plan (Exhibit A) which is attached hereto and is incorporated herein 
by reference, subject to all the terms and conditions contained or incorporated herein.

5.  City Obligations. City shall make to the Contractor those payments described in the Payment 
Provisions (Exhibit B) which are attached hereto and are incorporated herein by reference,
subject to all the terms and conditions contained or incorporated herein.
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6.  Authorized Representatives and Notices.  This Contract is subject to the Authorized 
Representatives and Notices Provisions (Exhibit C) which are attached hereto and are 
incorporated herein by reference. 

7.  General Conditions. This Contract is subject to the General Conditions 
           (Exhibit D) which are attached hereto and are incorporated herein by reference, subject to all

the terms and conditions contained or incorporated herein.

8.  Special Conditions.  This Contract is subject to the Special Conditions (Exhibit E) (if any) which 
are attached hereto and are incorporated herein by reference, subject to all the terms and 
conditions contained or incorporated herein. 

9.  Insurance Provisions. This Contract is subject to the Insurance Provisions (Exhibit F) which 
are attached hereto and are incorporated herein by reference.

10. Signatures. These signatures attest the parties' Contract hereto:

RENT PROGRAM CONTRACTOR:

By:  
(* The Corporation Chairperson of the Board, President or Vice 
President should sign below)

                   
Title: Executive Director By:

I hereby certify that this Contract                               Title:
has been approved by the Rent Board       
or the Executive Director.                     Date Signed:

By:

Board Clerk
(* The Corporation Chief Financial Officer, Secretary or Assistant 

Secretary should sign below)
Approved as to form:       

By:

By: Title:
             

Board General Counsel
Date Signed:

                       
(NOTE:  Pursuant to California Corporations Code Section 313, 
if Contractor is a corporation or nonprofit organization, this 
Contract (1) must be signed by (a) the Chairperson of the Board, 
President or Vice-President and (b) the Secretary any Assistant 
Secretary, the Chief Financial Officer or any Assistant Treasurer.

LIST OF ATTACHMENTS:
Service Plan                    Exhibit A
Payment Provisions       Exhibit B
Authorized Representatives and Notices Exhibit C
General Conditions          Exhibit D
Special Conditions           Exhibit E
Insurance Provisions      Exhibit F

Standard Contract/EJ/TE 9-26-07
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EXHIBIT A
SERVICE PLAN

A. Scope of Services:

For purposes of this Service plan an eligible participant shall be a tenant who 
currently rents rental property in Richmond or a rental property owner who 
currently owns and operates rental property in Richmond.  For all Activities 
below, Contractor shall provide services within the parameters as outline in 
Section 1(a).  Contractor shall employ an attorney licensed in the State of 
California to provide and perform the services in a satisfactory and proper 
manner as determined by either the RENT BOARD and/or Executive Director
of the Richmond Rent Program, and in accordance with the terms and 
conditions of this Contract, as described below:

1. Activity No. 1 - Legal Advice and Consultation

a. Contractor shall provide consultations, legal advice, and legal 
advocacy on pertinent legal issues and procedures that implicate the 
Fair Rent, Just Cause, and Homeowner Protection Ordinance 
(hereinafter, “Rent Ordinance”) .  “Legal issues” shall mean those 
issues that reasonably relate to the regulatory purpose of the Rent 
Ordinance. The regulatory purpose the Rent Ordinance is to regulate 
those landlord/tenant matters that reasonably concern rents and/or 
evictions, while maintaining a landlord’s right to a Fair Return. These 
issues include, but are not limited to the following: evictions, rent,
habitability, security deposits, relocation, etc.    

b. Contractor shall provide consultations and legal advice to eligible 
participants concerning Notices of Termination and/or Unlawful 
Detainers. Such legal advice may concern issues related to statutory 
requirements concerning Notices of Termination, explanation of the 
Unlawful Detainer process, substantive requirements of proof in an 
Unlawful Detainer proceeding, etc. The Contractor, may, but is not 
required to advise on the strength or weakness of a Notice of 
Termination and/or Unlawful Detainer. Moreover, Contractor, may, 
but is not required to, aid an eligible participant in preparing for an 
Unlawful Detainer court appearance.  

2. Activity No. 2 - Written Legal Services

a. Contractor shall provide letter writing services to eligible participants.
Writing services shall be limited to those instances where an eligible 
participant is seeking to inform either a Landlord/Tenant of their rights 
and obligations under the Rent Ordinance and other related laws. 
Any letter sent on behalf of an eligible participant shall include both a 
succinct recitation of the pertinent facts, and correct citations of law.
Contractor is not required to respond to any letter received in 
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response to the Contractor’s initial letter. Finally, Contractor shall 
avoid any conflicts of interest that may arise while dealing with the 
parties. 

b. Contractor shall assist eligible participants in preparing and reviewing 
Rent Board required documents. Such documents shall include but 
are not limited to, Rent Program petitions, rent increase notices, 
registration forms, etc. Notwithstanding the above, Contractor shall 
have the discretion to refuse or assist in the preparation and/review 
of Maintenance of Net Operating Income Forms.  

3. Activity No. 3 - Negotiation and Settlement

a. Occasionally, the Rent Program may refer to Contractor a mediation 
matter. Contractor shall mediate only those matters referred to 
Contractor for mediation. Where contractor mediates a matter, such 
mediation must be completed within four hours. If the contractor 
deems it necessary, the Contractor may ask the Executive Director to 
extend the mediation to a length not to exceed an additional 4hrs. If 
mediation cannot be completed within 8hrs, Contractor shall inform 
the parties that the mediation is terminated without resolution. Prior to 
releasing the parties, Contractor shall inform the parties of any 
existing rights they may have under the administrative process of the 
Rent Board. Where mediation is conducted, Contractor is prohibited 
from mediating the following issues:

Cases where an eviction notice has been filed or served on a Tenant. 
Relocation Payment amounts cannot be negotiated below the required level.
Maximum Allowable Rent, unless otherwise authorized to do so by the 
Executive Director.
Buyout Agreements, Cash for Keys, or other instances concerning the 
tenant permanently vacating the Rental Unit.
Subtenant/Master-Tenant conflicts, unless the landlord is a party to the 
issue.
If at any time either party is represented by an attorney.

4. Activity No. 4 - Other Resources

a. Contractor may provide referrals to participants where, in the 
Contractor’s judgment, additional or more appropriate resources are 
required.  This includes but is not limited to guidance on where to find 
more assistance such as legal aid organizations, pro bono service or 
how to find and procure private law firms and/or attorneys.

B. Dedicated Legal Capacity

Contractor shall provide an Attorney that shall have the full-time equivalent of a 0.5 
FTE (Based on a 37.5-hour work week which results in approximately 20 hours per 
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week) dedicated to Richmond cases to fulfill the terms of this agreement and serve 
eligible participants.

C. Training and Approval

Prior to commencing services, Attorney must be interviewed by Rent Program 
Legal Staff for review of qualifications and experience required for Activities 
outlined above. Additionally, attorney shall participate in an initial training program 
led by Rent Program Legal Staff.  Such training shall include overview of Rent 
Program Services, Rent Ordinance, and Rent Board Regulations. Ongoing training 
may be required or requested as necessary.

D. Limitations and Parameters for Legal Services

1. Contractor’s initial services are by appointment only and must be initiated 
through a Rent Program referral.  Referrals may only be obtained after 
speaking to designated Rent Program staff.

2. Participants must sign a waiver form with a disclaimer developed by 
Contractor and approved by the Executive Director, prior to receiving 
services. The disclaimer shall state that the Attorney is not their personal or 
full-time attorney and is only providing a limited service that does not go 
beyond their scheduled and agreed upon session(s).  The waiver form must 
be signed prior to any appointment being scheduled and shall be part of the 
intake process conducted by Rent Program housing counselors.

3. Sessions are limited to 45 minutes but may be extended at the discretion of 
the assigned attorney.

4. Participants are generally limited to two (2) sessions per month.  However, 
the assigned attorney retains discretion to provide additional sessions as 
they deem necessary.

