
 

COUNCIL WORK SESSION 

Wednesday, February 19, 2025 at 3:00 PM 
 

COUNCIL MEMBERS: LOCATION & CONTACT: 

Mayor Jennifer Massey 

Council President Jessica Chilton 

Councilor Mark Gundersen 

Councilor Russell Hubbard 

Councilor Brandon Sundeen 

HYBRID: Council Chambers & Zoom (details below) 

Website | www.sthelensoregon.gov  

Email | kpayne@sthelensoregon.gov        
Phone | 503-397-6272 

Fax | 503-397-4016 

UPDATED AGENDA 

CALL WORK SESSION TO ORDER 

ANNOUNCE 2024 CITY EMPLOYEE OF THE YEAR 

VISITOR COMMENTS - Limited to three (3) minutes per speaker 

DISCUSSION TOPICS 

1. 3:20PM - Semi-Annual Report from South Columbia County Chamber of Commerce - Outreach 
Director Jak Massey and Board President Ronda Hills 

2. 3:35PM - Semi-Annual Report from Columbia Economic Team - Executive Director Paul Vogel 

3. 3:50PM - Review of RFP for Reservoir Site Selection & Design - Public Works Director 
Mouhamad Zaher & Engineering Manager Sharon Darroux 

4. 4:00PM - Discuss Amendments to S. 1st Street - St. Helens Street Intersection Improvements 
Contract - Public Works Director Mouhamad Zaher & Engineering Manager Sharon Darroux 

5. 4:10PM - Review Resolution No. 2039 regarding Draft Revised Financial Policies - Finance 
Director Gloria Butsch 

6. 4:20PM - Review Resolution No. 2037 regarding Final Draft Policy for Executive Session News 
Media Attendance Application Process - City Attorney Ashley Wigod 

7. 4:35PM - Discussion regarding Start Times for Council Meetings & Joint Council/Planning 
Commission Meetings 

8. 4:50PM - Report from City Administrator John Walsh 

ADJOURN 

EXECUTIVE SESSION 

Following the conclusion of the Council Work Session, an Executive Session is scheduled to take place to 
discuss: 

-    Real Property Transactions, under ORS 192.660(2)(e); and 
-    Consult with Counsel/Potential Litigation, under ORS 192.660(2)(h). 

Representatives of the news media, staff and other persons as approved, shall be allowed to attend the 
Executive Session. All other members of the audience are asked to leave the Council Chambers. 
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Council Work Session  Agenda February 19, 2025 

 

 

FOR YOUR INFORMATION 

Upcoming Dates to Remember: 

-    February 17, President's Day, City Offices Closed 
-    February 19, 3:00PM, Council Work Session, Council Chambers/Zoom 
-    February 19, 7:00PM, City Council Regular Session, Council Chambers/Zoom 

 

Future Public Hearing(s)/Forum(s): 

-    PH: April 16, 6:00PM, Economic Opportunities Analysis Adoption 
-    PH: May 7, 6:40PM, Zone Change at 1771 Columbia Blvd. 

 

VIRTUAL MEETING DETAILS 

Join: https://us02web.zoom.us/j/87644782007?pwd=tAHUNSJbWxRfvEKj2paA16kogdYxq4.1 

Passcode: 139167 

Phone one-tap: +12532158782 
 

The meeting location is accessible to persons with disabilities. A request for an interpreter for the hearing 

impaired or for other accommodations for persons with disabilities should be made at least 48 hours before the 
meeting to City Hall at 503-397-6272. 

Be a part of the vision and get involved…volunteer for a City Board or Commission! For more information or for 
an application, go to www.sthelensoregon.gov or call 503-366-8217. 
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February 1, 2024 – 125 Active Members 
February 1. 2025 – 149 Active Members 
 

NETWORKING EVENTS  

Monthly Coffee & Commerce and Happy Hour Events continue to be well attended, it is common for our Happy Hour 

events to have about 45-50 in attendance.  And our Coffee & Commerce well over 30.  Our events are often booked 

out months, currently our Coffee & Commerce Events are completely booked for the year and starting to confirm 

hosts for 2026 and our next available Happy Hour date is September. 
 

RIBBON CUTTING CELEBRATIONS 

We are always excited to share in the success of our Members and our Ribbon Cutting events allow us the 

opportunity to take part in this and show our support.  I take this time to remind the City Council (as I do with our 

new Members) that Ribbon Cuttings are not just for new businesses opening their doors for the first time.  In the 

past 3 ½ years that I have been with the Chamber we have celebrated businesses expanding new location in a 

neighboring city, expansions & remodeled facilities, milestones & anniversaries, national accreditations and sole 

proprietor businesses welcoming a new associate. In the past several months, we’ve had both ends of the spectrum 

as far as successful long-time business ownership vs. new management making creative changes. A Ribbon Cutting 

Celebration for a strong member of our business community who constantly Richardson’s Furniture and Mattress 

Gallery’s 65th Anniversary. Following up with the new owner of Wiggle Butz Dog Bakery & Boutique celebrating her 

first year of management - incorporating new services and welcoming new partnerships with local animal rescue 

organizations. This “established” business has gained new recognition this past year with the new owner listening 

to customer feedback and seeing the needs within our community.  
 

And our most recent Cutting, on 2/7/25, over 25 members, parents and 

local citizens celebrated the new addition at SnoopeeLand Child 

Development Center (in St. Helens). After 12 months of planning and 

construction, they officially opened their beautiful new entrance that now 

welcomes parents and children as they come into the Center.  Sharing 

some fun and new experiences for me:  

1. A very large dog in charge of very large scissors  
2. A parent/consumer testimonial included in Member presentation 

(something I have been encouraging over the past year) 
 

CHAMBER TEAM OF 2 PUT ON HOLD  
In an effort to grow the Chamber team, last April the Board of Directors introduced a new position, our Director of 

Communications was brough on as another part-time employee to take over social media & newsletter publications, 

manage our monthly Chamber events, and initiate additional fundraising events to support the Chambers’ work. 
After 8 months, our team of 2 returned to single employee status (with one of the reasons being financial 

limitations, a challenge that the Chamber continues to face and overcome. 

GROWING OUR 
  MEMBERSHIP !! 

  

  

  
    
  
  
  
  
  

 
SEMI - ANNUAL MEMBERSHIP STATS   

February 1, 2022  –   10 5   Active Members   

August   1 , 2022  –   114  Active Members   

February 1, 2023  –   127  Active Members   
  

  

     South Columbia County Chamber of  Commerce   
  

Semi - Annual Update 
  Date of Presentation:  

    
Feb

. 
. 19 

 
, 2025 

    Activities Update for: 
  

 Aug. 2024 
  
–

-
  
Jan.  202 5 

  
 

Reporting  : 
    

 Jak  Massey,  Outreach Director 

   
  

Joined by:  Ronda Hills, Chamber President 
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COMMUNITY INVOLVEMENT AND LEDGISLATIVE UPDATES  
October was a busy month with two major events taking place: 
Hosting our Costumes & Cocktails Fundraiser and Candidate Forum for the City of St. Helens 
Mayor election.  
 

With many events being held for the first time, our Costumes & Cocktails Fundraiser was a 
learning experience and offered some good takeaways for attempting again this year.  We 
will be working to increase community participation as well as create a successful fundraising 
event that also advocates for our business community.  
 

Our Candidate Forum was held at the St. Helens Library Auditorium. Originally only opened to Chamber Members, as 
this was considered to be a membership benefit. However, due to the 
growing interest of local citizens, the Board of Directors did offer an open 
invitation to all in the days leading up to the event.  Moving forward, I think I 
can speak for the Board that an event like this should be open to the voting 
public The Q&A was very informative and offered those who were still 
undecided to make a more confident decision come the election.  The event 
was posted live on our FB page and was well viewed.  
 

PARTNERSHIPS AND COMMUNITY OUTREACH 

• The Chamber supports the efforts of Keep it Local Columbia County and SBDC whenever possible.  In this past 6 

months there have been several “Munch & Learn” events at the Chamber, the Chamber was represented at the 

Small Business Saturday Bazaar in the new John Gum Building, and attended the Brews & Bites event in Dec. The 

SBDC Business Community Connection Project interviews and feedback collected were shared this past fall, the 

goal was to improve communications between government and businesses. 

• I would like to see the Chamber be more involved with GRO and St. Helens Main Street Alliance and would be 
open to the City Councils advice as to how to expand on such partnerships.  
 

BLACK FRIDAY SALE KICKS OFF NEW MEMBERSHIP PLANS 
Our Black Friday Sale (held the 7 days following Thanksgiving), always gives the Chamber a much-needed boost just 
before year end and this year was no different.  We once again exceeded the previous year’s membership sales with 
over 50 new and renewal memberships.   And our 2024 Black Friday Sale also initiated new Membership plans, 
adjusting our rates and introducing 3 new membership levels (Non-Profit, Basic/Sole-Proprietor and Diamond).  We 
are excited to offer our new top tier membership level and were due for a change as our rates as both have been a 
topic of discussion for some time (and we have maintained the same rates for over 6 years). But in combination of 
increasing our rates, we have also added benefits to our top level membership plans. (HARD COPIES OF NEW 
MEMBERSHIP PLANS WILL BE PROVIDED TO THE COUNCIL)  
 

ANNUAL AWARDS BANQUET 

It’s that time of year again!! We are currently working over-time to plan our Annual Celebration of 

Excellence Awards Banquet.  This year’s event will be held on Saturday, March 29th at the Columbia County 

Fairgrounds and will be highlighting some new changes to SHARE THE LOVE and create new opportunities 

to honor more businesses with respect to both with award recipients and partnerships with new vendors.   
 

PLEASE JOIN IN THE FUN  

We look forward to the awards presentation and encourage participation in the processes that make this 

moment so special.  We’ve provided a flyer listing our award nominees and voting details.  We kindly ask 

that you submit your votes before the deadline (2/17/25). In addition to reminding Members of the City 

Council and City Staff to attend our networking events and Ribbon Cuttings, we respectfully ask for your 

support by attending our Annual Banquet, as we have also provided the Table Sponsor Levels and 

promotional details.  I’d be pleased to hold a table for you today!  
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Hayley Starkey 

MEMBERS: DEADLINE TO VOTE IS 2/17/25 
Place your votes on-line at: 

www.sccchamber.org/events 
(Scroll down just below our events calendar  

to see the VOTE NOW link) 
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Columbia County Fairgrounds 
                                            3|29|25 

 
PURCHASE YOUR TICKET OR RESERVE YOUR TABLE TODAY! 

 

Table Sponsorship 
option for a table of 4 

Contact the Chamber 
Email:mgr@sccchamber.org 

OR 
Call (503) 397-0695 

 

 

To reserve your ticket or table, 
please email your request to the Chamber. 

 

Attention Gold & Platinum Level Members who have renewed 
under the new 2025 Membership plans:  

You will receive a discount for your table per membership 
benefits now offering tickets to the Annual Banquet. 
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Columbia Economic Team
St. Helens City Council

Semi-Annual Report
Wednesday, February 19th, 2025 
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Executive Director Report

Overview: Update, Work In-Progress
• Recruitment balanced with Retention & Expansion
• Energy supply & service continues at forefront
• Robust, sustained small business activity & 

programming
• Nothing is constant but change
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Active & Pending Investment Projects
NXT Clean Energy

• Land use approval
• DEQ 401 water quality permit 

received 
• EIS progressing

Project Arcadia 
• Extended due diligence; 
• CET connected Arcadia with 

State/Business Oregon; also with 
lenders

• Potential Brownfield candidate

Project Spice – Singular Oregon 
Site in North America

• Substantial state commitment
• Expected decision in Q1 
• Continued follow-up - primarily 

energy

RestorCap (Armstrong Property) 
• Floodplain and development 

plans approved
• Energy study in 3rd phase
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ENERGY 
Load and Transmission Capacity
Oregon Semiconductor Infrastructure Land Readiness (SIL)Grants

o County Load & Transmission Planning, about to launch
o St. Helens Kaster substation; launched

• RestorCap Service Request/LLIR study: 3rd phase, served by same 
transmission as Project Spice

• Project Spice: Feasibility phase, preparing to move forward
• Additional CRPUD LLIRs & BPA Regional Pilot (PARS) -- underway
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Engagement & Advocacy
• PCC “CORE” CNC micro-credential 

program
• Columbia County Public Health 

Initiative
• Housing – County/Small City 

Infrastructure Gap Analysis
• Congressional Community 

initiated Projects (CIP): 5 projects 
expected

• Oregon Economic Development 
Association (OEDA) Legislative 

• PROSPECT grant (Port, Beaver 
Dock)

• FEMA BiOp
• BRE – Stakeholder visioning
• CET Board strategic planning 

retreat 2/25
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Small Business Resources & Updates
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Small Business Resources: Highlights
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“Munch N Learn” Educational Series
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Keep It Local Columbia County
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Keep It Local 
Columbia County

● 38+ Vendors participated in the Small 
Business Saturday Bazaar 

● Over 3,304 Buyer Cards were submitted 
during the 2024 Keep It Local Holiday 
Campaign 

● Next Up - National Small Business Week
● I Dig St Helens - underway!
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GRO Greater St Helens

● 4 GRO Loans funded, all 
nearly at the $50K max

● 4 applications in the 
queue

● Only 1 declined 
application
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GRO Greater St Helens

● eCommerce 
class series 
started in 
December

● Two previous 
classes YouTube
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GRO Greater St Helens

What’s Next?
• Growing local Leadership Team
• Conducting Ripple Effect Mapping (REM) updating

• Upcoming: 
o Annual reporting, Application for Y3 (extended)
o Coordination/collaboration with Foundry Collective, Co-Starter, CORE & Business 

Start-up
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Tourism 

• Travel Oregon Competitive Grants – Brand Marketing, 2/27

• Governor’s Tourism Conference
o CET Guests
o Branding workshop sponsor
o OTLA Alumni dinner in St. Helens
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Thank you for 
your partnership 

and support!
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Request For Proposals 
 

for Professional Services to Perform 
 

ST. HELENS RESERVOIR SITING 
STUDY 

 
Issued February 24, 2025 

 

 
RFP No. 

