RECREATION, LIBRARIES, & AUTHORITIES COMMITTEE
12-0426R
RESOLUTION AUTHORIZING THREE-YEAR LEASE AGREEMENT WITH
ST. JAMES HOME OF DULUTH INC., d/b/a WOODLAND HILLS FOR
USE OF SPACE IN THE WASHINGTON RECREATION CENTER.
CITY PROPOSAL:
RESOLVED, that the proper city officials are hereby authorized to enter

into a three-year agreement substantially in the form of that on file in the

office of the city clerk as Public Document No. with the St.

James Home of Duluth Inc., d/b/a Woodland Hills for the lease of space in the
Washington Recreation Center with monthly rent of $600.00 payable to Fund 110-
121-1217-2120-4622 (General, Public Administration, Maintenance Operations,

Architecture & Facilities, Rent of Buildings).

Approved: iﬁff;ved for presentation to council:
/L{VEZZ?§??A£;;///RL//// "“‘(?7/622M::2:1”~*—\

Depfirtmené~Director Chief Admihistratijve\Office

Approved as to form: Approved:

Attorney e§7 Auditor

PARKS KF:SW:le 08/15/2012

STATEMENT OF PURPOSE: This resolution authorizes the city to enter into a three-
year agreement with St. James Home of Duluth Inc. for the lease of space in
Washington Recreation Center for its youth program. The agreement may be
terminated by either party on 30 days’ notice. 1In consideration, St. James will
pay the city monthly rent starting at $600 for 2012, $662.50 for 2013 and $687.50
for 2014.



LEASE AGREEMENT

THIS AGREEMENT, by and between the CITY OF DULUTH, hereinafter known as the
“City” and the ST. JAMES HOME OF DULUTH INC., d/b/a WOODLAND HILLS,
hereinafter known as LESSEE.

ARTICLE 1 - PARTIES

1. LESSEE is a nonprofit corporation duly organized and existing under the laws of the
State of Minnesota and has the power to enter into this Agreement and by proper action
has been duly authorized to execute this Agreement. LESSEE provides a youth
programming service to the City that benefits the community, its citizens and residents.

1.1 City, a municipal corporation under the laws of the State of Minnesota, owns a building
and property located at 310 North First Avenue West, Duluth, MN.

In consideration of the mutual covenants contained herein, both parties agree as follows.
ARTICLE 2 - PREMISES
2. The term “Premises” includes the following:

A. Non-Exclusive Premises shall mean the gymnasium and Conference Room 106 of
the Washington Recreation Center located at 310 North First Avenue West.

B. Exclusive Premises shall mean Rooms 100A, 100C, 102, 104,106C, and 107A of
the Washington Recreation Center located at 310 North First Avenue West.

As shown on the diagram attached hereto as Exhibit A.

2.1 LESSEE’S use of the Premises shall be limited to its youth programs (“Programs)
described as follows:

LESSEE’s youth programs provide safe, structured, age-specific, supervised learning
activities after school Monday through Friday from 3-7 p.m. and from 10 a.m. — 4 p.m.
during non-school times to include summer weekdays, with an occasional weekend
activity. The Programs offer academic achievement, cultural awareness, monitoring,
healthy lifestyle development, social skill development, physical recreation activities and
service learning opportunities.

ARTICLE 3 - TERM OF AGREEMENT
3. Notwithstanding the date of execution of this Agreement, this Agreement shall be
deemed to commence on January 1, 2012 and expire on December 31, 2014 unless

otherwise earlier terminated as provided for herein.

3.1 Rent for the Premises shall be as follows:

Page 1 of 13



4.1

4.1.

4.5

A. For the Exclusive Premises:
Year 1 - 2012: 3,000 sq ft x $2.40 = $7,200.00/ year or $600.00 / month
Year 2 - 2013: 3,000 sf x $2.65 = $7,950.00 /year or $662.50 / month
Year 3 - 2014: 3,000 sf x $2.75 = $8,250.00 /year or $687.50 / month

Lessee acknowledges and agrees that in the event LESSEE and City agree to
extend the current Lease Agreement or enter into a new lease agreement the Rent
for the Premises will begin at $3.00 per square foot.

All rent shall be due and payable in full on or before January 1 of each year or in
twelve (12) equal monthly installments due and payable on or before the first day
of each month. Rent proceeds to be deposited in Fund 110-121-1217-2120-4622.

LESSEE is taking the Premises “as is”, in its present physical condition, without
representations or warranties of any kind.

B. If LESSEE requires exclusive or non-exclusive use of the Non-Exclusive
Premises, LESSEE shall request the use of the Non-Exclusive Premises in
accordance with the then current established rental policies and shall pay the
current rental fees, if applicable. All such requests for the exclusive or non-
exclusive use of the Non-Exclusive Premises shall be booked through the City’s
Parks and Recreation Staff (“Parks’ Staff”) assigned to Washington Center.
LESSEE is not guaranteed priority of its requests. All rent proceeds for the Non-
Exclusive Premises shall be deposited in Special League Fund 210-030-3190-
4644.