5. Under no circumstance shall the attorney allow any participant(s) to reserve 
and/or use their time unreasonably to the exclusion of others.  Attorney 
shall, at all times, attempt to serve as many participants as possible in a fair 
and equitable manner. 

6. Attorney shall avoid conflicts of interest that may arise when providing legal 
services to eligible participants. 

7. Attorney has discretion to end any session or discontinue service at any 
time so long as basis for severance is reasonable.

E. Measurement

To measure the success of this service plan, Contractor will track the following:

1. The number of participants (which includes unduplicated and duplicated 
participants) served during the duration of this Contract. 

2. The categories of encountered legal issues, service provided concerning the 
legal issue, and if known, the outcome of those issues. 
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3. Approximate duration (minutes/hours) of performing each of the services
rendered on behalf of the eligible participant.

4. Type of property (Single Family home, multi-unit, etc., rent control or 
partially controlled.
 

5. For each eligible participant, Whether they are a landlord, tenant, or 
representative/advocate thereof, address, race/ethnicity (optional), language 
or other access to justice issues, monthly income and source, household 
size information (for tenant participants), monthly rent (of tenant), security 
deposit, last time rent was paid/accepted, the type of notice the Tenant 
received, a description of the housing problem, and the client’s goals. These 
reports shall have client names, addresses and other key identifying 
information redacted as necessary to preserve attorney/client privilege and 
client confidentiality. 

6. The Rent Program reserves the right to dispute and request further 
documentation and/or clarification regarding reported hours if they appear 
unreasonable or otherwise not in conformance with the goals and 
requirements of this contract.

F.       Reports
 

1. Contractor shall submit monthly reports (attached to all invoices) detailing 
the number of eligible participants served and pertinent data regarding their 
properties (for Landlords) or tenancies (for Tenants), and demographics
(such as race/ethnicity). Such reports should summarize which activity (i.e.
Activity 1 through 4) were performed and what was the legal issue or inquiry
These reports shall have client names and addresses redacted to preserve 
attorney/client privilege, with full records maintained at Contractors’ office for 
review if necessary.

2. At a minimum, Attorney shall meet each quarter (every 3 months) with Rent 
Program staff to review progress of program and services. Executive 
Director may require Attorney to meet more than once within a three (3) 
month period.

3. Upon request from Rent Program’s management team, contractors shall 
conduct at least one presentation annually prior to the expiration of the 
current contract to the Richmond Rent Board when the Board votes to 
renew the Contract that reports on the full scope of services and to respond 
to questions the Board may have.
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EXHIBIT B
PAYMENT PROVISIONS

{PLEASE NOTE THAT THE RENT PROGRAM SHALL NOT PAY FOR 
SERVICES THAT EXCEED THE CONTRACT PAYMENT LIMIT 
UNLESS A CONTRACT AMENDMENT HAS BEEN APPROVED BY 
THE RENT BOARD OR EXECUTIVE DIRECTOR}

1. Provided Contractor is not in default under this Contract, Contractor shall be 
compensated as provided below. 

2. Any and all payments made pursuant to this Contract shall be subject to 
the Contract Payment Limit.  The Payment Limit includes expenses 
(phones, photocopying, meals and travel, etc.) Invoices shall be 
adequately detailed, based on accurate records, and be in a form 
reasonably satisfactory to the City. Contractor may be required to 
provide back-up material upon request.

 
3. Project Sentinel will be compensated $75,000 per fiscal year, and will 

submit monthly invoices (attached with the monthly reports) in
accordance with Exhibit B.  The “fiscal year” is defined as being from 
July 1 through June 30 of the following year.  Should the contract start 
after July 1, funding shall be pro-rated from the time contract begins until 
end of fiscal year.  With this funding, Project Sentinel shall anticipate 
serving for a minimum of 20 hours per week for Richmond Landlords and 
Tenants. 

4. Contractor shall submit timely invoices to the following address:

Attention: City of Richmond Finance Department - Accounts Payable 

Project Manager:

Nicolas Traylor or designated Rent Program Staff

P.O. Box 4046

Richmond, CA 94804

                                                                                              
5. All invoices that are submitted by Contractor shall be subject to the 

approval of the City Project Manager, Nicolas Traylor or designated staff,
before payments shall be authorized.

6. The City will pay invoice(s) within 45 days after completion of services to 
the City satisfaction.  The City shall not pay late fees or interest. 

7. A Richmond business license shall be obtained before any payment 
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under this Contract shall be authorized and the business license must be 
kept current during the term of this Contract for payments to continue to 
be authorized.

8. All insurance coverage required by this Contract shall be provided by the 
Contractor before this Contract shall be executed by the City.  The
insurance coverage must be kept current during the term of this Contract
for payments to continue to be authorized.
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EXHIBIT C
AUTHORIZED REPRESENTATIVES AND NOTICES

1. Notices. All notices, demands, statements, or communications provided 
for by this Contract shall be in writing and may be delivered by deposit in 
the United States mail, postage prepaid.  Notices to the City shall be 
addressed to the Department Head and (as delineated below in section 
1.1) to the project manager responsible for the administration of or the
supervision of the scope of work under this Contract.  Notices to the 
Contractor shall be addressed to the party designated by Contractor (as 
delineated below in section 1.2).  Notice shall be deemed delivered (a) 
upon personal delivery; (b) as of the fifth business day after mailing by 
United States certified mail, postage prepaid, addressed to the proper 
party; or (c) as of 12:00 p.m. on the second business day immediately 
after the day it is deposited with and accepted by Federal Express, or a 
similar overnight courier service, addressed to the proper party and 
marked for next business day morning delivery.  For the purposes of this 
Contract, a "business day" means any day Monday through Friday that is 
not a holiday recognized by the federal government or the State of 
California.

1. 1    City hereby designates as its Authorized Representative the 
Project Manager whose name and address are as follows:

Nicolas Traylor

City Of Richmond Rent Program

440 Civic Center Plaza, Suite 200

Richmond, CA 94804

1. 2   CONTRACTOR hereby designates as its Authorized 
Representative the Project Manager whose name and address 
are as follows:
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EXHIBIT D
GENERAL CONDITIONS

1. Independent Contractor. Contractor acknowledges, represents and 
warrants that Contractor is not a regular or temporary employee, joint 
ventures or partner of the City, but rather an independent Contractor.  This 
Contract shall not be construed to create an agency, servant, employee, 
partnership, or joint venture relationship. As an independent Contractor, 
Contractor shall have no authority to bind City to any obligation or to act
as City's agent except as expressly provided herein.  Due to the 
independent Contractor relationship created by this Contract, City shall not 
withhold state or federal income taxes, the reporting of which shall be 
Contractor's sole responsibility.

2. Brokers. Contractor acknowledges, represents and warrants that 
Contractor has not hired, retained or agreed to pay any entity or person 
any fee, commission, percentage, gift, or any other consideration, 
contingent upon or resulting from the award or making of this Contract.

3. City Property. The rights to applicable plans, drawings, reports, 
calculations, data, specifications, videos, graphics or other materials 
prepared for or obtained pursuant to this Contract, which, upon request, 
are to be delivered to City within a reasonable time, shall be deemed
assigned to City. If applicable, Contractor shall prepare check prints upon 
request. Notwithstanding the foregoing, Contractor shall not be obligated 
to provide to City proprietary software or data which Contractor has 
developed or had developed for Contractor's own use; provided, however, 
that Contractor shall, pursuant to Section 15 below, indemnify, defend and 
hold harmless City from and against any discovery or Public Records Act 
request seeking the disclosure of such proprietary software or data.

4. Patents, Trademarks, Copyrights and Rights in Data. Contractor shall not 
publish or transfer any materials, discoveries, developments, concepts, 
designs, ideas, know how, improvements, inventions and/or original works 
of authorship resulting from activities supported by this Contract without
the express prior written consent of the City Manager.  If anything resulting 
from activities supported by this Contract is patentable, trademarkable, 
copyrightable or otherwise legally protectable, City reserves the exclusive 
right to seek such intellectual property rights. Notwithstanding the 
foregoing, Contractor may, after receiving City's prior written consent,
seek patent, trademark, copyright or other intellectual property rights on 
anything resulting from activities supported by this Contract. However, 
City reserves, and Contractor irrevocably grants, a nonexclusive, fully 
paid-up, royalty-free, assumable, perpetual, worldwide license, with the
right to transfer, sublicense, practice and exploit said license and the right 
to make, have made, copy, modify, make derivative works of, use, sell,
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import, and otherwise distribute under all applicable intellectual properties 
without restriction of any kind said license.