 
W-484 

Proposals Due: 
 

March 25, 2025, 3:00 P.M. 

Direct Questions To: 
 
 
  

Sharon Darroux, PMP 
Engineering Manager 
Phone: (503) 366-8243 
Email: sdarroux@sthelensoegon.gov  
 
 

DRAFT
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RFP INVITATION 
ST. HELENS RESERVOIR SITING STUDY 
RFP NO. W-484 

The City of St. Helens, Oregon is requesting proposals from qualified firms to complete a 
comprehensive study for the siting of a new water storage reservoir in St. Helens. Work for this 
project includes assessing potential reservoir locations based on system hydraulics, subsurface 
and soil conditions, environmental impacts and regulations, site constraints and constructability, 
site adjacencies and aesthetics, and construction costs.  

Responses to this RFP will be accepted at the City St. Helens City Hall, 265 Strand Street, St. 
Helens, Oregon 97051 until 3:00 PM, March 25, 2025. Proposals received after this date/time 
will be considered nonresponsive and will not be evaluated. Electronic or faxed proposals will 
not be accepted. It is the responsibility of the proposer to ensure that any proposals submitted 
have sufficient time to be received by the City of St. Helens Engineering Division prior to the 
proposal due date and time. Proposals may be mailed, hand delivered or sent by courier 
service.  

Proposals shall be submitted in a sealed envelope and marked clearly with the following 
information as shown below, 

SEALED PROPOSAL FOR 

PROFESSIONAL SERVICES FOR ST. HELENS RESERVOIR SITING STUDY 
CITY OF ST. HELENS – ENGINEERING DIVISION 

ATTN: MOUHAMAD ZAHER, PUBLIC WORKS DIRECTOR 

265 STRAND STREET, ST. HELENS, OR 97051 

All notifications, updates and addenda will be posted on the City’s “Bids and RFPs” page at 
https://www.sthelensoregon.gov/rfps. Proposers shall be responsible for monitoring the website 
to obtain information regarding this solicitation. Failure to respond to required updates may 
result in a determination of a nonresponsive proposal.  

For questions or clarifications regarding this RFP please contact Sharon Darroux, Engineering 
Manager, at sdarroux@sthelensoregon.gov or (503) 366-8243. 

The City of St. Helens reserves the right to reject any response not in compliance with all 
prescribed solicitation procedures and requirements and other applicable law and may reject 
any or all responses in whole or in part when the cancellation or rejection is in the best interest 
of the City, and at no cost to the City. 

PUBLISHED: Daily Journal of Commerce, Monday, February 24, 2025. 
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SECTION 1 – PROJECT BACKGROUND 

1.1 Introduction 
St. Helens is located on the western bank of the Columbia River approximately 30 miles 
northwest of Portland. The City has a growing population of 15,009 and has a Council-Mayor 
form of government with five council members, including the mayor. The City Council has 
custodial responsibility for all City facilities, and directs the financing, maintenance, and 
operation of all City departments.  

Since its incorporation, the City of St. Helens has been continually making strides to provide 
clean drinking water for its residents and neighboring communities. The City currently owns and 
operates a water distribution system within the City limits and provides over 530 million gallons 
of drinking water per year to residential, industrial, commercial, and institutional customers both 
inside and outside the City limits.  

The reservoir siting study will evaluate potential locations for a new water storage reservoir in 
St. Helens. Locations will include the four potential sites listed in the City’s Water Master Plan 
and well as other suitable sites. The location of the water storage tank may be within a City-
owned parcel, a privately owned parcel, schools, parks, public-private partnerships, etc. The 
study will consider geotechnical conditions and seismic hazards and is expected to include an 
assessment of each potential reservoir location for system hydraulics, subsurface and soil 
conditions, environmental impacts and regulations, site constraints and constructability, site 
adjacencies and aesthetics, and construction costs to determine the most suitable site for new 
reservoir construction.  

1.2 St. Helens Water System 
The St. Helens water system is supplied by two Ranney collector wells located to the north of 
St. Helens in Columbia City. The wells collect water from induced infiltration through shallow 
alluvial sand and gravel adjacent to the Columbia River.  Water is then pumped to the Water 
Filtration Facility (WFF), which filters and pumps water into the distribution system. Water is 
currently stored in one of three active reservoirs – a 2.5 MG reservoir , the 0.2 MG Green Tank 
and the 0.5 MG Elk Ridge Reservoir. The City’s oldest reservoir, a 2.0 MG Reservoir, located on 
the same site as the 2.5 MG reservoir, is no longer in use due to significant and unresolved 
leaks.    

Plans to rehabilitate the existing 2.0 MG reservoir were abandoned in favor of potentially 
replacing it in its current location with a new reservoir in 2023. However, this project was 
ultimately abandoned because estimated project costs derived from the 30% design cost 
estimate were over 200% higher than originally planned. In addition to the significant cost factor, 
site size constraints would not allow a larger reservoir which could address the City’s future 
water storage deficiencies identified in the current Water Master Plan.  

DRAFT
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With the existing 2.0 MG Reservoir out of service, the City is operating on a surplus deficiency 
of 0.8 MG. In 20 years, the storage deficit is estimated to be 2.8 MG.  To meet current and 
future demands, a new reservoir with a  storage capacity of at least 5.0 MG is required.  

The water master plan has identified four potential sites for a future reservoir as illustrated 
below, 

1.3 Project Objective 
The objective of this study is to determine the most suitable site to construct a new reservoir 
which will allow the City to move forward with property acquisition, design, and construction of a 
new reservoir facility that will meet the current operational needs at the best possible value to 
the City of St. Helens. .  

The City is looking for a consultant with specific experience in past reservoir siting analyses, 
water master planning, and the ability to work on complicated water systems.  

The City of St. Helens has budgeted water funds to complete this study. Acquisition of a new 
reservoir site, design and construction would all be future phases and will be contracted 
separately from this effort. City staff are currently pursuing funding opportunities to help fund the 
construction of the reservoir.  

DRAFT
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SECTION 2 – SCOPE OR WORK 

2.1 Scope of Work 
The City of St. Helens, Oregon, is seeking proposals from qualified consulting firms to perform a 
comprehensive siting study for a proposed 5-million-gallon water storage reservoir. The selected 
consultant will assess and recommend the most suitable location for a new reservoir which 
considers compliance with technical, environmental, and regulatory requirements while 
optimizing performance and cost.  

This Scope of Work (SOW) is intended to be a guide for the Proposer and not an all-inclusive 
description of the services that may be required to undertake and complete the Project. It is 
designed to identify the minimum service level expected from the successful firm, and as such, 
may be expanded, modified, and augmented based on the experience of the firm as necessary 
to complete the project.  

TASK 1 – PROJECT MANAGEMENT AND COORDINATION 

1.1 The Consultant shall perform general project management tasks to plan, direct, 
coordinate, and report the progress of the work. Tasks include, but is not limited to: 
monitoring the project progress in conformance to the schedule and budget, reporting 
project progress, coordinating with inter-agencies or stakeholders, monitoring and 
coordinating the work of subconsultants, preparing progress reports and invoices, 
communicating any project updates to the City, attending an initial kick-off meeting and 
subsequent monthly project meetings to review project progress or stakeholders 
meetings, and preparing meeting notes and action items.  

1.2 Deliverables include meeting agendas, project schedule, meeting minutes, monthly 
progress reports with status report of work completed by sub-tasks for the invoice period. 

TASK 2 – SITING STUDY 

2.1 Consultant shall perform all necessary work to identify and evaluate the adequacy 
and suitability of potential alternative reservoir sites, including but not limited to, 
data collection and review of existing water system; Completion of preliminary map 
studies; Field reconnaissance of the project area to identify and evaluate potential 
alternative reservoir sites; and conceptual level analysis to support siting of 
several configurations of reservoirs with a total volume of 5.0 MG. 

2.2 Siting study shall include, 
a) Site topography
b) Proximity to service area and existing water system infrastructure
c) Hydraulic Considerations
d) Dimensioning and layout of the reservoir structure both vertically and

horizontally
e) Property size requirements
f) Existing development and land use
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g) Potential relative cost impacts 
 

2.3 Geologic considerations shall include, 
a) Identifying potential geological hazards, including liquefaction, landslides, 

and fault lines soil stability, bearing capacity, and seismic suitability 
 

2.4 Study shall consider natural and cultural resources 
 

2.5 Environmental considerations shall include, 
a) Identifying and assessing environmental constraints, such as wetlands, 

critical habitats, and water quality concerns 
 

2.6 Site Constraints shall 
a) Identify physical site constraints, such as topography, accessibility, and 

utility conflicts 
b) Identify potential construction challenges, including staging, traffic impacts, 

and equipment access 
c) Provide a constructability analysis to inform design and construction phases 

 
2.7 Site Adjacencies and Aesthetics shall 

a) Assess potential impacts on adjacent properties, neighborhoods, and 
community aesthetics 

 
2.8 Stakeholder Engagement shall include  

a) Public outreach and engage with key stakeholders, including local 
residents, environmental groups, and regulatory agencies as required 

 
 
TASK 3 – TECHNICAL MEMORANDUM  
 

3.1 Consultant shall provide all services necessary for the preparation of a Technical 
Memorandum. The memorandum shall identify and evaluate potential alternative 
reservoir sites, recommend location for a proposed 5-million-gallon water storage 
reservoir, and optimal site layout for the proposed location. Task includes but is 
not limited to:  

 
a) Preparation of a draft Technical Memorandum for City staff and City Council 

feedback prior to a final Technical Memorandum for City Council approval.  
 

b) Consultant shall be responsible for coordinating with stakeholders and other 
property owners as well as City staff prior to the initial Council presentation  
 

c) Consultant shall furnish conceptual 3D renderings of the proposed 
improvements for the location(s) with the Technical Memorandum.  

 

TASK 4 – CITY COUNCIL PRESENTATION 
 
The Consultant will be responsible for preparing two (2) presentations for City Council. 
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The first presentation to the City Council will correspond with the information captured in the 
draft of the Technical Memorandum. The Consultant shall then capture feedback obtained from 
City Council and work towards the preparation of a final draft memo. 
 
The final Technical Memorandum shall be reviewed by City staff prior to the second 
presentation to City Council for approval.  
 
2.2  Project Funding 
The total cost of reservoir siting study will be funded by the Water System Development Funds 
and Water utility funds.  
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SECTION 3 – PROCUREMENT PROCESS 

3.1  RFP Issuing Office 
The Public Works Engineering Division of the is the issuing office for the Request for Proposals 
for the St. Helens Reservoir Siting Study. 

 

3.2  RFP Single Point of Contact 
The Single Point of Contact (SPC) for the St. Helens Reservoir Siting Study RFP is Sharon 
Darroux, Engineering Manager. Proposers are to direct all questions and concerns to Sharon at 
(503) 366-8243 or sdarroux@sthelensoregon.gov.  
 

3.3  Pre-Proposal Conference 
There is no pre-proposal conference for this project.  

3.4  Procurement Schedule 
The City anticipates the following general timeline for receiving and evaluating the proposals 
and selecting a Consultant for the St. Helens Reservoir Siting Study. This schedule is subject to 
change if it is in the City’s best interest to do so. 

 RFP Issued  February 24, 2025 
 Deadline for Questions March 29, 2025 
 Last Addendum to be Issued March 21, 2025 
 Proposals Due March 25, 2025, 3:00 p.m. 
 Shortlist Notification April 1, 2025 
 Deadline for Protest of Shortlist Notification April 8,  2025 
 Shortlist Interviews (if needed)  April 9 - 11, 2025 
 Notice of Intent to Award April 14, 2025 
 Deadline for Protest of Award April 21, 2025 
 Award of Contract May 7, 2025 
 Notice to Proceed  July 1, 2025 
 Completion of Contract October 30, 2025 
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SECTION 4 – PROPOSER’S SPECIAL INSTRUCTIONS 

4.1  Terms of Contract 
The contract for the St. Helens Reservoir Siting Study is anticipated to begin July 1, 2025. All 
work is anticipated to be completed no later than October 30, 2025. 

4.2  Interpretations 
Questions and requests for clarification regarding this Request for Proposal must be directed 
in writing, via email to the person listed below. The deadline for submitting 
questions/clarifications is listed in the procurement schedule in Section 3.4.  