ARTICLE 4 - OPERATION AND MAINTENANCE

LESSEE shall maintain the Exclusive Premises in a safe and clean manner at all times
including cleaning of interior windows of the Exclusive Premises. In the Exclusive
Premises, LESSEE shall remove all litter or other waste and properly dispose of same
into the proper disposal containers provided within the Washington Center. LESSEE
agrees to comply with the City’s recycling requirements including the recycling
guidelines established by the City’s Energy Coordinator.

LESSEE shall keep and maintain the Exclusive Premises during the term of this lease in
good order and condition and state of repair, normal wear and tear excepted.

LESSEE shall be responsible for maintaining all LESSEE equipment in a safe and
properly maintained manner at LESSEE expense and shall prohibit the use of any

equipment not determined to be safe and properly maintained.

LESSEE shall be responsible for any losses or damages caused by LESSEE, or its
employees, agents or program participants, to the Premises or to any City equipment.
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4.6.

4.7

4.8

4.9.

6.1

6.2

6.3

6.5.

LESSEE shall not make structural changes to the Premises with the exception of the
installation of necessary telephone and internet service.

LESSEE agrees and understands that the Premises is a public facility and accordingly
will limit its program activities within the area to allow the general public the use of the
Non- Exclusive Premises except when LESSEE has reserved the Non-Exclusive Premises
for its exclusive use.

The City shall prevail in any disputes arising out of the use or scheduling of the Non-
Exclusive Premises and LESSEE is not guaranteed a minimum number of hours or usage
times of the Non-Exclusive Premises. The City does not guarantee the availability of the
NON-EXCLUSIVE Premises.

LESSEE shall maintain a current schedule of user or instructional fees and activities for
LESSEE programs and provide a current copy to the Manager of Parks and Recreation
and the Parks’ Staff on duty at the Washington Center.

ARTICLE 5 - LIMITS OF USE

LESSEE agrees that the Premises shall be used only for LESSEE’S Programs; any other
activities not approved by the City or if LESSEE fails to provide its Programs shall be
grounds for immediate termination of this Agreement.

ARTICLE 6 - FACILITY SECURITY AND SUPERVISION

LESSEE agrees that during its programming it shall provide supervision of its program
participants whether such programming occurs in the Exclusive or Non-Exclusive
Premises, by an adult LESSEE representative competently trained as appropriate for the
activity. Such person shall be responsible to the Board of Directors of LESSEE.

LESSEE shall have a key holder, who shall be a person assigned a key from Facility
Management, present during all of LESSEE’s Programs.

The City, at its discretion, may also provide supervision of the Non-exclusive premises,
but it does not guarantee the availability of such supervision. Lessee retains sole
responsibility to provide supervision of its programs and participants. The City shall
prevail in any conflicts arising during the supervision of the Non-exclusive premises.

LESSEE shall follow all established policies and procedures regarding safe and
supervised building usage and security, including but not limited to securing exterior
doors after hours, and monitoring LESSEE’S participants in the shared hallways and
bathroom spaces, and immediately reporting any concerns to the Parks’ Staff assigned to
the Washington Center.

ARTICLE 7 - LANDLORD TENANT RELATIONSHIP

It is agreed that nothing herein contained is intended or shall be construed in any manner
as creating or establishing a relationship of co-partners, joint venture or joint enterprise
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8.1

3.2

between the parties hereto or of constituting LESSEE as an agent, representative,
employee, or independent contractor of the City for any purpose or in any manner
whatsoever and any such claimed status is expressly waived by LESSEE. LESSEE’S
employees shall not be considered employees of the City, and any and all claims that may
or might arise under the Workers’ Compensation Act of the State of Minnesota on behalf
of LESSEE while so engaged and any and all claims whatsoever on behalf of LESSEE
arising out of employment or alleged employment, including without limitation, claims of
discrimination against the City, or its officers, agents, contractors or employees shall in
no way be the responsibility of the City. LESSEE and its officers and employees shall
not be entitled to any compensation or rights or benefits of any hospital care, sick leave
and vacation pay, Workers’ Compensation, Unemployment Insurance, disability pay or
severance pay.

ARTICLE 8 - INSURANCE

LESSEE shall provide the following minimum amounts of insurance from insurance
companies authorized to do business in the state of Minnesota.

(a) Workers’ compensation insurance in accordance with the laws of the State
of Minnesota.

(b) Comprehensive General Liability Insurance in an amount not less than
$1,500,000 Single Limit. Such coverage shall include all LESSEE
activities occurring on or within the PREMISES whether said activities are
performed by employees or agents under contract to LESSEE.