Contractor further agrees to assist City, at City's expense, in every proper 
way to secure the City’s rights in any patents, trademarks, copyrights or 
other intellectual property rights relating thereto, including the disclosure to 
City of all pertinent information and data with respect thereto. Contractor 
shall also assist City in the execution of all applications, specifications, 
oaths, assignments, recordation, and all other instruments which City
shall deem necessary in order to apply for, obtain, maintain and transfer 
such rights, or if not transferable, to waive such rights. Contractor shall 
further assist City in the execution of all applications, specifications, oaths, 
assignments, recordation and all other instruments which City shall deem 
necessary in order to assign and convey to City, and any assigns and 
nominees the sole and exclusive right, title and interest in and to any 
patents, trademarks, copyrights or other intellectual property rights relating 
thereto. Contractor further agrees that its obligation to execute or cause
to be executed, when it is in Contractor's power to do so, any such 
instruments or papers shall continue during and at all times after the end
of Contractor's services and until the expiration of the last such intellectual
property right. Contractor hereby irrevocably designates and appoints
City, and its duly authorized officers, agents and servants, as its agent and 
attorney-in-fact, to act for and in its behalf and stead to execute and file
any such applications and to do all other lawfully permitted acts to further 
the application for, prosecution, issuance, maintenance or transfer of
letters of patents, copyright and other registrations. This power of attorney 
is coupled with an interest and shall not be affected by Contractor's 
subsequent incapacity.

5. Inspection. Contractor's performance, place of business and records 
pertaining to this Contract are subject to monitoring, inspection, review 
and audit by authorized representatives of the CITY, the State of 
California, and the United States Government.

If the project or services set forth in Exhibit A shall be performed on City or 
other public property, City shall have the right to inspect such work without 
notice. If such project or services shall not be performed on City or other 
public property, City shall have the right to inspect such work upon 
reasonable notice.

6. Services. The project or services set forth in Exhibit A shall be performed 
to the full satisfaction and approval of City. In the event that the project or 
services set forth in Exhibit A are also itemized by price, City, in its sole 
discretion, may, upon notice to Contractor, delete certain items or services 
set forth in Exhibit A, in which case there shall be a corresponding
reduction in the amount of compensation paid to Contractor.
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Contractor shall, at its own cost and expense, furnish all facilities and 
equipment necessary for Contractor to complete the project or perform the 
services required herein, unless otherwise provided in Exhibit A.

7. Records. Contractor shall keep and make available for inspection and 
copying by authorized representatives of the City, the State of California, 
and the United States Government, the Contractor's regular business 
records and such additional records pertaining to this Contract as may be 
required by the City.

Contractor shall retain all documents pertaining  to  this Contract  for  a period 
of five (5) years after this Contract's termination (or for any further period that 
is required by law) and until all Federal or State audits are complete and 
exceptions resolved for this contract's funding period. Upon request, 
CONTRACTOR shall make these records available to authorized 
representatives of the CITY, the State of California, and the United States 
Government.

Contractor shall keep full and detailed accounts, maintain records, and 
exercise such controls as may be necessary for proper financial 
management under this Contract.  The Contractor’s accounting and 
control systems shall be satisfactory to City.  Contractor's accounting 
systems shall conform to generally accepted accounting principles and all
records shall provide a breakdown of total costs charged under this 
Contract, including properly executed payrolls, time records, utility bills, 
invoices and vouchers. The City shall be afforded prompt access to 
Contractor's records, books, and Contractor shall preserve such project 
records for a period of at least five  (5 years after the termination of this 
Contract , or for such longer period as may be required by law.

Contractor shall permit City and its authorized representatives and 
accountants to inspect, examine and copy Contractor's books, records, 
accounts, correspondence, instructions, drawings, receipts, subcontracts, 
purchase orders, vouchers, memoranda and other data relating to the 
project or services set forth in Exhibit A, and any and all data relevant to 
this Contract at any reasonable time for the purpose of auditing and 
verifying statements, invoices, or bills submitted by Contractor pursuant to 
this Contract and shall provide such assistance as may be reasonably 
required in the course of such inspection. Contractor shall also allow City 
access to the record keeping and accounting personnel of Contractor.
City further reserves the right to examine and re-examine said books, 
records, accounts, and data during the five  (5-year period following the 
termination of this Contract; and Contractor shall in no event dispose of, 
destroy, alter, or mutilate said books, records, accounts, and data in any 
manner whatever for five (5 years after the termination of this Contract.

ITEM I-1 
ATTACHMENT 1



Pursuant to California Government Code § 10527, the parties to this 
Contract shall be subject to the examination and audit of representatives 
of the Auditor General of the State of California for a period of three (3) 
years after final payment under this Contract. The examination and audit 
shall be confined to those matters connected with the performance of this 
Contract including, but not limited to, the cost of administering this 
Contract.

8. Changes and Extra Work. All changes and/or extra work under this
Contract shall be performed and paid for in accordance with the following:

Only the City Council or the City Manager may authorize extra and/or 
changed work. Contractor expressly recognizes that other City personnel 
are without authorization to either order extra and/or changed work or 
waive contract requirements.  Failure of Contractor to secure the 
authorization for such extra and/or changed work shall constitute a waiver 
of any and all right to adjustment in contract price due to such 
unauthorized work and Contractor thereafter shall be entitled to no 
compensation whatsoever for performance of such extra and/or changed 
work.

If Contractor is of the opinion that any work which Contractor has been 
directed to perform is beyond the scope of this Contract and constitutes 
extra work, Contractor shall promptly notify City of the fact. The City shall 
make a determination as to whether or not such work is, in fact, beyond 
the scope of this Contract and constitutes extra work.  In the event that 
City determines that such work does constitute extra work, City shall 
provide extra compensation to Contractor on a fair and equitable basis. A
change order or Contract Amendment providing for such compensation for 
extra work shall be negotiated between City and Contractor and executed 
by Contractor and the appropriate City official.

In the event City determines that such work does not constitute extra
work, Contractor shall not be paid extra compensation above that provided 
herein and if such determination is made by City staff, said determination 
may be appealed to the City Council; provided, however, a written appeal 
must be submitted to the City Manager within five (5) days after the staff's 
determination is sent to Contractor.  Said written appeal shall include a 
description of each and every ground upon which Contractor challenges 
the staff's determination.

9. Additional Assistance. If this Contract requires Contractor to prepare
plans and specifications, Contractor shall provide assistance as necessary to 
resolve any questions regarding such plans and specifications that may arise 
during the period of advertising for bids, and Contractor shall issue
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any necessary addenda to the plans and specifications as requested. In 
the event Contractor is of the opinion that City's requests for addenda and 
assistance is outside the scope of normal services, the parties shall 
proceed in accordance with the changes and extra work provisions of 
Section 8 of these General Conditions.

10.Professional Ability. Contractor acknowledges, represents and warrants 
that Contractor and its employees are skilled and able to competently 
provide the services hereunder, and possess all professional licenses, 
certifications, and approvals necessary to engage in their occupations.
City has relied upon the professional ability and training of Contractor as a
material inducement to enter into this Contract.  Contractor shall perform
in accordance with generally accepted professional practices and 
standards of Contractor's profession. In the event that City, in its sole 
discretion, desires the removal of any person employed or retained by 
Contractor to perform services hereunder, such person shall be removed 
immediately upon receiving notice from City.

11.Business License. Contractor shall obtain a Richmond Business License 
before performing any services required under this Contract.  The failure 
to so obtain such license shall be a material breach of this Contract and 
grounds for immediate termination by City; provided, however, that City 
may waive the business license requirement in writing under unusual or 
extraordinary circumstances without necessitating any modification of this 
Contract to reflect such waiver.