Sharon Darroux, PMP 
Engineering Manager 
Email: sdarroux@sthelensoregon.gov 
Phone: (503) 366-8243 
 
Only questions answered by formal written addenda will be binding. Oral and other 
interpretations or clarifications will be without legal effect. Questions will be compiled and 
collectively addressed by email to all proposers prior to the deadline for receipt of proposals. 
 

4.3  Acceptance, Rejection, or Award of Proposals 
The City reserves the right to cancel the contract award for the St. Helens Reservoir Siting 
Study at any time before the execution of the contract by both parties if cancellation is deemed 
to be in the City’s best interest. In no event shall the City have any liability for the cancellation 
of contract award. The City reserves the right to:  

 
• Accept or reject any or all proposals received as a result of this RFP.  

 
• To negotiate contract terms with qualified Consultant.   

 
• Take into consideration any or all information supplied by the Consultant in their 

proposal and the City’s investigation into the experience and responsibility of the 
Consultant. In addition, the City may accept or reject proposals based on minor 
variations from the stated specifications, when such action is deemed to be in the City’s 
best interest. Further, the City reserves the right to waive informalities in the submitted 
proposal.  
 

• Award a contract to that Proposer the City determines to be the most responsible and 
responsive to this RFP. The successful Consultant shall commence work only after an 
agreement with the City is negotiated, a contract fully executed, and a notice to proceed 
has been issued.  
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The City reserves the right to reject any or all proposals received as a result of this Request for 
Proposals. Proposals may be rejected for one or more of the following reasons, including but 
not limited to: 

• Failure of Proposer to adhere to one or more of the provisions established in the 
Request for Proposals. 

• Failure of Proposer to submit a Proposal in the format specified herein. 
• Failure of Proposer to submit a Proposal within the time requirements established 

herein. 
• Failure of Proposer to adhere to ethical and professional standards before, during, or 

following the Proposal process. 

The City may reject any Proposal not in compliance with all prescribed public procurement 
procedures and requirements and may reject for good cause any or all Proposals upon a 
finding of the City that it is in the public interest to do so. 

4.4  Cost of Preparing Proposals 
The City is not liable for any costs incurred by the Proposer in the preparation and/or 
presentation of their proposal nor for any cost incurred by a Consultant in protesting the City’s 
selection decision.  

4.5  Changes to Solicitation by Addenda 
The City reserves the right to make changes to the RFP by written addendum. The City is not 
responsible for any explanation, clarification, interpretation, or approval made or given in any 
manner, except by addenda. Consultants are advised to check the City’s website regularly for 
addenda. Consultant may request a change in the RFP by submitting a written request via mail 
or email to the Project’s Contact Person. The request must specify the provision of the RFP in 
question and contain an explanation of the requested change. 
 
The City will evaluate any request submitted but reserves the right to determine whether to 
accept the requested change. Changes that are accepted by the City shall be issued in the 
form of an addendum to the RFP. 
 
Addenda will be issued on the City’s website, https://www.sthelensoregon.gov/rfps, not later 
than seven (7) days prior to the RFP closing date.  The City will not mail notice of addenda but 
shall publish notice of any addenda on the City’s website. It is the responsibility of the 
Consultant to check the webpage for any posted addenda and ensure that their submitted 
proposal acknowledges all addenda.   
 
Addenda shall have the same binding effect as though contained in the main body of the RFP. 
No verbal instructions or information concerning the scope of work shall bind the City. 
Proposers are responsible for obtaining all addenda prior to submitting proposal. Receipt of 
each addendum shall be acknowledged on the Proposal Signature Page as part of the 
proposal, see Section 8 – Proposal Signature Page. 
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4.6  Disputes 
In case of any doubt or differences of opinions as to the items or service to be furnished 
hereunder, or the interpretation of the provisions of the RFP, the decision of the City shall be 
final and binding upon all parties.  

4.7  Modification of Withdrawal of Proposal 
Prior to the time and date designated for receipt of proposals, proposals submitted early may 
be modified or withdrawn only by notice to the City’s Engineering Manager, at the proposal 
submittal location, prior to the time designated for receipt of proposals. Such notice shall be in 
writing.  All such communications shall be so worded as not to reveal any material contents of 
the original proposal. Withdrawn proposals may be resubmitted up to the time designated for 
the receipt of proposals provided they are then fully in conformance with these instructions to 
consultants.  

4.8  Proposal Ownership 
All proposals submitted become and remain the property of the City and, as such, are 
considered public information and subject to public disclosure within the context of the federal 
Freedom of Information Act and Oregon Revised Statutes (ORS) 192.501 and ORS 192.502, 
public records exempt from disclosure.  
 
Information submitted by consultants shall be public record and subject to disclosure pursuant 
to the Oregon Public Records Act, except such portions of the proposals for which a consultant 
requests exception from disclosure consistent with Oregon Law.  All requests shall be in 
writing, noting specifically which portion of the proposal the consultant requests exception from 
disclosure. Consultant shall not copyright, or cause to be copyrighted, any portion of any said 
document submitted to the City as a result of this RFP.  Proposer should not mark the entire 
proposal document “Confidential.” 
 
Unless certain pages or specific information are specifically marked "proprietary" and qualify 
as such within the context of the regulations for competitive sealed proposals in the State of 
Oregon, the City shall make available to any person requesting information through the City's 
processes for disclosure of public records, any and all information submitted as a result of this 
solicitation without obtaining permission from consultant to do so after the Notice of Intent to 
award has been released.  

4.9  Proposal Validity Period 
Proposal prices, terms and conditions shall be firm for a period of at least ninety (90) days from 
the deadline for receipt of proposals. The successful proposal shall not be subject to future 
price escalation or change of terms if accepted during the ninety (90) day period. Price 
decreases or changes in terms by others after the acceptance of a proposal will not be 
considered.  
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4.10  Protests 
4.10.1 Protest of Solicitation  

A proposer or prospective proposer who wishes to object or protest any aspect of this 
procurement shall comply with requirements of Oregon Administrative Rule: OAR 137-
049- 0260 and must deliver a written protest to: 

• Public Works Director, Mouhamad Zaher, at mzaher@sthelensoregon.gov 
• AND Sharon Darroux, Engineering Manager, sdarroux@sthelensoregon.gov  

A protest may be submitted via email. Any such protest shall include the reasons for the 
protest and shall detail any proposed changes to the scope of work or terms. The City 
shall respond to any protest and, if necessary, shall issue any appropriate revisions, 
substitutions, or clarification via addenda to all interested Proposers. Protests must be 
received at least seven (7) days before the proposal submission deadline. The City shall 
not consider any protest against award due to the content of proposal scope of work or 
contract terms submitted after the established protest deadline. Protests can also be 
mailed to: City of St. Helens – Engineering Division, 265 Strand Street, St. Helens, OR 
97051.  

A protest shall be deemed to include only the documents timely delivered pursuant to 
this paragraph. It must clearly state all of the grounds for the protest and must include 
all arguments and evidence in support of the protest. Testimonial evidence may be 
submitted by affidavit. The City may investigate as it deems appropriate in reviewing the 
protest and will issue a written response to the protest.  

The City may proceed with contract award, execution, and performance while a protest 
is pending. An issue that could have been raised via protest of the solicitation is not 
grounds for protest of an award. 

4.10.2 Protest Competitive Range  

An adversely affected or aggrieved proposer may file a written protest of the City’s 
decision to exclude the proposer from competitive range by delivering the protest in the 
manner described above within seven (7) calendar dates of the date of issuance of the 
Proposer Shortlist Notification.  

The protest must specify the grounds for protest of award as provided in OAR 137-049-
0450(5), including that higher scoring proposals are ineligible for award because their 
proposals were non responsive or because the City made a substantial violation of a 
provision in the Solicitation Document or of an applicable Procurement stature or 
administrative rule, and the protesting proposer was unfairly evaluated and would have , 
but for such substantial violation, been included the competitive range.  

A proposer is only adversely affected or aggrieved if the proposer is eligible for inclusion 
in the competitive range. 

4.10.3 Protest of Award  
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An adversely affected or aggrieved proposer may file a written protest of the City’s 
Notice of Intent by delivering the protest in the manner described in Section 2.6.1 within 
seven (7) calendar date of the date of issuance of the Notice of Intent to Award. 

The protest must specify the grounds for protest of award as provided in OAR 137-049 
0450(4), including that higher scoring proposals are ineligible for award because their 
proposals were non responsive or because the City made a substantial violation of a 
provision in the Solicitation Document or of an applicable Procurement stature or 
administrative rule, and the protesting proposer was unfairly evaluated and would have, 
but for such substantial violation, been the Responsible Proposer offering the highest 
ranked Proposal. 

A proposer is only adversely affected or aggrieved if the proposer is eligible for award 
and is not in line for the awards. 
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SECTION 5 – PROPOSAL SUBMISSION REQUIREMENTS 

5.1  Proposal Format 
Proposers are encouraged to provide clear, concise proposals that contain only information 
required to respond to the needs of this project. Proposals shall be type written with the body 
text consisting of a serif or sans serif font style. Font size shall be a minimum of 10-point. 
Proposals shall be double sided. All pages shall be 8 ½” x 11” size. 11” x 17” page size is 
acceptable for project schedule. Proposals shall not exceed 40 total pages, excluding the 
transmittal letter, index or table of contents, front and back covers, title pages, separation tabs, 
and appendices. 

5.2  Proposal Submittal 
Proposals must be received at City Hall by 3:00 p.m., Tuesday March 25, 2025. Proposer shall 
provide five (5) printed copies and one (1) electronic copy on a flash drive of their proposal, 
sealed in an envelope plainly identifying Project Name, and the Consultant’s Name and 
Address. Electronic copy must be in searchable PDF format as a single document. Proposals 
shall be addressed as follows: 

ST. HELENS RESERVOIR SITING STUDY 
RFP NO. W-484 
City of St. Helens 
265 Strand Street 
St. Helens, OR 97051 
ATTN: Mouhamad Zaher, Public Works Director 

Proposals must arrive at the St. Helens City Hall Office on or before the time and date due. 
Proposers mailing proposals should allow for normal delivery time to ensure timely receipt. 
Electronic or faxed proposals will not be accepted. Proposals received after the RFP deadline 
will not be opened or reviewed.  

The proposal must state that the Consultant is an Equal Opportunity Employer and will comply 
with all Federal, State, and local laws, rules, and regulations. 

 

5.3  Transmittal Letter and Executive Summary 
Transmittal letter and executive summary (maximum two pages) shall include the name of the 
proposing firm, full legal name of the proposing business entity, and must specify who will be 
the proposer’s signatory to any contract documents executed with the City.  

The letter shall include principal business address and phone number where the relationship 
will be managed and be signed by a representative of the Proposer who is authorized to sign 
and to commit the Proposer to the obligations contained in the Proposal, including name, 
address, phone number, and email address. The letter should address the Proposer’s 
willingness and commitment, if selected, to provide the services offered and a description of 
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why the Proposer believes it should be selected. The letter shall name the person(s) 
authorized to represent the consultant in any negotiations and the name of the person(s) 
authorized to sign any contract or agreement, which may result. The letter of interest must be 
signed by a legal representative of the firm or institution authorized to bind the firm or 
institution in contractual matters.   

A statement in the letter shall specifically stipulate that the Proposer accepts all terms and 
conditions contained in the RFP and the Personal Services Agreement.  

5.4  Proposal Signature Page 
Proposal shall include the Proposal Signature Page (Section 8). Proposals submitted without 
the Proposal Signature Page shall not be considered.   

5.5  Proposer Experience  
Consultant shall describe the firm’s and any key sub consultant’s firm size, office locations, 
and relevant capabilities and resources in relation to this project. Only experience on 
completed projects should be included in this section. (Maximum two pages.) 

 

5.6  Project Team Experience 
Consultant shall identify the team to be assigned to the project by name, including at a 
minimum the principal, project manager, key staff, and any key sub-consultants. Consultant 
shall describe the project team’s qualifications and experience on completed projects related to 
this specific project. Consultant shall explain the project team’s expertise regarding all tasks 
associated with the scope of work. section should include approximate number of people to be 
assigned to the project, extent of principal/project manager involvement, roles and 
responsibilities of key staff on the project. (Maximum three pages.) 

Consultant may submit individual resumes of key staff for this project. Individual resumes are 
considered an attachment to the Proposal and are not subject to the page limitations of this 
section. 

 

5.7  Project Understanding and Approach  
Consultant shall describe the firm’s understanding of the requirements, what the major issues 
specific to the project will be, and a listing of the major tasks that will be performed, and the 
approach to perform the tasks.  

At a minimum, this section shall,  

 Identify understanding of key issues and challenges for the study  
 

 Describe approach to addressing key issues and challenges identified in the RFP. 
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 Provide approach to meeting the City’s project goals identified in the RFP. 
 

 Describe the tasks and activities and the methodology that will be used to accomplish 
them, and which team members will work on each task. 
 

 Describe the tools your team will maintain to effectively manage the project. Provide 
process for making and documenting decisions. 
 

 Describe management and organizational capabilities to ensure staffing availability to 
meet schedule.  
 