12.Termination Without Default. Notwithstanding any provision herein to the 
contrary, City may, in its sole and absolute discretion and without cause, 
terminate this Contract at any time prior to completion by Contractor of the 
project or services hereunder, immediately upon written notice to 
Contractor.  Contractor may terminate this Contract at any time in its sole 
and absolute discretion and without cause upon 30 days' written notice to 
City. In the event of termination by either party, Contractor shall be 
compensated for: (1) all authorized work satisfactorily performed prior to 
the effective date of termination; (2) necessary materials or services of 
others ordered by Contractor for this Contract, prior to receipt of notice of 
termination, irrespective of whether such materials or services of others 
have actually been delivered, provided that Contractor is not able to
cancel such orders. Compensation for Contractor in such event shall be 
determined by City in accordance with the percentage of the project or 
services completed by Contractor; and all of Contractor's finished or 
unfinished work product through the time of the City's last payment shall 
be transferred and assigned to City. Additionally, in the event of such
termination, the City may proceed with the work in any reasonable manner 
it chooses.
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13.Termination in the Event of Default. Should Contractor fail to perform any 
of its obligations hereunder, within the time and in the manner provided or 
otherwise violate any of the terms of this Contract, City may immediately 
terminate this Contract by giving written notice of such termination, stating 
the reasons for such termination.  Contractor shall be compensated as 
provided in Section 12 of these General Conditions; provided, however, 
there shall be deducted from such amount the amount of damage, 
including attorney's fees, expert witness fees and costs, if any, sustained 
by City by virtue of Contractor's breach of this Contract. Additionally, in 
the event of such termination, the City may proceed with the work in any 
reasonable manner it chooses.

14.Conflict of Interest. Contractor acknowledges, represents and warrants 
that Contractor shall avoid all conflicts of interest (as defined under any 
federal, state or local statute, rule or regulation, or at common law) with 
respect to this Contract.  Contractor further acknowledges, represents and 
warrants that no City official or employee has any economic interest, as 
defined in Title 2, California Code of Regulations §§ 18703.1 through
18703.5, with Contractor that would invalidate this Contract.  Contractor 
acknowledges that in the event that Contractor shall be found by any 
judicial or administrative body to have any conflict of interest (as defined 
above) with respect to this Contract, all consideration received under this 
Contract shall be forfeited and returned to City forthwith. This provision 
shall survive the termination of this Contract for one (1) year.

15. Indemnification.
(a) If this Contract is a contract for design professional services subject to

California Civil Code Section 2782.8(a) and Contractor is a design 
professional, as defined in California Civil Code Section 2782.8(b)(2), 
Contractor shall hold harmless, defend and indemnify the City, its 
officers, agents, employees, and volunteers from and against any and all 
claims, damages, losses, and expenses including attorneys’ fees arising 
out of, or pertaining to, or relating to the negligence, recklessness, or 
willful misconduct of the Contractor, except where caused by the active 
negligence, sole negligence, or willful misconduct of the City.  To the
fullest extent permitted by law, Contractor shall immediately defend and 
indemnify the City and its officers, agents, employees, and volunteers 
from and against any and all liabilities, regardless of nature or type, that 
arise out of, pertain to, or relate to the negligence, recklessness, or willful
misconduct of the Contractor, or its employees, agents, or 
subcontractors. Liabilities subject to the duties to defend and indemnify 
include, without limitation, any and all claims, losses, damages, 
penalties, fines, and judgments; associated investigation and 
administrative expenses; defense costs, including but not limited to 
reasonable attorneys’ fees; court costs;
and costs of alternative dispute resolution. Contractor’s obligation to
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indemnify applies unless it is finally adjudicated that the liability was
caused by the sole active negligence or sole willful misconduct of an indemnified party.

(b) If this Contract is not a contract for design professional services subject to California Civil 
Code Section 2782.8(a) or Contractor is not a design professional as defined in California 
Civil Code Section 2782.8(b)(2), Contractor shall indemnify, defend, and hold harmless the 
City, its officers, agents, employees and volunteers from any and all claims, suits, or actions 
of every name, kind and description, brought forth on account of injuries to or death of any 
person or damage to property arising from or connected with the willful misconduct, 
negligent acts, errors or omissions, ultra-hazardous activities, activities giving rise to strict 
liability, or defects
in design by Contractor or any person directly or indirectly employed by, or acting as, the 
agent for Contractor in the performance of this Contract, including the concurrent or 
successive passive negligence of the City, its officers, agents, employees or volunteers.

(c) It is understood that the duty of Contractor to indemnify and hold harmless includes the duty 
to defend as set forth in Section 2778 of the California Civil Code.  Contractor shall be 
obligated to defend, in all legal, equitable, administrative, or special proceedings, with 
counsel approved by the City, the City and its officers, agents, employees, and volunteers, 
immediately upon tender to Contractor of the claim in any form or at any stage of an action 
or proceeding, whether or not liability is established.  An allegation or determination that 
persons other than Contractor are responsible for the claim does not relieve Contractor from 
its separate and distinct obligation to defend under this Section 15.  The obligation to 
defend extends through final judgment, including exhaustion of any appeals.  The defense 
obligation includes an obligation to provide independent counsel if Contractor asserts that 
liability is caused in whole, or in part, by the negligence or willful misconduct of an 
indemnified party.

(d) The review, acceptance or approval of the Contractor’s work or work product by any 
indemnified party shall not affect, relieve or reduce the Contractor’s indemnification or 
defense obligations.  This Section 15 survives completion of the services or the termination 
of this Contract. The provisions of this Section 15 are not limited by, and do not affect, the 
provisions of this Contract relating to insurance.

(e) Acceptance of insurance certificates and endorsements required under this Contract does 
not relieve Contractor from liability under this Section
15.  This Section 15 shall apply whether or not such insurance policies are determined to be 
applicable to any such damages or claims for damages.

16.Safety. Contractor acknowledges that the City is committed to the highest standards of 
workplace safety. Contractor shall perform all work hereunder in full compliance with 
applicable local, state and federal safety requirements including but not limited to
Occupational Safety and Health Administration requirements and shall assume sole and 
complete responsibility for the safety of Contractor's employees and any subcontractor’s
employees. If a death, serious personal injury or substantial property damage occurs in 
connection with the performance of this Contract, Contractor shall immediately notify the City 
by telephone.

17. Insurance. Insurance requirements are set forth in Exhibit F to this Contract. Contractor 
shall abide by the insurance requirements set forth in said Exhibit F.

18.Non-Liability of Officials and Employees of the City.  No official or employee of the City 
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shall be personally liable for any default or liability under this Contract.

19.Compliance with Laws. Contractor shall comply with all federal, state and local laws, statutes, 
ordinances, rules and regulations, and the orders and decrees of any courts or administrative 
bodies or tribunals, with respect to this Contract, including without limitation environmental laws, 
employment discrimination laws and prevailing wage laws. Compliance under this provision 
includes compliance with all provisions of the Richmond Municipal Code ("Municipal Code"),
including Chapters 2.50, 2.52, 2.56, and 2.60, if applicable.

Contractor acknowledges that under § 2.60.070 of the Municipal Code ("Living Wage 
Ordinance"), Contractor shall promptly provide to City documents and information verifying its 
compliance with the Living Wage Ordinance. Also as prescribed in § 2.60.070, Contractor 
shall notify each of its affected employees with regards to the wages that are required to be 
paid pursuant to the Living Wage Ordinance.

Contractor shall comply with § 2.28.030 of the Municipal Code, obligating every Contractor or 
subcontractor under a contract or subcontract with the City for public work or for goods or for 
services to refrain from discriminatory employment or subcontracting practices on the basis 
of race, color, sex, sexual orientation, religious creed, national origin or ancestry of any 
employee, any applicant for employment or any potential subcontractor.

Contractor acknowledges that the City’s Drug Free Workplace Policy, Violence in the 
Workplace Policy and the Policy Against Workplace Harassment, are available on the 
City’s website at http://www.ci.richmond.ca.us/workplacepolicies . Contractor agrees to 
abide by the terms and conditions of said policies.