 Estimated time frame to complete each task 

Consultants are invited to suggest additional (optional) work tasks that could be performed in 
conjunction with or subsequent to the Scope of Work in Section 2.1. Such tasks are to be 
described as optional and the benefits of performing such tasks shall be described. Optional 
tasks will not be included in the initial short list selection but may be considered by the City for 
relevancy during final consultant selection process. (Maximum four pages.) 

 

5.8  Cost Management Approach 
Provide details on cost management approach and methodology for the project, including 
describing the Consultant’s process and milestones for evaluating the budget and alternatives. 
(Maximum one page.) 

 

5.9  Project Schedule 
Describe the process and schedule for project including City staff and City Council involvement 
in decisions and community engagement. Identify key tasks and milestone dates and their 
associated duration. The maximum paper size for the project schedule shall be 11”x17”. 
(Maximum one page.) 

 

5.10  Past Projects  
Consultant shall provide project descriptions of up to three completed projects. Consultant 
shall list its role on each project, shall list the firm(s) and project team member(s) that worked 
on the listed projects. Each project description shall include the date of work, contract value, 
location, key project elements, and project contact. Consultant shall ensure that project contact 
information is accurate and up to date. (Maximum one page.) 
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5.11  Price Proposal  
Price proposal shall not be submitted as part of the proposal but shall be submitted only when 
requested by the City. Price proposals shall be requested only of these proposers who have 
been short-listed by the proposal selection committee during the initial evaluation, pursuant to 
ORS 279C.110(5).  

When requested, the Consultant shall submit a detailed price proposal to the City within three 
(3) business days of the date of the City’s request. The City may disqualify a Proposer for a 
late submission of the Price Information. 

Price proposal shall include,  
 A schedule of hourly rates that the Proposer will charge for the work of each individual 

or each labor classification that will perform the professional services required for 
Project, in the form of an offer that is irrevocable for not less than ninety (90) days after 
the date of the proposal 

 A reasonable estimate of hours that Proposer will require to perform the Project’s 
professional services 

 For each activity described in the Scope of Work, the Price Proposal must include 
identifiable costs, time estimates for completing each activity, and a summary of all 
proposed costs 

 A list of each individual or labor classification that will perform each Project task, 
together with the hourly rate that applies to the individual or labor classification 

 A list of expenses, including travel expenses, that the Proposer expects to incur in 
connection with completing Project’s professional service. Include separate line items 
for personnel, travel, supplies, other costs, and administrative and overhead charges   
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SECTION 6 – PROPOSAL EVALUATION & SELECTION 

6.1  Evaluation Process 
The City intends to select a Consultant who is fully qualified and has assembled a project team 
that can provide satisfactory service. The City will be the sole judge of whether a Consultant is 
considered to be fully qualified for the purpose of this RFP and will determine if the proposals 
are complete and meet the requirements as described in this RFP. 

A selection committee assembled by the City will review and evaluate submitted proposals 
meeting the mandatory requirements of this RFP.  

The first review of proposals will be evaluated in accordance with the evaluation criteria set 
forth in Section 6.4. A short list of up to three qualified candidates will be compiled.   

Short-listed candidates will be asked to submit Price Proposals per Section 5.11 and may be 
asked to make a presentation of their proposal to the proposal selection team. Short-list 
candidates will be evaluated and reviewed by the evaluation criteria set forth in Section 6.5. 

  

6.2  Clarification of Proposals 
The City reserves the right to obtain clarification of any point regarding a proposal or to obtain 
additional information necessary to properly evaluate a particular proposal. Failure of a 
Proposer to respond to such a request for additional information or clarification could result in 
rejection of their proposal.  

 

6.3  Proposer Selection 
Following the selection committee’s final determination of the highest scored Proposer, the 
City will issue a Notice of Intent to Award and begin contract negotiations. The City will attempt 
to reach a final agreement with the highest scoring Proposer. However, the City may, in its 
sole discretion, terminate negotiations and reject the proposal if it appears agreement cannot 
be reached. The City may then attempt to reach a final agreement with the second highest 
scoring Proposer and may continue, in the same manner, with remaining proposers until an 
agreement is reached.  
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6.4  Evaluation Criteria – First Review 
The criteria listed below will be used to evaluate proposals and determine the short list of 
candidates. The Selection Review Committee will rate each proposal as follows, 

 

 CRITERIA MAXIMUM POINTS 

Transmittal Letter and Executive Summary Pass/Fail 

Proposal Signature Page (Section 8) Pass/Fail 

Technical Approach and Methodology 30 Points 

Firm Qualifications and Relevant Experience 25 Points 

Project Team and Key Personnel 20 points 

Stakeholder Engagement and Public Outreach Approach 15 Points 

Project Schedule  10 Points 

Maximum Total Evaluation Points 100 Points 

 

 

 

 

 

 

 

 

 

 

DRAFT

Page 44

Item #3.



   

CITY OF ST. HELENS | RFP NO. W-484| WATER STORAGE RESERVOIR SITING STUDY 13  
   

6.5  Final Evaluation Criteria (Short-List Candidates) 
The criteria listed below will be used to evaluate proposals of short list of candidates. The 
Selection Review Committee will rate each proposal as follows, 

 

 CRITERIA MAXIMUM POINTS 

Transmittal Letter and Executive Summary Pass/Fail 

Proposal Signature Page (Section 8) Pass/Fail 

Technical Approach and Methodology 30 Points 

Firm Qualifications and Relevant Experience 25 Points 

Project Team and Key Personnel 20 points 

Stakeholder Engagement and Public Outreach Approach 15 Points 

Project Schedule  10 Points 

Fee and Rate Proposal  15 Points 

Short-List Interview 15 Points 

Maximum Total Evaluation Points 130 Points 
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SECTION 7 – CONTRACT REQUIREMENTS 

7.1  General Requirements  
The successful Consultant will execute a Personal Services Contract with the City which shall 
incorporate the Scope of Work, a list of tasks, a work schedule, price proposal, and certificates 
of insurance.  

The City will issue the Notice to Proceed after the execution of the Contract.  

The Contract shall not be assigned in part or in total and the Consultant shall be solely 
responsible for the work of sub-consultants.  

The successful Consultant will be required to obtain a City of St. Helens business license. 

  

7.2  Contract Payment Schedule 
Payment for work will be made monthly upon receipt of Consultant’s billing statement, 
consistent with City procedures.  Each statement must include a summary of progress made 
through the date of the billing and shall be submitted to the Project Manager. Monthly 
payments will be based on the costs incurred as summarized in the progress report. 

  

7.3  Insurance Coverage 
The selected Consultant will be required to provide Errors and Omissions, Professional 
Liability Insurance, Worker’s Compensation, General Liability, and Automobile insurance as 
required for compliance with the City’s minimum standards for personal services contracts.  
The Consultant shall include the City, its’ officers, agents, and employees as additionally 
insured on insurance policies issued for this project or shall furnish an additional insured 
endorsement naming the same as an additional insured to the Consultant’s existing public 
liability and property damage insurance.  

Before the Contract is executed, the Consultant shall furnish to the City a certificate of 
insurance which is to be in force and applicable to the project   
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SECTION 8 – PROPOSAL SIGNATURE PAGE 
The undersigned hereby submits this proposal to furnish all work, services systems, materials, 
and labor as indicated herein and agrees to be bound by the following documents: Request for 
Proposal, Personal Services Contract, and associated inclusions and references, 
specifications, Proposal Form, Consultant response, mutually agreed clarifications, exceptions 
which are acceptable to the City, and all other Consultant submittals. 

The undersigned hereby certifies and represents that the Consultant: has examined and is 
thoroughly familiar with the Request for Proposal; has examined and is thoroughly familiar with 
the Personal Services Contract, and agrees to accept the contract terms, and execute such 
contract upon award; understands that the City reserves the right to accept a proposal or reject 
all proposals if deemed in the best interest of the City understands that all information included 
in, attached to, or required by this RFP shall be public record subject to disclosure within the 
context of the federal Freedom of Information Act and Oregon Revised Statutes (ORS) 
192.501 and ORS 192.502. 

Receipt of Addenda 
Consultant acknowledges that ADDENDA NUMBERED _______ THROUGH  ______ have 
been reviewed as part of the Request for Proposal. 

Signature 
The Consultant hereby certifies that the information contained in these certifications and 
representations is accurate, complete, and current. We therefore offer and make this proposal 
to furnish services herein in fulfillment of the attached requirements and specifications of the 
City.  

 
FIRM NAME 

 
CONTACT PERSON NAME/ TITLE 

 
MAILING ADDRESS, CITY, STATE, AND ZIP CODE 

     
FIRM TELEPHONE NUMBER  CONTACT PERSON TELEPHONE   CONTACT PERSON EMAIL ADDRESS 

IF CORPORATION, ATTEST:  
 

 (CORPORATE OFFICER) 

 

 CORPORATION                     PARTNERSHIP                     INDIVIDUAL                     OTHER, ___________________________ 

FEDERAL TAX IDENTIFICATION NUMBER (TIN):  
 

 
 

    

PRINT NAME AND TITLE OF FIRM’S AUTHORIZED 

REPRESENTATIVE 
 SIGNATURE OF FIRM’S AUTHORIZED 

REPRESENTATIVE 
 DATE 
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APPENDIX  A – PERSONAL SERVICES AGREEMENT  
This PERSONAL SERVICES AGREEMENT (this “Agreement”) is made and entered into by 
and between the City of St. Helens (the “City”), an Oregon municipal corporation, and  
________________________ (“Contractor”). 
 
RECITALS 

A. The City is in need of personal services for ____________________________, and 
Contractor represents that it is qualified and prepared to provide such services.   

B. The purpose of this Agreement is to establish the services to be provided by 
Contractor and the compensation and terms for such services. 
 

AGREEMENT 
1. Engagement.  The City hereby engages Contractor to provide services 

(“Services”) related to ________________________, and Contractor accepts such 
engagement.  The principal contact for Contractor shall be    , phone  
          . 

 
2. Scope of Work.  The duties and responsibilities of Contractor, including a 

schedule of performance, shall be as described in Attachment A attached hereto and 
incorporated herein by reference, and Exhibit 1 for General Engineering Consultant Services. 
 

3. Term.  Subject to the termination provisions of Section 10 of this Agreement, this 
Agreement shall commence once executed by both parties and shall terminate on 
_________________.  The City reserves the exclusive right to extend the contract for a period 
of two (2) years in one (1) year increments.  Such extensions shall be in writing with terms 
acceptable to both parties.  Any increase in compensation for the extended term shall be as 
agreed to by the parties but shall not exceed five percent (5%) of the then-current fees. 

 
4. Compensation.  The terms of compensation for the initial term shall be as 

provided in Attachment C. 
 
5. Payment.   

5.1 The City agrees to pay Contractor for and in consideration of the faithful 
performance of the Services, and Contractor agrees to accept from the City as and for 
compensation for the faithful performance of the Services, the fees outlined in Attachment C, 
except that the hourly fee shall include all local travel, local telephone expense, computer 
expense, and routine document copying.  Reimbursable expenses shall be billed at cost 
without markup and shall include travel and related expenses in compliance with the City’s 
travel and expense policy, reproduction of documents or reports with prior written approval, 
and long-distance telephone expenses.  Contractor’s cost for approved sub-consultants may 
be marked up a maximum of five percent (5%) by Contractor for management and handling 
expenses. 

5.2 Contractor shall make and keep reasonable records of work performed 
pursuant to this Agreement and shall provide detailed monthly billings to the City.  Following 
approval by the City Administrator, billings shall be paid in full within thirty (30) days of receipt 
thereof.  The City shall notify Contractor of any disputed amount within fifteen (15) days from 

DRAFT

Page 48

Item #3.



   

CITY OF ST. HELENS | PERSONAL SERVICES AGREEMENT 17  
   

receipt of the invoice, give reasons for the objection, and promptly pay the undisputed 
amount.  Disputed amounts may be withheld without penalty or interest pending resolution of 
the dispute.   

5.3 The City may suspend or withhold payments if Contractor fails to comply 
with any requirement of this Agreement. 

5.4 Contractor is engaged by the City as an independent contractor in 
accordance with the standards prescribed in ORS 670.600.  Contractor shall not be entitled 
to any benefits that are provided by the City to City employees. 

5.5 Any provision of this Agreement that is held by a court to create an 
obligation that violates the debt limitation provision of Article XI, Section 9 of the Oregon 
Constitution shall be void.  The City’s obligation to make payments under this Agreement is 
conditioned upon appropriation of funds pursuant to ORS 294.305 through 294.565. 

 
6. Document Ownership.  Contractor shall retain all common law, statutory and 

other reserved rights, including copyrights, in all work products, including, but not limited to, 
documents, drawings, papers, computer programs and photographs, performed or produced 
by Contractor for the benefit of the City under this Agreement, except that all copies of such 
plans, designs, calculations and other documents and renditions provided to City shall become 
the property of City who may use them without Contractor’s further permission for any lawful 
purpose related to the project.  Upon execution of this agreement, Contractor grants to City an 
irrevocable, nonexclusive license to use Contractor’s work products created through its 
services for the project.  The license granted under this section permits City to authorize its 
contractors, ssubcontractors of any tier, consultants, subconsultants of any tier,  and material 
or equipment suppliers, to reproduce applicable portions of the work products in performing 
services for the project.  Any unauthorized use of Contractor’s work product for purposes 
unrelated to the project shall be at City’s sole risk and without liability to Contractor. 

 
7. Notices.  All notices, bills and payments shall be made in writing and may be 

given by personal delivery or by mail.  Notices, bills and payments sent by mail should be 
addressed as follows: 
 
CITY:   City of St. Helens 

Attn:  City Administrator  
265 Strand Street 
St. Helens OR 97051 

 
CONTRACTOR:       
   Attn:      
         
   ______________________________ 
 
When so addressed, such notices, bills and payments shall be deemed given upon deposit in 
the United States mail, postage-prepaid. 

8. Standard of Care.  Contractor shall comply with the applicable professional 
standard of care in the performance of the Services.  Contractor shall prepare materials and 
deliverables in accordance with generally accepted standards of professional practice for the 
intended use of the project.  

 
9. Insurance. 
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9.1 At all times during the term of this Agreement, Contractor shall carry, 
maintain and keep in full force and effect a policy or policies of insurance as specified in 
Attachment B attached hereto and incorporated herein by reference. 

9.2 All insurance policies shall provide that the insurance coverage shall not 
be canceled or reduced by the insurance carrier without thirty (30) days’ prior written notice to 
the City.  Contractor agrees that it will not cancel or reduce said insurance coverage without 
the written permission of City. 

9.3 Contractor agrees that if it does not keep the aforesaid insurance in full 
force and effect, the City may either immediately terminate this Agreement or, if insurance is 
available at a reasonable cost, the City may take out the necessary insurance and pay, at 
Contractor’s expense, the premium thereon.  If the City procures such insurance, the City 
may charge the cost against any moneys due Contractor hereunder or for any other contract. 

9.4 At all times during the term of this Agreement, Contractor shall maintain 
on file with the City a Certificate of Insurance or a copy of actual policies acceptable to the 
City showing that the aforesaid policies are in effect in the required coverages.  The policies 
shall contain an endorsement naming the City, its council members, officers, employees and 
agents, as additional insureds (except for the professional liability and workers’ compensation 
insurance). 

9.5 The insurance provided by Contractor shall be primary to any coverage 
available to the City.  The insurance policies (other than workers’ compensation) shall include 
provisions for waiver of subrogation.  Contractor shall be responsible for any deductible 
amounts outlined in such policies. 

 
10. Termination.   

10.1 Termination for Cause. City may terminate this Agreement effective upon 
delivery of written notice to Contractor under any of the following conditions: 

10.1.1 If City funding from federal, state, local, or other sources is not 
obtained and continued at levels sufficient to allow for the purchase of the indicated quantity of 
service.  This Agreement may be modified to accommodate a reduction in funding. 

10.1.2 If Federal or State regulations or guidelines are modified, changed, 
or interpreted in such a way that the services are no longer allowable or appropriate for 
purchase under this Agreement. 

10.1.3 If any license or certificate required by law or regulation to be held 
by Contractor, its subcontractors, agents, and employees to provide the services required by 
this Agreement is for any reason denied, suspended, revoked, or not renewed. 

10.1.4 If Contractor becomes insolvent, if a voluntary or an involuntary 
petition in bankruptcy is filed by or against Contractor, if a receiver or trustee is appointed for 
Contractor, or if there is an assignment for the benefit of creditors of Contractor. 

10.1.5 If Contractor is in breach of this Agreement, and such breach is not 
remedied as contemplated by Section 10.2 of the Agreement. 

10.2  Breach of Agreement 
10.2.1 Contractor shall remedy any breach of this Agreement within the 

shortest reasonable time after Contractor first has actual notice of the breach or City notifies 
Contractor of the breach, whichever is earlier.  If Contractor fails to remedy a breach within 
three (3) working days of its actual notice or receipt of written notice from the City, City may 
terminate that part of the Agreement affected by the breach upon written notice to Contractor, 
may obtain substitute services in a reasonable manner, and may recover from Contractor the 
amount by which the price for those substitute services exceeds the price for the same 
services under this Agreement. 
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10.2.2 If the breach is material and Contractor fails to remedy the breach 
within three (3) working days of receipt of written notice from the City, City may declare 
Contractor in default, terminate this Agreement and pursue any remedy available for a default. 

10.2.3 Pending a decision to terminate all or part of this Agreement, City 
unilaterally may order Contractor to suspend all or part of the services under this Agreement.  
If City terminates all or part of the Agreement pursuant to this Section 10.2, Contractor shall be 
entitled to compensation only for services rendered prior to the date of termination, but not for 
any services rendered after City ordered suspension of those services.  If City suspends 
certain services under this Agreement and later orders Contractor to resume those services 
after determining Contractor was not at fault, Contractor shall be entitled to reasonable 
damages actually incurred, if any, as a result of the suspension. 

10.2.4 In the event of termination of this Agreement due to the fault of the 
Contractor, City may immediately cease payment to Contractor, and when the breach is 
remedied, City may recover from Contractor the amount by which the price for those substitute 
services exceeds the price for the same services under this Agreement, along with any 
additional amounts for loss and damage caused to the City by the breach, and withhold such 
amounts from amounts owed by City to Contractor.  If the amount due Contractor is insufficient 
to cover City’s damages due to the breach, Contractor shall tender the balance to City upon 
demand. 

10.3 Termination for Convenience.  City may terminate all or part of this 
Agreement at any time for its own convenience by providing three (3) days written notice to 
Contractor.  Upon termination under this paragraph, Contractor shall be entitled to 
compensation for all services properly rendered prior to the termination, including 
Contractor’s and sub consultants reasonable costs actually incurred in closing out the 
Agreement.  In no instance shall Contractor be entitled to overhead or profit on work not 
performed. 

 
11. No Third-Party Rights.  This Agreement shall not create any rights in or inure to 

the benefit of any parties other than the City and Contractor.   
 
12. Modification.  Any modification of the provisions of this Agreement shall be set 

forth in writing and signed by the parties.  
 
13. Waiver.  A waiver by a party of any breach by the other shall not be deemed to 

be a waiver of any subsequent breach. All waivers shall be done in writing. 
 
14. Indemnification.   

14.1  Liability of Contractor for Claims Other Than Professional Liability. For 
claims for other than professional liability, Contractor shall defend, save and hold harmless 
City, its officers, agents and employees from all damages, demands, claims, suits, or actions 
of whatsoever nature, including intentional acts, resulting from or arising out of the activities 
or omissions of Contractor, its subcontractors, sub-consultants, agents or employees under 
this Agreement. A claim for other than professional responsibility is a claim made against the 
City in which the City’s alleged liability results from an act or omission by Contractor 
unrelated to the quality of professional services provided by Contractor. 

14.2 Liability of Contractor for Claims for Professional Liability.  For claims for 
professional liability, Contractor shall save, and hold harmless City, its officers, agents and 
employees, from all claims, suits, or actions arising out of the professional negligent acts, 
errors or omissions of Contractor, its subcontractors, sub-consultants, agents or employees 
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in the performance of professional services under this Agreement.  A claim for professional 
responsibility is a claim made against the City in which the City’s alleged liability results 
directly from the quality of the professional services provided by Contractor, regardless of the 
type of claim made against the City. 

14.3 Contractor and the officers, employees, agents and subcontractors of 
Contractor are not agents of the City, as those terms are used in ORS 30.265.   

 
15. Governing Laws.  This Agreement shall be governed by the laws of the State of 

Oregon.   
 
16. Compliance with Law.   

16.1 Contractor shall comply with all applicable federal, state and local statutes, 
ordinances, administrative rules, regulations and other legal requirements in performance of 
this Agreement. 

16.2 Contractor shall pay promptly, as due, all persons supplying labor or 
materials for the prosecution of the services provided for in the Agreement and shall be 
responsible for such payment of all persons supplying such labor or material to any 
ssubcontractor. 

16.3 Contractor shall promptly pay all contributions or amounts due the 
Industrial Accident Fund from such Contractor or subcontractor incurred in the performance 
of the Agreement.   

16.4 Contractor shall not permit any lien or claim to be filed or prosecuted 
against the City or its property on account of any labor or material furnished and agrees to 
assume responsibility for satisfaction of any such lien or claim so filed or prosecuted. 

16.5 Contractor and any subcontractor shall pay to the Department of Revenue 
all sums withheld from employees pursuant to ORS 316.617. 

16.6 If Contractor fails, neglects or refuses to make prompt payment of any 
claim for labor or materials furnished to the Contractor or a subcontractor by any person in 
connection with the Agreement as such claim becomes due, the City may pay such claim to 
the persons furnishing the labor or material and charge the amount of payment against funds 
due or to become due Contractor by reason of the Agreement.  The payment of a claim in the 
manner authorized hereby shall not relieve the Contractor from his/her or its obligation with 
respect to any unpaid claim.  If the City is unable to determine the validity of any claim for 
labor or material furnished, the City may withhold from any current payment due Contractor 
an amount equal to said claim until its validity is determined and the claim, if valid, is paid. 

16.7 If the Contractor fails, neglects or refuses to pay a person that provides 
labor or materials in connection with the Agreement within 30 days after receiving payment 
from the City, the Contractor owes the person the amount due plus interest charges that 
begin at the end of the 10-day period within which payment is due under ORS 279C.580 (4) 
and that end upon final payment, unless payment is subject to a good faith dispute as defined 
in ORS 279C.580. The rate of interest on the amount due is nine percent per annum. The 
amount of interest may not be waived. 

16.8 Contractor shall promptly, as due, make payment to any person, 
copartnership, association, or corporation, furnishing medical, surgical and hospital care or 
other needed care and attention, incident to sickness or injury, to employees of such 
Contractor, of all sums which the Contractor agrees to pay for such services and all monies 
and sums which the Contractor collected or deducted from the wages of employees pursuant 
to any law, contract or agreement for the purpose of providing or paying for such service. 
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16.9 No person may not be employed for more than 10 hours in any one day, 
or 40 hours in any one week, except in cases of necessity, emergency or when the public 
policy absolutely requires it, and in such cases the employee shall be paid at least time and a 
half pay:  

16.9.1 Either: 
16.9.1.1 For all overtime in excess of eight hours in any one 

day or 40 hours in any one week when the work week is five consecutive 
days, Monday through Friday; or 

16.9.1.2 For all overtime in excess of 10 hours in any one day 
or 40 hours in any one week when the work week is four consecutive days, 
Monday through Friday; and 

16.9.2 For all work performed on Saturday and on any legal holiday 
specified in ORS 279C.540; 

16.9.3 Contractor shall pay employees for overtime work performed under 
the Agreement in accordance with ORS 653.010 to 653.261 and the Fair Labor Standards Act 
of 1938 (29 USC 201, et seq.). 

16.10 The Contractor must give notice to employees who work on this 
Agreement in writing, either at the time of hire or before commencement of work on the 
Agreement, or by posting a notice in a location frequented by employees, of the number of 
hours per day and the days per week that the employees may be required to work. 

16.11 All subject employers working under the Contractor are either employers 
that will comply with ORS 656.017, or employers that are exempt under ORS 656.126. 

16.12 All sums due the State Unemployment Compensation Fund from the 
Contractor or any subcontractor in connection with the performance of the Agreement shall 
be promptly so paid. 

16.13 Contractor certifies compliance with all applicable Oregon tax laws, in 
accordance with ORS 305.385. 

16.14 Contractor certifies that it has not and will not discriminate against a 
subcontractor in awarding a subcontract because the subcontractor is a disadvantaged 
business enterprise, a minority-owned business, a woman-owned business, a business that a 
service-disabled veteran owns or an emerging small business that is certified under ORS 
200.055.  Without limiting the foregoing, Contractor expressly agrees to comply with: (i) Title 
VI of the Civil Rights Act of 1964; (ii) Section V of the Rehabilitation Act of 1973; (iii) the 
Americans with Disabilities Act of 1990, (iv) ORS 659.425, (v) all regulations and 
administrative rules established pursuant to those laws; and (vi) all other applicable 
requirements of federal and state civil rights and rehabilitation statues, rules and regulations. 

16.15 The Contractor represents and warrants that Contractor (i) is not currently 
an employee of the federal government or the State of Oregon, and (ii) meets the specific 
independent contractor standards of ORS 670.600. 

16.16 If Contractor is a foreign contractor as defined in ORS 279A.120, 
Contractor shall comply with that section and the City must satisfy itself that the requirements 
of ORS 279A.120 have been complied with by Contractor before City issues final payment 
under this agreement.   

16.17  If this Contract exceeds $50,000, is not otherwise exempt, and includes 
work subject to prevailing wage, Contractor shall comply with ORS 279C.838, ORS 
279C.840, and federal law.   

16.18 Contractor shall not provide or offer to provide any appreciable pecuniary 
or material benefit to any officer or employee of City in connection with this Agreement in 
violation of ORS chapter 244. 
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16.19 Contractor shall ensure that any lawn and landscape maintenance, if 
applicable, shall contain a condition requiring the contractor to salvage, recycle, compost or 
mulch yard waste material at an approved site, if feasible and cost-effective. 

16.20 Contractor is a “subject employer,” as defined in ORS 656.005, and shall 
comply with ORS 656.017.   

16.21 Contractor shall not discriminate against any employee or applicant for 
employment because of race, color, religion, sex, sexual orientation, gender, age, national 
origin, physical or mental disability, or disabled veteran or veteran status in violation of state 
or federal laws.  