20.Limitations upon Subcontracting and Assignment.  This Contract binds the heirs, successors, 
assigns and representatives of Contractor.  The Contractor shall not enter into subcontracts 
for any work contemplated 

under this Contract and shall not assign this Contract, nor any portion hereof or monies due or 
to become due, without the prior written consent of the City Council or its designee.

Contractor acknowledges that the services which Contractor shall provide under this Contract 
are unique, personal services which, except as otherwise provided herein, Contractor shall 
not assign or sublet to any other party without the prior written approval of City, which 
approval may be withheld in City's sole and absolute discretion.  In the event that City, in 
writing, approves any assignment or subletting of this Contract or the retention of 
subcontractors by Contractor, Contractor shall provide to City upon request copies of each 
and every subcontract contract prior to the execution thereof by Contractor and 
subcontractor.  Any assignment by Contractor of any or all of its rights under this Contract 
without first obtaining City's prior written consent shall be a default under this Contract. 

The sale, assignment, transfer or other disposition of any of the issued
and outstanding capital stock of Contractor (if applicable), or of the interest of any general 
partner or joint ventures or syndicate member if Contractor
is a partnership or joint venture or syndicate, which shall result in a change of control of 
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Contractor, shall be deemed an assignment.  For this purpose, control shall mean fifty 
percent or more of the voting power or twenty-five percent or more of the assets of the 
corporation, partnership or joint venture.

21. Integration. This Contract constitutes the entire agreement between the parties concerning 
the subject matter hereof and supersedes any previous oral or written agreement; provided, 
however, that correspondence or documents exchanged between Contractor and City may 
be used to assist in the interpretation of the Exhibits to this Contract.

22.Modifications and Amendments.  This Contract may be modified or amended only by a 
change order or Contract Amendment executed by both parties and approved as to form 
by the City Attorney.

23.Conflicting Provisions. In the event of a conflict between these General Conditions and
those of any Exhibit or attachment hereto, these General Conditions shall prevail; provided, 
however, that any Special Conditions
as set forth in Exhibit E shall prevail over these General Conditions.  In the event of a conflict 
between the terms and conditions of any two or more Exhibits or attachments hereto, those
prepared by City shall prevail over those prepared by the Contractor, and the terms and 
conditions preferred by the City shall prevail over those preferred by the Contractor.

24.Non-exclusivity. Notwithstanding any provision herein to the contrary, the services provided
by Contractor hereunder shall be non-exclusive, and 

City reserves the right to employ other Contractors in connection with the project.

25.Exhibits. All Exhibits hereto are made a part hereof and incorporated herein by reference; 
provided, however, that any language in Exhibit A which does not pertain to the project 
description, proposal, scope of services, or method of compensation (as applicable) , or any 
corresponding responsibilities of City, shall be deemed extraneous to, and not a part of, this 
Contract.

26.Force Majeure. Neither party hereto shall be considered in default in the performance of its 
obligations hereunder to the extent that the performance of such an obligation is prevented 
or delayed by reason of acts of God, strikes, boycotts, lock-outs, inability to procure 
materials not related to the price thereof, failure of power, restrictive governmental laws and 
regulations enacted after the date of this Contract, riots, civil unrest, acts of terrorism, 
insurrection, war, declaration of a state or national emergency or other reasons of a like
nature not within the reasonable control of such party.

27.Time of the Essence. Time is of the essence of this Contract.  Contractor and City agree 
that any time period set forth in Exhibit A represents their best estimates with respect to 
completion dates and both Contractor and City acknowledge that departures from the 
schedule may occur. Therefore, both Contractor and City will use reasonable efforts to notify 
one another of changes to the schedule. Contractor shall not be responsible for 
performance delays caused by others, or delays beyond Contractor's control, and such
delays shall extend the times for performance of Contractor's work.
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28.Confidentiality. Contractor agrees to comply with, and to require its employees, agents and 
partners to comply with, all applicable State or Federal statutes or regulations respecting 
confidentially, including but not limited to, the identity of persons served under this Contract, 
their records, or services provided them, and assures that:

All applications and records concerning any individual made or kept by Contractor or any 
public officer or agency in connection with the administration of or relating to services 
provided under this Contract will be confidential and will not be open to examination for any 
purposes not directly connected with the administration of such service.

No person will publish or disclose or permit or cause to be published or disclosed, any list 
of persons receiving services, except as may be required in the administration of such 
service.

29.Third Parties. Nothing herein shall be interpreted as creating any rights or benefits in any 
third parties. For purposes hereof, transferees or assignees as permitted under this Contract 
shall not be considered "third parties."

30.Governing Law. This Contract shall be construed in accordance with the law of the State of 
California without regard to principles of conflicts of law. This Contract is made in Contra 
Costa County, California, and any action relating to this Contract shall be instituted and 
prosecuted in the courts of Contra Costa County, California.

31.Nonrenewal. Contractor understands and agrees that there is no representation, implication,
or understanding that the services provided by Contractor under this Contract will be 
purchased or renewed by the City under a new contract following expiration or termination of 
this Contract, and waives all rights or claims to notice or hearing respecting any failure by 
City to continue the purchase of all or any failure to continue purchase of all or any such 
services from Contractor.

32.Claims.  Any claim by Contractor against City hereunder shall be subject
to Government Code §§ 800 et seq.  The claims presentation provisions of said Act are 
hereby modified such that the presentation of all claims hereunder to the City shall be waived 
if not made within six months after accrual of the cause of action.

33. Interpretation. This Contract shall be interpreted as if drafted by both parties.

34.Warranty. In the event that any product shall be provided to the City as part of this Contract, 
Contractor warrants as follows: Contractor possesses good title to the product and the right 
to transfer the product to City; the product shall be delivered to the City free from any security 
interest or
other lien; the product meets any specifications contained herein; the product shall be free 
from material defects in materials and workmanship under normal use for a period of one 
(1) year from the date of delivery; and the product shall be fit for its intended purpose(s).  
Notwithstanding the foregoing, consumable and maintenance items (such as light bulbs 
and batteries) shall be warranted for a period of one hundred and eighty
(180) days from the date of delivery.  All repairs during the warranty period shall be promptly 
performed by Contractor, at Contractor's expense, including shipping.
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35.Severability. In the event that any of the provisions or portions or applications thereof of this 
Contract are held to be unenforceable or invalid by any court of competent jurisdiction, City 
and Contractor shall negotiate an equitable adjustment in the provisions of the Contract with 
a view

toward effecting the purpose of this Contract, and the validity and enforceability of the 
remaining provisions or portions or applications thereof, shall not be affected thereby.

36.Authority. City warrants and represents that the signatory hereto (the Mayor of the City of 
Richmond or the City Manager) is duly authorized to enter into and execute this Contract on 
behalf of City. The party signing on behalf of Contractor warrants and represents that he or 
she is duly authorized to enter into and execute this Contract on behalf of Contractor and
shall be personally liable to City if he or she is not duly authorized to enter into and execute 
this Contract on behalf of Contractor.

37.Waiver. The waiver by City of any breach of any term or provision of this Contract shall not 
be construed as a waiver of any subsequent breach. Inspections or approvals, or 
statements by any officer, agent or employee of the City relating to the Contractor’s 
performance, or payments therefore, or any combination of these acts, shall not relieve the 
Contractor’s obligation to fulfill this Contract as prescribed; nor shall the City be thereby 
stopped from bringing any action for damages or enforcement arising from any failure to 
comply with any of the terms and conditions of this Contract.

38.Possessory Interest. If this Contract results in the Contractor having possession of, claim to 
or right to the possession of land or improvements, but does not vest ownership of the land or 
improvements in the same person, or if this Contract results in the placement of taxable
improvements on tax exempt land (Revenue and Taxation Code 107), such interest or 
improvements may represent a possessory interest subject to property tax, and Contractor
may be subject to the payment of property taxes levied on such interest.

39.Performance and Final Acceptance.

Contractor represents that it is experienced, qualified, registered, licensed, equipped,
organized and financed to perform the services under this Contract.

Contractor shall perform the services under this Contract with that degree of skill and 
judgment normally exercised by professional firms performing services of a similar nature in 
the State of California, and shall be responsible for the professional quality, technical 
accuracy and coordination of the services it performs under this Contract. In addition to the 
other rights and remedies which City may have, Contractor shall, at its own expense, correct 
any services which fail to meet the above standard.

City shall provide Contractor an opportunity to cure errors and omission which may be 
disclosed during the review of submittals, with no increase in the authorized Contract 
Payment Limit.  Should Contractor fail to make necessary corrections in a timely manner, 
such corrections shall be made by the City and the cost thereof shall be charged to 
Contractor.
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If warranted, City shall determine, and Contractor may request such determination, that 
Contractor has satisfactorily completed performance of this Contract. Upon such 
determination, City shall issue to Contractor a written Notice of Final Acceptance, after which 
Contractor shall not incur further costs under this Contract.  Contractor shall respond to such 
Notice of Final Acceptance by executing and submitting to City a Release and Certificate of 
Final Payment.

40.Survival. The rights and obligations of the parties which by their nature survive termination 
or completion of the services covered by this Contract shall remain in full force and effect 
after termination or completion.
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EXHIBIT E
SPECIAL CONDITIONS

The General Conditions are hereby amended to include the following modifications 
and/or provisions (if applicable):
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EXHIBIT F
INSURANCE PROVISIONS

During the entire term of this Contract and any extension or modification thereof, the 
CONTRACTOR shall keep in effect insurance policies meeting the insurance 
requirements specified in the insurance provisions which are attached hereto and 
incorporated herein by this reference.  
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440 Civic Center Plaza, Richmond, CA 94804-1630
Telephone: (510) 234-RENT (7368)   Fax: (510) 307-8149   www.richmondrent.org

CITY OF RICHMOND RENT PROGRAM

DATE: November 20, 2024

TO: Chair Finlay and Members of the Rent Board

FROM: Nicolas Traylor, Executive Director

SUBJECT: CONTRACT WITH ACCENT ON LANGUAGES FOR INTERPRETATION 
SERVICES 

STATEMENT OF THE ISSUE:

In July 2024, staff members issued a Request for Proposals (RFP) for interpretation 
services with an emphasis on in-person interpretation to be utilized by the Richmond 
Rent Board. In August of 2024, in accordance with the City’s procurement policies, the 
Rent Program selected Accent on Languages to provide interpretation services to the 
agency through June 30, 2025, with a payment limit not to exceed $26,200. Staff 
members are requesting Rent Board approval for a contract to provide interpretation 
services through June 30, 2025.

RECOMMENDED ACTION: 

APPROVE the contract for interpretation services with Accent on Languages not to 
exceed $26,200 for Fiscal Year 2024-25 prorated from the date the contract is executed 
– Rent Program (Nicolas Traylor).

FISCAL IMPACT:

The fiscal impact will not exceed $26,200 in Fiscal Year 2024-25. Staff members 
awarded Accent on Languages the contract to provide interpretation services.

DISCUSSION: 

Background

On June 28, 2024, the Richmond Rent Board adopted the Fiscal Year 2024-25 Rent 
Program budget which allocated $26,200 for interpretation services with an emphasis 
on reliable in-person interpretation for Rent Board meetings. 

AGENDA REPORT
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In July 2025, staff members issued a Request for Proposals (RFP) for interpretation 
services to be utilized by the Rent Board and Rent Program for its meetings and 
hearings. In August 2024, Accent on Languages, a Berkeley based firm was selected 
out of 3 bidders. 
 
As described on its website,  
 
“Accent on Languages is a minority, and women owned small business specializing in 
catering to each clients’ unique needs for languages and culture. Being in the industry 
for more than 30 years, we offer world-class translation, interpreting/interpretation, 
localization, transcription, language assessment, and many other language related 
services.” 
 
Accent on Languages’ primary focus is working with officials at the city, county, state 
and federal levels, translating over 120 languages, and with over 150 government 
contracts with successful completion.  
 
Staff members are requesting Rent Board approval of a contract term to be prorated 
during the initial term from the date of the execution of the contract through June 30, 
2025. 
 
Accent on Languages will provide certified, accredited interpreters accessible onsite, by 
telephone or video conference as requested by Rent Program staff. Their focus will be 
to provide in-person interpretation services for Rent Board meetings. If the budget 
permits, interpretation for Hearings, Community Workshops, Counseling sessions or 
similar events may be provided. 
 
Scope of Services  
 
Contractor must perform the services set forth below in a satisfactory and proper 
manner as determined by either the Rent Board or Executive Director of the Richmond 
Rent Program:    
 
Activity No. 1: Maintenance and Evaluation of Interpreters and Glossary of 
Terms 
 
Contractor shall provide interpreters who have passed a nationally-accredited 
40+ hour training course, and require that interpreters obtain (6) continuing 
education credits per year. Contractor shall train interpreters by having them 
study glossaries of relevant terminology in the Richmond Fair Rent, Just Cause 
for Eviction, and Homeowner Protection Ordinance, corresponding Rent Board 
Regulations, and Hearings Script (which shall be provided to the Contractor) in 
the requested languages and brief new interpreters on the interpreting process 
and professional conduct when working with the Rent Board, Rent Board staff, 
and members of the public. 
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Contractor shall maintain a list of Rent Board-approved, U.S.-based, certified, 
accredited interpreters. If Rent Board staff file a grievance form about a specific 
interpreter, Contractor shall remove the interpreter from the list of Rent Board-
approved interpreters, and work with staff to identify a qualified alternate 
interpreter to complete either the current project, if unfinished, or future projects. 
 
Contractor will monitor its interpreters with regular project reviews to track their 
progress and document anything noteworthy, from praise to issues raised by 
Rent Board staff. If Rent Board staff provide any negative feedback about an 
interpreter, the interpreter will be removed from the list of Rent Board-approved 
interpreters and an alternative interpreter will be provided when that language is 
next requested by Rent Board staff. 
 
Contractor understands the importance of reliable in-person appearance at 
Regular and Special Rent Board meetings and other in-person Rent Program 
events that require consecutive or simultaneous interpretation. In case where 
remote connections are required during interpreting sessions, whether by phone 
or video conference, contractor shall provide reliable U.S.-based remote 
interpreters who are required to use direct, high-speed internet connections, land 
lines and home offices that are free of background noise and distractions. If a call 
is dropped or there is a video conference “hiccup,” the interpreter shall be 
required to immediately call back into the line as soon as possible. Rent Board 
staff shall be able to contact the Contractor by telephone for immediate 
assistance. 
 
Activity No. 2: Scheduling of Interpretation 

 
To request onsite/in-person, telephone, or video conference interpretation, Rent 
Board staff will contact the Contractor’s designated staff member via email or by 
phone with the date and time an interpreter is needed, the location of the 
interpreting session or their preferred telephonic or video remote application, the 
required language, and any other specifics related to the job. All communications 
will be performed electronically or by phone. 
 
At least 24 hours before the interpreting session, Contractor shall send an 
Acknowledgement of Scheduling email to Rent Board staff with all the 
interpreting session details, including connection information for telephonic or 
video remote interpreting sessions, and await confirmation from Rent Board staff. 
Contractor will be available for weekend and evening activities as needed. 
 
Each onsite interpreter will arrive 15 minutes prior to the scheduled interpreting 
session. Telephonic and video remote interpreters will login at least 5 minutes 
prior to the call or video conference start time. Whether onsite, by phone or by 
video conference, the interpreter will perform simultaneous or continuous 
interpretation, as requested by Rent Board staff, and will remain objective and 
neutral throughout the meeting. 
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Contractor will record the actual interpreting session end time reported by Rent 
Board staff or the interpreter for billing purposes. 
 
After the interpreting session, Contractor will note any positive or negative 
feedback provided by Rent Board staff, such as whether to give preference to a 
specific interpreter in the future. 
 
Activity No. 3: Interpretation for Petition Hearings 
 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible 
onsite/in-person or by phone or videoconference, as requested by Rent Board 
staff to participate in Rent Board Petition Hearings. Rent Board Hearings typically 
(but not always) commence on Tuesdays and Thursdays at 10:00 a.m. PDT. 
When requested to participate by teleconference, Contractor shall call into a 
telephone conference line provided by Rent Board staff, five minutes prior to the 
scheduled start of the Hearing, or closely thereafter, by entering an access code 
provided by Rent Board staff. Breaks during the Hearing often involve 
disconnection and then timely calling back into the same telephone conference 
line and using the same access code.  
 