16.22 Contractor certifies that it currently has a City business license or will 
obtain one prior to delivering services under this Agreement.   

16.23 Any other condition or clause required by law to be in this Agreement shall 
be considered included by this reference. 

 
17. Confidentiality.  Contractor shall maintain the confidentiality, both external and 

internal, of that confidential information to which it is exposed by reason of this Agreement.  
Contractor warrants that its employees assigned to this Agreement shall maintain necessary 
confidentiality. 

 
18. Publicity.  Contractor shall not use any data, pictures, or other representations 

of the City in its external advertising, marketing programs, or other promotional efforts except 
with prior specific written authorization from the City. 

 
19. Succession.  This Agreement shall inure to the benefit of and shall be binding 

upon each of the parties hereto and such parties’ partners, successors, executors, 
administrators and assigns.   

 
20. Assignment.  This Agreement shall not be assigned by Contractor without the 

express written consent of the City.  Contractor shall not assign Contractor’s interest in this 
Agreement or enter into subcontracts for any part of the Services without the prior written 
consent of the City. 

 
21. Mediation/Dispute Resolution 

21.1 Should any dispute arise between the parties to this Agreement it is 
agreed that such dispute will be submitted to a mediator prior to any arbitration or litigation, 
and the parties hereby expressly agree that no claim or dispute arising under the terms of this 
Agreement shall be resolved other than first through mediation and, only in the event said 
mediation efforts fail, through litigation or binding arbitration.  The parties shall exercise good 
faith efforts to select a mediator who shall be compensated equally by both parties.  
Mediation will be conducted in the City of St. Helens, unless both parties agree in writing 
otherwise.  If arbitration is selected by the parties, the parties shall exercise good faith efforts 
to select an arbitrator who shall be compensated equally by both parties.  Venue for any 
arbitration shall be the City of St. Helens.  Venue for any litigation shall be the Circuit Court 
for Columbia County. 

 
22. Attorney Fees.  If legal action is commenced in connection with this Agreement, 

the prevailing party in such action shall be entitled to recover its reasonable attorney fees, 
expert fees and costs incurred therein at arbitration, trial and on appeal. 
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23. Records, Inspection and Audit by the City. 
23.1  Contractor shall retain all books, documents, papers, and records that are 

directly pertinent to this Agreement for at least three years after City makes final payment on 
this Agreement and all other pending matters are closed. 

23.2 Services provided by Contractor and Contractor’s performance data, 
financial records, and other similar documents and records of Contractor that pertain, or may 
pertain, to the Services under this Agreement shall be open for inspection by the City or its 
agents at any reasonable time during business hours.  Upon request, copies of records or 
documents shall be provided to the City free of charge. 

23.3 The City shall have the right to inspect and audit Contractor’s financial 
records pertaining to the Services under this Agreement at any time during the term of this 
Agreement or within three (3) years after City makes final payment on this Agreement and all 
other pending matters are closed.  

23.4 This Section 23 is not intended to limit the right of the City to make 
inspections or audits as provided by law or administrative rule. 

 
24. Force Majeure.  Neither City nor Contractor shall be considered in default 

because of any delays in completion and responsibilities hereunder due to causes beyond the 
control and without fault or negligence on the part of the parties so disenabled, including but 
not restricted to, an act of God or of a public enemy, civil unrest, volcano, earthquake, fire, 
flood, epidemic, quarantine restriction, area-wide strike, freight embargo, unusually severe 
weather or delay of subcontractor or supplies due to such cause; provided that the parties so 
disenabled shall within ten days from the beginning of such delay, notify the other party in 
writing of the cause of delay and its probable extent.  Such notification shall not be the basis 
for a claim for additional compensation.  Each party shall, however, make all reasonable efforts 
to remove or eliminate such a cause of delay or default and shall, upon cessation of the cause, 
diligently pursue performance of its obligation under the Agreement. 

 
25. Entire Agreement.  This Agreement contains the entire agreement between the 

parties and supersedes all prior written or oral discussions or agreements regarding the 
Services described herein. 

 
26. Severance.  If any provision of this Agreement is held to be invalid, it will not 

affect the validity of any other provision.  This Agreement will be construed as if the invalid 
provision had never been included. 
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IN WITNESS WHEREOF, the City has caused this Agreement to be executed by its duly 
authorized undersigned agent, and Contractor has executed this Agreement on the date 
written below. 
 
CITY:  
 
CITY OF ST. HELENS 
Council Meeting Date:
 ______________ 
 
Signature: ______________________ 
Print:  ___________________________ 
Title: 
 __________________________ 
 
Date: __________________________ 

 CONTRACTOR: 
 
 
____________________________ 
 
 
Signature: ___________________ 
Print:  _________________________ 
Title:  _______________________ 
 
Date: _______________________ 
 

APPROVED AS TO FORM: 
 
 
By: ____________________________ 
 City Attorney 
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Attachment A   Scope of Work  
 
[TBD] 
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Attachment B   Insurance Requirements  
 
Contractor and its subcontractors shall maintain insurance acceptable to the City in full force 
and effect throughout the term of this Contract. It is agreed that any insurance maintained by 
the City shall apply in excess of, and not contribute toward, insurance provided by Contractor.  
The policy or policies of insurance maintained by Contractor and its subcontractors shall 
provide at least the following limits and coverage: 
 

TYPE OF 
INSURANCE 

LIMITS OF LIABILITY REQUIRED FOR 
THIS 
CONTRACT 

General Liability Each occurrence 
General Aggregate 
Products/Comp Ops 
Aggregate 
Personal and Advertising 
Injury 

$1,000,000 
$2,000,000 
$2,000,000 
$1,000,000  
w/umbrella 
or 
$1,500,000  
w/o 
umbrella 

YES 

Please indicate if Claims Made or Occurrence 
Automobile 
Liability 

Combined Single – covering 
any vehicle used on City 
business 

 
$2,000,000 

YES 

Workers’ 
Compensation 

Per Oregon State Statutes 
If workers compensation is not applicable 
please initial here   .  State the 
reason it is not applicable:  
      
 

YES 

Professional 
Liability 

Per occurrence $500,000 
or per 
contract 

YES 

 Annual Aggregate $500,000 
or per 
contract 

 

 
Contractor’s general liability and automobile liability insurance must be evidenced by 
certificates from the insurers.  The policies shall name the City, its officers, agents and 
employees, as additional insureds and shall provide the City with a thirty (30)-day notice of 
cancellation. 
 
Workers’ compensation insurance must be evidenced by a certificate from the insurer.  The 
certificate need not name the City as an additional insured, but must list the City as a 
certificate holder and provide a thirty (30)-day notice of cancellation to the City. 
 
Professional liability insurance must be evidenced by a certificate from the insurer. The 
certificate need not name the City as an additional insured. 

DRAFT

Page 58

Item #3.



 

ATTACHMENT B – INSURANCE REQUIREMENTS (PERSONAL SERVICES AGREEMENT) 27 
 

 
Certificates of Insurance shall be forwarded to: 
City Administrator 
City of St. Helens 
265 Strand Street 
St. Helens, OR  97051 
 
Contractor agrees to deposit with the City, at the time the executed Contract is returned, 
Certificates of Insurance and Binders of Insurance if the policy is new or has expired, sufficient 
to satisfy the City that the insurance provisions of this Agreement have been complied with and 
to keep such insurance in effect and the certificates and/or binders thereof on deposit with the 
City during the entire term of this Agreement.  Such certificates and/or binders must be 
delivered prior to commencement of the Services. 
 
The procuring of such required insurance shall not be construed to limit Contractor’s liability 
hereunder.  Notwithstanding said insurance, Contractor shall be obligated for the total amount 
of any damage, injury or loss caused by negligence or neglect connected with this Agreement. 
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Attachment C   Terms of Compensation  
 
[TBD] 
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To:  City Council  
RE:  Financial Policies 
 

John Walsh  City Administrator 
Gloria Butsch  Finance Director 

 

 
BACKGROUND 
 
In December 2017, the Council adopted Resolution 1806, revising the City’s Financial Policies. 
 
Periodically, staff reviews and revises policies in keeping with local, state and national statutes, regulations, 
and best practices. 
 
During the GFOA Distinguished Budget Award review process, reviewers have noted that the COSH financial 
policies did not contain all of the elements required to meet the criteria of the award. Though not critical to 
the receipt of the award, the financial policies are essential for the fiscal management of the City. 
 
Finance staff has updated the financial policies using GFOA best practices guidelines. All City departments 
were given an opportunity to review and comment on the revisions and have been incorporated into the final 
revisions. 
 
RECOMMENDATION 
 
Staff recommends adopting the resolution to adopt the Financial Policies as revised. 
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Resolution No. 2039 

City of St. Helens 

RESOLUTION NO. 2039 
 

A RESOLUTION TO ADOPT FINANCIAL POLICIES 
FOR THE CITY OF ST. HELENS, SUPERSEDING RESOLUTION NO. 1806 

 
 WHEREAS, Chapter 2.12 of the St. Helens Municipal Code gives the City Administrator 
the power and authority to create and maintain policies for the City; and 
 
 WHEREAS, the City of St. Helens is committed to responsible fiscal management through 
financial integrity, prudent stewardship of public assets, planning, accountability, and 
transparency.  The purpose of the Financial Policies is to enable the City to achieve and maintain 
a long-term stable and positive financial condition; and 
 
 WHEREAS, these policies are adopted by Council as the basic framework for overall 
financial management of the City, to guide day-by-day and long range fiscal planning and decision 
making.   
 
NOW, THEREFORE, the City of St. Helens resolves as follows: 
 
 Section 1.  Attachment A, Financial Policies, is adopted and effective immediately. 
 
 Section 2.  This resolution supersedes Resolution No. 1806. 
 
 
Passed and adopted by the City Council this 19th day of February 2025, by the following vote: 
 
  Ayes:  
 
  Nays:  
 
       
 Jennifer Massey, Mayor 
ATTEST: 
 
  
Kathy Payne, City Recorder 
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CITY OF ST. HELENS FINANCIAL POLICIES 
Revised Feb 19, 2025 

 

1 

 

 

Financial Goals 

The City of St Helens is accountable to its citizens for the use of public dollars. Municipal resources must 
be wisely used to ensure adequate funding for the services, public facilities, and infrastructure necessary to 
meet the community’s present and future needs.  
 
These policies are designed to safeguard the fiscal stability required to achieve the City’s goals and objectives 
which are to: 

o Ensure the City is financially able to meet its immediate and long-term service objectives while 
maintaining the financial integrity of the City 

o Maintain accountability in the financial operation of the City 
o Improve financial information for decision makers at all levels: 

• Policy makers as they contemplate long-term City decisions 

• Managers as they implement policy on a day-to-day basis 
 
Financial Objectives 

To achieve its goals, the City of St. Helen’s establishes fiscal policies that address the following major areas: 
 

1. Revenue policy 

Addresses property taxes, user charges and other sources to adequately fund desired services. 
Additionally, it outlines the diversification in revenue fees and charges, and use of one-time and 
unpredictable revenues 
 

2. Operating budget policy 

Relating to budgeting guidelines. 
 

3. Capital improvement policy 

Relating to capital improvement planning and implementation. 
 

4. Accounting policy 

Relating to reporting financial transactions and preparing financial reports. 
 

5. Debt policy 

• Dealing with long-term financing of the city’s capital needs and its bond rating, debt capacity, issuance, 
and management, fund balance reserves, and operating/capital budget versus actual monitoring. 
6. Reserve policy 

For establishing reserves and contingency funding as needed for the various activities of the City. 
 

7. Audit and financial reporting policy 
To promote organized financial planning, budgeting, and accounting to assure disclosure of all financial 
transactions and to facilitate financial management and accountability by departments, divisions and agencies 
through financial reporting.  

 
8. Management of finance policy 
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Dealing with approval, recommendation, review and implementation of policies – including monitoring 
compliance. 

 

9. Financial planning policy 
Assesses the long-term financial implications of current and proposed operating and capital budgets, budget 
policies, and cash management and investment policies 
 

10. Capital assets inventory policy 
The Capital Asset Policy is established to record and report monetary amounts associated with 

   fixed asset acquisitions, transfers, and dispositions. 
 

Financial Policies 

St. Helen’s long-term financial policies are as follows: 
 
1. Revenue Policy 

1.1. System development charges (SDC’s) shall be established and revised as appropriate to fund the 
costs of improvements to service additional increments to growth, such as street, storm, water, 
sewer, parks and recreation facilities. SDC’s shall be reviewed annually by the engineering and 
planning departments; recommended adjustments will be made according to master plans and 
the Capital Improvement Plan. 

1.2. The City will maximize the use of service users’ charges in lieu of ad valorem taxes and subsidies 
from other City funds, for services that can be identified and where costs are directly related to 
the level of service provided. 

1.2.1 Charges for providing utility services would be sufficient to finance all operating, 
capital outlay and debt service expenses of the City’s enterprise funds, including 
operating contingency and reserve requirements. Utility Rate Study shall be 
conducted every 5 years. 