Activity No. 4: Interpretation for Rent Board Meetings and Rent Board 
Appeal Hearings  
 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible 
onsite/in-person, as requested by Rent Board staff to participate in Rent Board 
Meetings and Rent Board Appeal Hearings (Appeal Hearings held during Rent 
Board Meetings). Rent Board Appeal Hearings typically (but not always) 
commence at 5:00 P.M. PDT or shortly thereafter on the third Wednesday of the 
month. Contractor shall not bill at a higher rate for interpretation outside of normal 
business hours (9:00 A.M. PDT – 5:00 P.M. PDT). 
 
Activity No. 5: Interpretation for Counseling Sessions 

 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible 
onsite/in-person or by phone or videoconference, as requested by Rent Board 
staff to participate in Rent Board Counseling Sessions. Rent Board Counseling 
Sessions occur Monday – Friday during normal business hours (9:00 A.M. PDT – 
5:00 P.M. PDT). 
 
Activity No. 6: Interpretation for Community Workshops 
 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible 
onsite/in-person or by phone or videoconference, as requested by Rent Board 
staff, to provide simultaneous translation for Rent Program Community 
Workshops or similar events. 
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Conclusion  
 
In August of 2024, in accordance with the City’s procurement policies, the Rent 
Program selected Accent on Languages to provide interpretation services to the agency 
through June 30, 2025. As a local certified and accredited interpretation agency with a 
strong reputation for providing in-person/onsite language interpretation, staff members 
recommend the Board approve of a contract for interpretation services with Accent on 
Languages, with a payment limit not to exceed $26,200 for Fiscal Year 2024-25. 
 
DOCUMENTS ATTACHED: 
 
Attachment 1 –Contract and Scope of Services 
 
Attachment 2 – Screen Shot of Accent on Languages Website 
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CITY OF RICHMOND RENT BOARD
STANDARD CONTRACT

Rent Program Agency Project Manager:  
Monica Bejarano

Project Manager E-mail:  
monica_bejarano@ci.richmond.ca.us

Project Manager Phone No: 
(510) 620-6595

Vendor No:                PR No: P.O./Contract No: 

Description of Services:  
Provide interpretation services to the Rent Program and Richmond Rent Board.

The parties to this STANDARD CONTRACT do mutually agree and promise as follows:

1. Parties.  The parties to this Contract are the City of Richmond Rent Board (herein referred to 
as “Rent Board”) and the following named Contractor:

Company Name: Accent on Languages                           

Street Address: 2718 Telegraph Avenue Suite 104
City, State, Zip Code: Berkeley, CA. 94705
Contact Person: Caroline Lee
Telephone: (510) 644-9470     Email: info@accentonlanguages.com

Business License No:                                 Expiration Date: 

A California [  ] corporation, [  ] limited liability corporation [   ] general partnership, [   ] limited 
partnership, [  ] individual, [  ] non-profit corporation,
[   ] individual dba as [specify:]                                          , 
[   ] other [specify:]         

     
2.  Term.  The effective date of this Contract is ____________, 2024, and it terminates June 30, 

2025, unless terminated as provided herein.

3.  Payment Limit.  Rent Board’s total payments to Contractor under this Contract shall not 
exceed $26,000. Rent Board shall not pay for services that exceed the Contract Payment Limit 
unless a contract amendment has been approved by the Rent Board or Executive Director.

4.  Contractor’s Obligations.  Contractor shall provide those services and carry out that work 
described in the Service Plan (Exhibit A) which is attached hereto and is incorporated herein 
by reference, subject to all the terms and conditions contained or incorporated herein.

5.  Rent Board Obligations.  Rent Board shall make to the Contractor those payments described 
in the Payment Provisions (Exhibit B) which are attached hereto and are incorporated herein 
by reference, subject to all the terms and conditions contained or incorporated herein.
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6.  Authorized Representatives and Notices.  This Contract is subject to the Authorized 
Representatives and Notices Provisions (Exhibit C) which are attached hereto and are 
incorporated herein by reference. 

 
7.  General Conditions.  This Contract is subject to the General Conditions 
           (Exhibit D) which are attached hereto and are incorporated herein by reference, subject to all 

the terms and conditions contained or incorporated herein.

8.  Special Conditions.  This Contract is subject to the Special Conditions (Exhibit E) (if any) which 
are attached hereto and are incorporated herein by reference, subject to all the terms and 
conditions contained or incorporated herein. 

9.  Insurance Provisions.  This Contract is subject to the Insurance Provisions (Exhibit F) which 
are attached hereto and are incorporated herein by reference.

10. Signatures.  These signatures attest the parties' Contract hereto:

RENT BOARD: CONTRACTOR:  

By:       
(* The Corporation Chairperson of the Board, President or Vice 
President should sign below)

                        
Executive Director           By: 

I hereby certify that this Contract                               Title:
has been approved by the Rent Board       
or the Executive Director.                     Date Signed:

By:  

   Board Clerk
 (* The Corporation Chief Financial Officer, Secretary or Assistant 
Secretary should sign below) 

Approved as to form:       
By:  

By: Title:
             

 Board Legal Counsel
Date Signed:

                       
(NOTE:  Pursuant to 

California Corporations Code Section 313, if Contractor is a 
corporation or nonprofit organization, this Contract (1) must be 
signed by (a) the Chairperson of the Board, President or Vice-
President and (b) the Secretary any Assistant Secretary, the 
Chief Financial Officer or any Assistant Treasurer.

LIST OF ATTACHMENTS:
Service Plan                    Exhibit A 
Payment Provisions         Exhibit B 
Authorized Representatives and Notices Exhibit C
General Conditions          Exhibit D 
Special Conditions           Exhibit E 
Insurance Provisions       Exhibit F

Standard Contract/EJ/TE 9-26-07
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For the Contract between the City of 
Richmond Rent Board and    

ACCENT ON LANGUAGES

EXHIBIT A
SERVICE PLAN

1. Scope of Services: Contractor shall provide and perform the services set forth below in a 
satisfactory and proper manner as determined by either the Rent Board or Executive Director 
of the Richmond Rent Program, and in accordance with the terms and conditions of this 
Contract, as described below. 

Activity No. 1: Maintenance and Evaluation of Interpreters and Glossary of Terms

Contractor shall provide interpreters who have passed a nationally-accredited 40+ hour 
training course, and require that interpreters obtain (6) continuing education credits per year. 
Contractor shall train interpreters by having them study glossaries of relevant terminology in 
the Richmond Fair Rent, Just Cause for Eviction, and Homeowner Protection Ordinance, 
corresponding Rent Board Regulations, and Hearings Script (which shall be provided to the 
Contractor) in the requested languages and brief new interpreters on the interpreting process 
and professional conduct when working with the Rent Board, Rent Board staff, and members 
of the public.

Contractor shall maintain a list of Rent Board-approved, U.S.-based, certified, accredited 
interpreters. If Rent Board staff file a grievance form about a specific interpreter, Contractor 
shall remove the interpreter from the list of Rent Board-approved interpreters, and work with 
staff to identify a qualified alternate interpreter to complete either the current project, if 
unfinished, or future projects.

Contractor will monitor its interpreters with regular project reviews to track their progress and 
document anything noteworthy, from praise to issues raised by Rent Board staff. If Rent Board 
staff provide any negative feedback about an interpreter, the interpreter will be removed from 
the list of Rent Board-approved interpreters and an alternative interpreter will be provided 
when that language is next requested by Rent Board staff.

Contractor understands the importance of reliable in-person appearance at Regular and 
Special Rent Board meetings and other in-person Rent Program events that require 
consecutive or simultaneous interpretation. In case where remote connections are required 
during interpreting sessions, whether by phone or video conference, contractor shall provide 
reliable U.S.-based remote interpreters who are required to use direct, high-speed internet 
connections, land lines and home offices that are free of background noise and distractions. If 
a call is dropped or there is a video conference “hiccup,” the interpreter shall be required to 
immediately call back into the line as soon as possible. Rent Board staff shall be able to 
contact the Contractor by telephone for immediate assistance.