 
1.2.2 User charges should fund 100% of the direct cost of development review and 

building activities. User charges include land use, engineering inspection, building 
permit and building inspection fees. The Community Development Department, 
with the assistance of the Finance Department shall review fees annually. 

 
1.2.3 Other reimbursable work performed by the City (labor, meals, contracted services, 

equipment and other indirect expenses) shall be billed at actual or estimated actual 
cost. 

1.2.4 Charges for services shall accurately reflect the actual or estimated cost of providing a 
specific service. The cost of providing specific services shall be recalculated periodically 
as provided above, and the fee adjusted accordingly. The City shall maintain a current 
schedule of fees, showing when the fees were last reviewed and/or recalculated. 
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1.3 The City shall pursue collecting delinquent accounts. When necessary, discontinuing service, 
small claims court, collection agencies, foreclosure, lien and other methods of collection, such 
as imposing penalties, collection and late charges, may be used. 

 
2. Operating Budget Policy 

2.1 The City shall prepare, present, adopt and amend its annual operating budget(s) in accordance 
with Oregon Budget Law. 

2.1.1 The City shall maintain a budget system to monitor expenditures and revenues monthly, 
with a thorough analysis and adjustment (if required) at least at mid-year and/or year-
end. 

 

2.2 The City shall not adopt an operating budget that is greater than the amount of resources 
available to fund it. Current operating resources will be sufficient to support current operating 
expenditures, reimbursement transfers, reserves, unappropriated balances and contingencies. 

 
2.3 The annual recurring revenues of the General and Enterprise Funds shall not be less than 

annual recurring operating expenditures (total annual budget, minus capital outlay, equity 
transfers, reserves, appropriated balances and contingencies). 

2.4 Unless otherwise authorized by the City Council, General Fund and other unrestricted 
revenues shall not be earmarked for specific programs, activities or services. 

2.5 Long-term debt or bond financing shall only be used for the acquisition of capital facilities or 
specialized equipment. Long-term debt or bond financing shall not be used to finance current 
operating expenditures. 

 
3. Capital Improvement Policy 

3.1. Annually, the City shall adopt a 5-year Capital Improvement Plan (CIP). Prior to adopting a 
Capital Improvement Plan, the City shall hold public meetings and a public hearing as part of 
the budget process, on the contents of the CIP document. The document shall provide details 
on each capital project plan: its estimated costs, sources of financing and a description. 

 
4. Accounting Policy 

4.1. The City shall establish and maintain its accounting systems according to generally accepted 
accounting practices and shall adhere to generally accepted accounting principles and 
standards promulgated by the Government Finance Officers Association (GFOA) and 
Government Accounting Standards Board (GASB). 

4.2. An annual audit shall be conducted by an independent public accounting firm, which will issue 
an official opinion on the annual financial statements, along with a management letter 
identifying areas needing improvement, if necessary. 
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4.3. Full disclosure shall be provided in the financial statements and bond representations. 

4.4. Quarterly budget reports showing the status of revenues and expenditures shall be 
prepared and distributed to appropriate legislative, staff and management personnel in a 
timely manner and made available for public inspection. 

 

5. Debt Policy 
5.1. Capital projects financed through the issuance of bonds or other forms of debt instruments shall 

not be financed for a period which exceeds the expected useful life of the project. 
5.1.5.2. Capital projects will be clearly defined and funding options reviewed and approved by 

City Council prior to the issuance of bonds or other forms of debt instruments. 
 

5.2.5.3. The City shall use the most prudent methods of acquiring capital outlay items, including 
the use of lease purchase agreements. 

5.3.5.4. The City shall maintain its bond rating at the highest level fiscally prudent, so that 
future borrowing costs are minimized and access to the credit market is preserved. 

 
6. Reserve Policy 

6.1. Within the General Fund, the City’s goal is to keep a minimum of 20% of recurring revenue in 
reserve between Contingency and Unappropriated accounts. 

6.2 Within Enterprise Funds, the City’s goal is to keep a minimum of 90 days operating reserve as 
contingency while maintaining at least 5% of their operating budget (excluding debt service, 
capital outlay, equity transfers, reserves and interfund transfers and reimbursement revenues) 

 
The City shall adhere to GASB Statement #54, in which the objective is to enhance the 
usefulness of fund balance information by providing clear fund balance classifications including 
but not limited to: non-spendable, which is fund balance associated with inventories. 
Restricted, which includes amounts that can be spent only for specific purposes stipulated by 
legislation, Committed, which includes amounts that can be used only for specific purposes 
determined by a formal action of the decision-making authority. Assigned, which are intended 
to be used for specific purposes but do not meet the criteria to be restricted or committed. 
Unassigned, which include all spendable amounts not contained in other classifications. 
 

7. Auditing and Financial Reporting Policy 
The City will do the following to fulfill its financial reporting responsibilities 

 
7.1 Establish a chart of accounts and maintain an accounting system to provide all the data 

needed to allow for timely preparation of financial statements for the entire City in 
conformity with generally accepted accounting principles (GAAP) 
 

7.2 Contract for an independent audit of the City’s finances and for compliance with GASB 
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and state laws. The Government Body will review and accept the audit report and 
review a report from management about the disposition of any findings. The Governing 
Body will ensure that management has been proactive in implementing the internal 
control and financial recommendations of the independent auditor. 

 
7.3 The Governing Body will receive and review a formal risk assessment document from 

management that includes all identifiable financial risk areas, along with reasons for those risks 
(lack of funding, size of staff, etc.). The Governing Body will inquire about what is being done to 
mitigate the identified risks. 

7.4 The Governing Body will review the organization’s fidelity insurance coverage to determine if it 
adequately protects the organization against losses because of fraudulent activity by 
management or other employees. 
 

7.5 Throughout the year, the Governing Body will review the following reports: 
1. Budget compared to Actual performance data. Management should provide 

explanations for any major variations against the budget 

2. Investment reports which show where the organization’s monies are 
located/invested, along with current rates of return.  

 
8. Management of Fiscal Policy 

8.1 Fiscal policies and changes in policies shall be approved by the City Council and adopted by 
resolution at a public meeting. 

8.1.1 The City Administrator and Finance Director shall recommend fiscal policy and changes 
in policy to the City Council. The City Administrator and Finance Director shall prepare a 
report explaining the substantive impact of all recommendations and their impact on 
the City’s operations, service levels and/or finances. 

 
8.2.2 The Finance Director shall implement fiscal policies and monitor compliance. 

8.2.2.1 If the Finance Director discovers a deviation from policy, he/she shall report it in 
writing to the City Council within thirty days. 

 
8.2.2.2 As a part of the City’s annual budget document, the City’s budget message shall 

identify: (a) all major changes in policy since the previous budget year and (b) 
any material variations from policy in the ensuing year’s budget. 

 
9. Financial planning policy 

9.1 Long-term financial forecasts shall be updated annually during the budget process and to consider recent 
growth trends, economic forecasts and regulatory changes. 
 
9.2 Assessment of the long-term financial implications of current and proposed operating and capital budgets, 
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budget policies, and cash management and investment policies shall be performed and updated as needed 
throughout the fiscal year. Any significant deviation from budgeted forecasts shall be reported to the City Council 
within 30 days from discovery. 

 

10. Capital Asset Inventory Policy 
 
To maintain adequate accountability and control over the City’s capital assets and to provide appropriate financial 
information, capital acquisitions (purchases or donations) of $5,000 or more with a useful life of at least three (3) years will 
be recorded as a fixed asset and reported as capital in the General Ledger. Certain assets may be added for management 
purposes, regardless of cost. The capitalization threshold for assets shall be reviewed every three years to assess 
appropriateness and GFOA best practices.  
 
After the end of the fiscal year, the Finance Department will provide each department with a year-end preliminary fixed 
asset listing. The Department manager shall be responsible for reporting to the Finance Department all changes regarding 
fixed asset items by November 30th of each year. Those changes include, 
but are not limited to: 

o Change in condition, (IE: from “good” to “damaged beyond repair”) 
o Enhancement or upgrade (if it extends the asset life) 
o Permanent transfer to another department 
o Transfer of title or ownership 

 
When disposing of items, the following guidelines will be followed: 
 

1. Items with an estimated value of $5,000 or less should be disposed of through a local auction house, 
direct sale, or other means. These items must be approved by the City Administrator, or designee. 
2. Items with an estimated value greater than $5,000 must undergo the disposal process described below. These 

items must also be approved by the City Administrator 
a. Personal property needs to be declared surplus by the City Council. This can be done as a 

consent item on the agenda. The consent item should direct the method of disposition: 
i. Sale for a set minimum price 
ii. Sale by sealed bid or online auction 
iii. Sale or donation to another unit of government 
iv. Donation to a charitable organization 
v. Disposal in the landfill 
vi. Other 

 
This excludes trade-ins of equipment and vehicles for replacements. Trade-ins require the Shop Supervisor approval, along 
with the City Administrator or designee. 
 

3. Property that is usable and has some residual value should be offered for sale, or donated to another 
local government or a charitable organization. If the property is sold by sealed bid, the Deputy City Clerk should provide 
public notice by publishing a legal notice or posting a brief description of the item(s) on the City’s website, noting that 
sealed bids will be accepted until the specified deadline. 

a. Conveyance or transfer may be made without consideration or payment when it is in the 
best interest of the public in the judgment of the governing body or the granting unit.  
 

4. If the item being disposed of has no residual value and/or is irreparable or otherwise no longer of any value, 
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authorization must be obtained from the Department manager for disposal, and the Finance Department must be 
notified in writing if the original acquisition price exceeded $5,000. That allows the fixed asset records to be 
updated. 
4.  

5. A request for disposal instructions may be required from the Federal awarding agency for equipment acquired as a 
whole or in part with a federal grant award. 

 
ORS 221.725(4) requires appraisal or other evidence of market value of property.  
 

Surplus property should not be purchased by city elected officials, appointed officials or staff. ORS provides that “…city 

officers must not be purchasers at any sale nor vendors at any purchase made by them in their official capacity.” 

 
11. Balanced Budget 
The City strives to develop a financial plan that protects the long-term financial health of the City and continues delivery of 
services by ensuring that the reliability of the funding sources is matched to support the duration of the expenditure. 
 
 
Annually, the City of St. Helens shall adopt by resolution a balanced budget where operating revenues are equal to, or 
exceed, operating expenditures. Fund balance should not be considered a source of funds for base operating expenditures. 
Any increase in expenditure, decrease in revenues, or combination of the two that would result in a budget imbalance will 
require budget revision, rather than spending unappropriated surpluses or designated reserves to support on-going 
operations.  
 
Any year end operating surpluses will revert to unappropriated balances for use in maintaining reserve levels set by policy, 

and the balance will be available for capital projects and/or “one-time only” expenditures. Nothing in this policy shall 
prohibit the use of operating revenues for capital expenditure/expenses. 
 

12. Grants 
To seek, apply for, and effectively administer federal, state, and foundation grants-in-aid that address the City’s current 
priorities and policy objectives. 
 
The City shall apply, and facilitate the application by others, for only those grants or other funds that are consistent with 
the objectives and high priority needs previously identified by City Council. 

Formatted: Indent: Left:  0.5",  No bullets or numbering
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City of St. Helens 
RESOLUTION NO. 2037 

 
A RESOLUTION OF THE COMMON COUNCIL OF THE CITY OF ST. 

HELENS ADOPTING AN EXECUTIVE SESSION NEWS MEDIA 
ATTENDANCE POLICY AND REPLACING IN ITS ENTIRETY 

RESOLUTION NO. 2001 
  

WHEREAS, Oregon public meetings law provides that representatives of the news media shall 
be allowed to attend certain executive sessions of public bodies, but may be requested to not disclose 
specified information (ORS 192.660(4)); and 

 
WHEREAS, because at the time state law relating to media attendance at executive session 

was adopted, “news media” consisted of entities that were institutionalized and structured to support 
compliance with the requirements of ORS 192.660(4), the law includes no express mechanism for 
enforcing those requirements; and 

 
WHEREAS, technological advances since the time the public meetings law was initially adopted 

have resulted in development of communication mechanisms allowing virtually any individual or entity 
to disseminate information widely; and  
 

WHEREAS, ORS 192.660(11) prohibits the Oregon Government Ethics Commission from 
adopting rules that establish what entities are considered “representatives of the news media” that are 
entitled to attend executive sessions under ORS 192.660(4), and that the Attorney General has 
provided guidance on what factors governing bodies should weigh in determining who is permitted to 
attend an executive session as a “representative of the news media”; and 
 

WHEREAS, the Attorney General has opined that “representatives of the news media” for the 
purposes of ORS 192.660(4) include news-gathering representatives who have a formal affiliation with 
an institutional news entity, whether through employment, by contract, or some other authorization 
and that are formally organized for the purpose of gathering and disseminating news1; and  

 
WHEREAS, the City of St. Helens (the “City”) finds that in that absence of a statutory 

definition of “representatives of the news media” as that term is used in ORS 192.660(4) it is necessary 
to adopt a policy that implements the intent of the public meetings law and available Attorney General 
guidance, without precluding attendance by internet-based or other “non-traditional” information 
disseminators that are institutionalized and committed to compliance with ORS 192.660(4); and 

 
WHEREAS, the City adopted a News Media Policy through the adoption of Resolution No. 2001 

and the City desires to incorporate additional guidance available from the Attorney General into the 
City’s News Medial Policy, and that the below updated News Media Policy replaces Resolution No. 2001 
in its entirety; and 
 

WHEREAS, the City Council recognizes that this policy is solely for determining eligibility to 
attend executive sessions, which requests non-disclosure of specified information from executive 

 
1 The Attorney General Public Meetings Manual (2024), page 151; 817 Op Atty Gen No 8291, 2016 WL 2905510 (Apr 18, 
2016), available at https://www. doj.state.or.us/wp-content/uploads/2017/06/op8291.pdf 
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sessions, and is not intended to otherwise define “news media” or to determine eligibility to report on 
the City’s activities or to limit access to other City meetings by any person. 

 
NOW, THEREFORE, the City of St. Helens resolves as follows: 
 
1. Currently Recognized News Media Organizations. The following entities, through their 
authorized and authenticated representatives, are hereby recognized as representatives of the news 
media eligible to attend executive sessions, as they have an established history of meeting the 
requirements of this policy: 
 

• Oregonian 
• Daily Journal of Commerce 
• Willamette Week 
• Columbia County Spotlight 

 
 Radio News Media Organizations 

• KOHI 
• OPB 

 
 Television News Media Organizations:  

• KATU  
• KOIN  
• KGW  
• KPTV 
• OPB 

 
No other entity or its representative shall be permitted to attend an executive session unless it is 
recognized through the process set forth in Section 2 below. 
 
2. Recognition of Other News Media Organizations. The following entities shall be recognized as 
“representatives of the news media” whose authorized and authenticated representatives are eligible 
to attend executive sessions: 
 

A. A general or associated member newspaper of the Oregon Newspaper Publishers 
Association, a broadcast member of the Oregon Association of Broadcasters, or a member of 
the Associated Press; or 
 
B. Daily newspapers, non-daily, and small-market newspapers/publications, as well as 
those publications that are released as digital and multiplatform products; or 

 
C. A newspaper or publication that the City uses for publication of public notices and 
that meets the requirements of ORS 193.020; or 

 
D. An individual that has a formal affiliation with an institutional news media entity 
through employment, by contract, or some other authorization with the institutional news 
media entity.  In making the determination of whether an individual has a formal affiliation 
with an institutional news media entity, the City shall consider and weigh the existence of 
the following factors:  

 
a. For the purposes of establishing a formal affiliation, the following guidance shall 
be used: 
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i. Employment with an institutional news media entity means employed to 
perform the job of news gathering, reporting, and disseminating for the 
institutional news media entity. 

ii. A contract with an institutional news media entity means a contract 
between an individual and a news media organization to cover news stories 
or report on matters specified in the contract on the news media entity’s 
behalf. 

iii. Other authorization includes an agent for an institutional news media entity. 
 
b. The applicant regularly publishes or broadcasts or posts for the institutional news 
media entity on the entity’s website. 

 
E. If the applicant does not have a formal affiliation with a traditional news media entity, 
then the City will weigh the following factors to determine if the entity is institutional a 
“representative of the news media” for the purposes of attending executive sessions pursuant 
to ORS 192.660(4): 

 
a. A formally organized business structure, which is organized for the purpose of 
gathering and disseminating news; 
 
b. The existence of staff with assigned duties (rather than a single individual); 

 
c. Regular and continuous news publications, broadcasts, or articles via any variety of 
mediums including the Internet; 

 
d. Separation between fact gathering publications or broadcasts and opinion 
publications or broadcasts; 

 
e. A commitment and demonstrated structure to support the terms of ORS 
192.660(4); and 
 
f. A process in place for reporting conflicts of interest and correcting errors, including 
violations of executive session statutes, by a person with authority to take corrective 
measures. 

 
3. Application process. It shall be the applicant’s burden to persuade the City of St. Helens by 
substantial evidence that it should be recognized as a “representative of the news media” and meets 
the criteria in Section 1 and 2 of this policy by following the below application process: 
 

A. Requests to be recognized as a “representative of a news media” must be made in 
writing on an application form approved by the City, in a format outlined in the attached 
Exhibit A, which may be updated by the City from time to time.  The form will be made 
available on the City’s website and upon request. 
 
B. The form shall require disclosure of the person’s name, the institutional news media 
entity which they are formally affiliated with, and agreement to comply with ORS 192.660(4), 
with submission and description evidencing compliance with the factors outlined in Section 2.   
 
C. Applications must be submitted thirty (30) calendar days in advance of the first 
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executive session that the entity desires to attend.  The City shall make a determination at the 
next City Council meeting at least fifteen (15) calendar days after receiving the evidence 
submitted by the entity.   
 
D. A determination by the City that the entity is not recognized as a “representative of the 
news media” shall be based upon written findings. 

 
E. In making its determination whether to recognize the applicant as a representative of 
the news media, the City may require supplemental information, such as: 

 
a. A press badge or identification issued by the recognized news media 
organization, plus proof of identity (such as a driver’s license); 
 
b. A recently published news article in the recognized news media organization 
publication or broadcast, with the person’s byline, or a masthead showing the person’s 
name as a member of the news gathering staff of the news media organization, plus 
proof of identity; 

 
c. A letter on letterhead from an editor of the institutional news media entity in 
which the editor states that the reporter is covering the meeting for the news media 
organization, plus proof of identity; 
 
d. Any other credentials or evidence sufficient to demonstrate that the individual 
is a representative of the institutional news media. 

 
4. Status changes.  At any time, the status of an approved “representative of the news media” 
changes, such that he or she would no longer be eligible to qualify as a representative of the news 
media pursuant to this policy, the representative must immediately notify the City of its change in 
status and discontinue attending executive sessions.   If the City has reason to believe that the 
representative’s status has changed and it no longer qualifies as a “representative of the news 
media,” the City may require the representative to submit documentation demonstrating that he or 
she meets the required criteria.  The City may deny the representative the ability to attend an 
executive session until such time that the evidence is submitted and reviewed by the City. 
 
5. Attendance at Executive Sessions.  Representatives of news media recognized pursuant to 
this policy shall be allowed to attend executive sessions, except as described below in paragraphs 
(A) and (B) of this section: 
 

A. Representatives of the news media are not permitted to attend executive sessions 
involving deliberations with persons designated to carry on labor negotiations. ORS 
192.660(4); 
 

B. If the executive session is being held to confer with counsel about current litigation 
or litigation likely to be filed, the City shall exclude any member of the news media 
from attending if the member is a party to the litigation to be discussed or is an 
employee, agent or contractor of a news media organization that is a party to the 
litigation. ORS 192.660(5). 
 

C. Once determined by the City to be a “representative of the news media,” advance 
notice of attendance at an executive session is requested, but not required.   
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6. Recording Devices Prohibited. Cameras, tape recorders and other recording devices shall not 
be used in executive sessions, except for the official executive session recording made by City staff. 

 
7. Application to Boards and Commissions. These policies and procedures shall apply to the City 
Council and all of its boards and commissions. 
 

8. Method of Attendance.  Representatives of news media organizations recognized pursuant to 
this policy must attend executive sessions in person only.  Attendance virtually via electronic means 
will not be allowed unless the Council is meeting via electronic means only, in which case the City 
may establish additional security procedures, such as requiring the camera be turned on and that no 
one is present in the room. 
 
 

Approved and adopted by the City Council on February 19, 2025, by the following vote: 
 
  Ayes:  
 
  Nays: 
 
 
       
 Jennifer Massey, Mayor 
ATTEST: 
 
  
Kathy Payne, City Recorder 
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EXHIBIT A 

Recognized News Media Application 

City of St. Helens 
Recognized News Media Representative Application 

Pursuant to the City of St. Helens' Executive Session News Media Attendance Policy, those claiming 
to be representatives of the news media are requested to complete this form. Please provide the 
requested information below, complete and sign the certification section, and submit the completed 
form to the City Recorder in advance by: (1) personal delivery to the City Recorder; (2) sending the 
completed form via e-mail to CR@sthelensoregon.gov; or (3) delivering a completed copy to the 
City Recorder at City Hall located at 265 Strand Street, St. Helens, OR 97051. 

Applications must be submitted thirty (30) calendar days in advance of the first executive session that 
the entity desires to attend.  The City shall make a determination at the next City Council meeting at 
least fifteen (15) calendar days after receiving the evidence submitted by the entity.   

 
 
 
              

Print Name     Name of Institutional News Media Organization  
 

CERTIFICATION OF REPRESENTATION: 
 

I,        , certify the following to be true and accurate: 
 
I represent the following:  
 
Please select which “representative of the news media” you represent: 
 

1. __________A general or associated member newspaper of the Oregon Newspaper Publishers 
Association, a broadcast member of the Oregon Association of Broadcasters, or a member of the 
Associated Press; or 
 

2. __________Daily newspapers, non-daily, and small-market newspapers/publications, as well as 
those publications that are released as digital and multiplatform products; or 

 
3. __________A newspaper or publication that the City uses for publication of public notices and 

that meets the requirements of ORS 193.020; or 
 

4. __________An individual that has a formal affiliation with an institutional news media entity 
through employment, by contract, or some other authorization with the institutional news media 
entity, and publishes or broadcasts on the media company’s behalf. My affiliation is: 

 
a. _____  Employment with an institutional news media entity means employed 

to perform the job of news gathering, reporting, and disseminating for the 
institutional news media entity. 

b. ______A contract with an institutional news media entity means a contract 
between an individual and a news media organization to cover news stories or 
report on matters specified in the contract on the news media entity’s behalf. 

c. ______Other authorization as an agent for an institutional news media entity. 
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EXHIBIT A 

Recognized News Media Application 

5. If the applicant does not have a formal affiliation with a traditional news media entity, then the 
City will weigh the following factors to determine if the entity meets the Attorney General 
guidance to be a “representative of the news media” for the purposes of attending executive 
sessions pursuant to ORS 192.660(4).   

a. A formally organized business structure, which is organized for the 
purpose of gathering and disseminating news; 

b. The existence of staff with assigned duties (rather than a single 
individual); 

c. Regular and continuous news publications, broadcasts, or articles via any 
variety of mediums including the Internet; 

d. Separation between fact gathering publications/broadcasts and opinion 
publications/broadcasts; 

e. A commitment and demonstrated structure to support the terms of ORS 
192.660(4); and 

f. A process in place for reporting conflicts of interest and correcting errors, 
including violations of executive session statutes, by a person with 
authority to take corrective measures. 

Supplemental Information.  In making its determination whether to recognize the applicant as a 
representative of the news media, the City may require supplemental information, such as: 

• A press badge or identification issued by the recognized news media organization, plus proof of 
identity (such as a driver’s license); 

• A recently published news article in the recognized news media organization publication or 
broadcast, with the person’s byline, or a masthead showing the person’s name as a member of the 
news gathering staff of the news media organization, plus proof of identity; 

• A letter on letterhead from an editor of the institutional news media entity in which the editor 
states that the reporter is covering the meeting for the news media organization, plus proof of 
identity; 

Any other credentials or evidence sufficient to demonstrate that the individual is a representative of the 
institutional news media. 
 
Status Change.  At any time the status of an approved “representative of the news media” changes, such 
that he or she would no longer be eligible to qualify as a representative of the news media pursuant to 
this policy, the representative must immediately notify the City of its change in status and discontinue 
attending executive sessions.    
 
If I am determined to be a “representative of the news media,” for the purposes of attending 
executive sessions, I agree to comply with ORS 192.660(4). 

 

            

Signature      Date Signed 
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Memorandum 
 

To:  Mayor and City Council 
 
From:  John Walsh, City Administrator 
 
Subject: Administration & Community Development Dept. Report 
 
Date:  February 19, 2025 
____________________________________________________________________________ 

 
Suggestion Box Report attached.  
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SSuuggggeessttiioonn  BBooxxeess  

W:\City Recorder\Suggestion Boxes\Reports\2025\021925 Suggestion Box Report.doc Page 1 of 1 Updated 2/12/2025 

 

 

Library 
Date 

Received 
 

Comment 
 

Suggestion 
Response  

Requested? 
Name and Contact  

Information 
Overall Customer 

Service Rating 
Date to Council 

for Review 
Staff 

Assigned 
Staff Follow-up 

Actions 
Date 

Closed 

11/8/24 Such amazing help here. 
My second home, jokes, 
education, and movies for 
free.  

Popcorn 101 No Rose D. Great 2/19/25 Suzanne 
Bishop 

  

11/19/24 The people at the Library 
were very helpful despite 
me being from out of state. 
Thank you for keeping 
libraries available.  

None Yes Dan S. Great 2/19/25 Suzanne 
Bishop 

  

1/27/25 I LOVE the pronoun 
buttons!! I work with 
foster youth. 

Have more available. No Jessica W-G  2/19/25 Suzanne 
Bishop 

  

 
City Hall – 1st Floor Lobby/ Council Chambers Lobby/Utility Billing & Court Lobby 

Date 
Received 

 
Comment 

 
Suggestion 

Response  
Requested? 

Name and Contact  
Information 

Overall Customer 
Service Rating 

Date to Council 
for Review 

Staff 
Assigned 

Staff Follow-up 
Actions 

Date 
Closed 

None 
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