Activity No. 2: Scheduling of Interpretation

To request onsite/in-person, telephone, or video conference interpretation, Rent Board staff 
will contact the Contractor’s designated staff member via email or by phone with the date and 
time an interpreter is needed, the location of the interpreting session or their preferred 
telephonic or video remote application, the required language, and any other specifics related 
to the job. All communications will be performed electronically or by phone.
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For the Contract between the City of 
Richmond Rent Board and    

ACCENT ON LANGUAGES

At least 24 hours before the interpreting session, Contractor shall send an Acknowledgement 
of Scheduling email to Rent Board staff with all the interpreting session details, including 
connection information for telephonic or video remote interpreting sessions, and await 
confirmation from Rent Board staff. Contractor will be available for weekend and evening 
activities as needed.

Each onsite interpreter will arrive 15 minutes prior to the scheduled interpreting session. 
Telephonic and video remote interpreters will login at least 5 minutes prior to the call or video 
conference start time. Whether onsite, by phone or by video conference, the interpreter will 
perform simultaneous or continuous interpretation, as requested by Rent Board staff, and will 
remain objective and neutral throughout the meeting.

Contractor will record the actual interpreting session end time reported by Rent Board staff or 
the interpreter for billing purposes.

After the interpreting session, Contractor will note any positive or negative feedback provided 
by Rent Board staff, such as whether to give preference to a specific interpreter in the future.

Activity No. 3: Interpretation for Petition Hearings

Contractor shall provide U.S.-based, certified, accredited interpreters, accessible onsite/in-
person or by phone or videoconference, as requested by Rent Board staff to participate in 
Rent Board Petition Hearings. Rent Board Hearings typically (but not always) commence on 
Tuesdays and Thursdays at 10:00 a.m. PDT. When requested to participate by teleconference, 
Contractor shall call into a telephone conference line provided by Rent Board staff, five 
minutes prior to the scheduled start of the Hearing, or closely thereafter, by entering an access 
code provided by Rent Board staff. Breaks during the Hearing often involve disconnection and 
then timely calling back into the same telephone conference line and using the same access 
code.

Activity No. 4: Interpretation for Rent Board Meetings and Rent Board Appeal Hearings 

Contractor shall provide U.S.-based, certified, accredited interpreters, accessible onsite/in-
person, as requested by Rent Board staff to participate in Rent Board Meetings and Rent 
Board Appeal Hearings (Appeal Hearings held during Rent Board Meetings). Rent Board 
Appeal Hearings typically (but not always) commence at 5:00 P.M. PDT or shortly thereafter 
on the third Wednesday of the month. Contractor shall not bill at a higher rate for interpretation 
outside of normal business hours (9:00 A.M. PDT – 5:00 P.M. PDT).

Activity No. 5: Interpretation for Counseling Sessions

Contractor shall provide U.S.-based, certified, accredited interpreters, accessible onsite/in-
person or by phone or videoconference, as requested by Rent Board staff to participate in 
Rent Board Counseling Sessions. Rent Board Counseling Sessions occur Monday – Friday 
during normal business hours (9:00 A.M. PDT – 5:00 P.M. PDT).
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For the Contract between the City of 
Richmond Rent Board and    

ACCENT ON LANGUAGES

Activity No. 6: Interpretation for Community Workshops

Contractor shall provide U.S.-based, certified, accredited interpreters, accessible onsite/in-
person or by phone or videoconference, as requested by Rent Board staff, to provide 
simultaneous translation for Rent Program Community Workshops or similar events.
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For the Contract between the City of 
Richmond Rent Board and    

ACCENT ON LANGUAGES

EXHIBIT B
PAYMENT PROVISIONS

{PLEASE NOTE THAT THE RENT PROGRAM SHALL NOT PAY FOR SERVICES 
THAT EXCEED THE CONTRACT PAYMENT LIMIT UNLESS A CONTRACT 
AMENDMENT HAS BEEN APPROVED BY THE RENT BOARD OR EXECUTIVE 
DIRECTOR}

1. Provided Contractor is not in default under this Contract, Contractor shall be compensated as 
provided below:

ON-SITE/IN-PERSON INTERPRETATION
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SCHEDULED VIDEO OR TELECONFERENCE 
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For the Contract between the City of 
Richmond Rent Board and    

ACCENT ON LANGUAGES

2. Any and all payments made pursuant to this Contract shall be subject to the Contract 
Payment Limit. Invoices shall be adequately detailed, based on accurate records, and 
be in a form reasonably satisfactory to the Rent Board.  Contractor may be required to 
provide back-up material upon request. Contractor shall not bill Rent Board for travel 
time, unless extenuating circumstances arrive, and such arrangement is approved in 
advance by the Executive Director.

3. Contractor shall submit timely invoices to the following address:

Attention: City of Richmond Finance Department - Accounts Payable  
Project Manager: Monica Bejarano               
P.O. Box 4046
Richmond, CA 94804                                                                

4. All invoices that are submitted by Contractor shall be subject to the approval of the Rent 
Board Project Manager, Monica Bejarano, or their designee, before payments shall be 
authorized. Questions concerning an invoice may be directed to Contractor by email or 
telephone for a prompt response.

5. The Rent Board will pay invoice(s) within 45 days after completion of services to the 
Rent Board’s satisfaction. The Rent Board shall not pay late fees or interest. 

6. A Richmond business license shall be obtained before any payment under this Contract 
shall be authorized and the business license must be kept current during the term of this 
Contract for payments to continue to be authorized.

7. All insurance coverage required by this Contract shall be provided by the Contractor 
before this Contract shall be executed by the Rent Board. The insurance coverage must 
be kept current during the term of this Contract for payments to continue to be 
authorized.
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For the Contract between the City of 
Richmond Rent Board and    

ACCENT ON LANGUAGES

EXHIBIT C
AUTHORIZED REPRESENTATIVES AND NOTICES

1. Notices.  All notices, demands, statements, or communications provided for by this 
Contract shall be in writing and may be delivered by deposit in the United States mail, 
postage prepaid.  Notices to the Rent Board shall be addressed to the Executive 
Director and (as delineated below in section 1.1) to the project manager responsible for 
the administration of or the supervision of the scope of work under this Contract.  
Notices to the Contractor shall be addressed to the party designated by Contractor (as 
delineated below in section 1.2).  Notice shall be deemed delivered (a) upon personal 
delivery; (b) as of the fifth business day after mailing by United States certified mail, 
postage prepaid, addressed to the proper party; or (c) as of 12:00 p.m. on the second 
business day immediately after the day it is deposited with and accepted by Federal 
Express, or a similar overnight courier service, addressed to the proper party and 
marked for next business day morning delivery.  For the purposes of this Contract, a 
"business day" means any day Monday through Friday that is not a holiday recognized 
by the federal government or the State of California.

1. 1    Rent Board hereby designates as its Authorized Representative the Project 
Manager whose name and address are as follows:

City of Richmond Rent Program – c/o Monica Bejarano

City of Richmond Rent Program

440 Civic Center Plaza, Suite 200

Richmond, CA 94804

1. 2    CONTRACTOR hereby designates as its Authorized Representative the Project 
Manager whose name and address are as follows:

Caroline Lee
    
Accent on Languages

2718 Telegraph Avenue Suite 104, Berkeley CA. 94705

Berkeley, CA. 94705
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For the Contract between the City of 
Richmond Rent Board and    

ACCENT ON LANGUAGES

EXHIBIT E
SPECIAL CONDITIONS

The General Conditions are hereby amended to include the following modifications 
and/or provisions (if applicable):

THIS SECTION NOT APPLICABLE
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EXHIBIT F
INSURANCE PROVISIONS

During the entire term of this Contract and any extension or modification thereof, the 
CONTRACTOR shall keep in effect insurance policies meeting the insurance 
requirements specified in the insurance provisions which are attached hereto and 
incorporated herein by this reference.  
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