The CITY shall be named as Additional Insured under the Comprehensive General
Liability policy. LESSEE shall provide Certificates of Insurance evidencing the required
coverage with 30-days notice of cancellation, non-renewal or material change provisions
included. The City of Duluth does not represent or guarantee that these types or limits of
coverage are adequate to protect the LESSEE’S interests and liabilities. The certificates
of insurance provided shall contain an unconditional requirement that the insurer notify
the City without fail not less than 30 days prior to any cancellation, non-renewal or
modification of the policy or coverages evidenced by said certificate and shall further
provide that failure to give such notice to City will render any such change or changes in
said policy or coverages ineffective as against the City. The use of an “Accord” form
as a certificate of insurance shall be accompanied by two forms — 1) ISO Additional
Insured Endorsement (CG-2010 pre-2004) and 2) Notice of Cancellation
Endorsement (IL 7002) or equivalent, as approved by the Duluth City Attorney’s
Office. Certificates showing that LESSEE is carrying the above described insurance in
the specified amounts shall be furnished to the City prior to the execution of this
Agreement and a certificate showing continued maintenance of such insurance shall be
on file with the City during the term of this Agreement.

The insurance required herein shall be maintained in full force and effect during the life

of this Agreement and shall protect LESSEE, its employees, agents and representatives
from claims and damages including but not limited to personal injury and death and any
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8.3

9.1

9.2

10.

11.

11.1
11.2

11.3

act or failure to act by LESSEE, its employees, agents and representatives in the
negligent performance of its activities covered by this Agreement.

City officials are granted the authority to refuse to execute this Agreement upon default
by LESSEE of the requirements of this paragraph.

ARTICLE 9 - HOLD HARMLESS AND INDEMNIFICATION

Lessee hereby agrees to indemnify, save harmless, and defend the City and its officers,
agents, servants and employees from and against any and all claims, suits, loss,
judgments, costs, damage and expenses asserted by any person by reason of injury to or
death of any and all persons , including employees or agents of the City or Lessee, and
including any and all damages to property to whomsoever belonging, including property
owned by, leased to, or in the care, custody, and control of Lessee, arising out of, related
to or associated with the use, management, maintenance or operation of the premises by
Lessee or performance of its obligations under this Agreement.

Lessee will indemnify the City for any damage to any City property on the premises
caused by Lessee, its agents or employees.

ARTICLE 10 - INCIDENT REPORTS

LESSEE shall promptly notify the City’s Parks Manager in writing of any incident of
injury or loss or damage to the property of City or any LESSEE’S participants or invitees
occurring within the Premises during the Term of this Agreement. Such written report
shall be in a form acceptable to the City’s Claims Investigator and Adjuster. A copy of
the City’s form of Incident Report is attached hereto as Exhibit B.

ARTICLE 11 - COMPLIANCE WITH LAWS

LESSEE shall make its programs available to all users and shall not discriminate on the
basis of race, color, creed, national origin, sexual orientation, disability, sex, religion or
status with regard to public assistance, and shall not violate any federal, state or local
civil rights law, rule or regulation in the use of the Premises.

LESSEE shall comply with all Minnesota Workers’ Compensation laws in the utilization
of all employees employed on the Premises.

LESSEE agrees to procure at its expense all licenses and permits necessary for carrying
out the provisions of this Agreement.

LESSEE agrees to conduct its programming on the Premises in strict compliance with the

laws, rules and regulations of the United States, State of Minnesota, St. Louis County,
and the City of Duluth.
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12.

12.1

13.

13.1

13.2

13.3

13.4

13.5

ARTICLE 12 - TERMINATION OF AGREEMENT

This Agreement may be terminated by either party, and without cause, by serving thirty
(30) days’ written notice upon the other. Upon termination, LESSEE shall remove all of
its equipment not later than the expiration of the notice period and any such equipment
remaining after this period shall become the property of the City.

Upon termination of this Agreement, LESSEE agrees to surrender possession of said
premises to City in as good condition and state of repair as said premises were in at the
time LESSEE took possession, reasonable wear and tear, and acts of God excepted.
LESSEE shall also surrender all keys.

ARTICLE 13 - DEFAULT BY LESSEE

Should LESSEE be in default under any terms or conditions of this Agreement City shall
provide LESSEE with notice of said condition of default, in writing, and shall allow
LESSEE thirty (30) days to cure any defaults set forth therein. If such default is not cured
to the satisfaction of City within thirty (30) days, City may immediately terminate this
agreement.

LESSEE shall also be considered in default if LESSEE (i) conducts activities within the
Premises in violation of this Agreement or if LESSEE discontinues providing its
Programs, or (ii) files a petition in bankruptcy or other insolvency proceeding is filed by
or against LESSEE, without dismissal within thirty (30) days of filing; or if LESSEE
makes any general assignment for the benefit of creditors or composition; or if a petition
or other proceeding is instituted by or against the LESSEE for the appointment of a
trustee, receiver, or liquidator of LESSEE or of any of LESSEE'S property pursuant to
laws for the benefit of creditors; or if a proceeding is instituted by any governmental
authority for the dissolution or liquidation of LESSEE.

In the event of default by LESSEE, City, in addition to other rights or remedies it may
have, shall have the immediate right of reentry in the Premises, and after five (5) days
prior written notice to LESSEE, may remove all persons and property from the Premises.

The property may be removed and stored in a public warehouse or elsewhere at the cost
of, and for the account of, LESSEE.

Should City elect to reenter, this Agreement shall be deemed terminated; provided,
however, that City shall be entitled as against LESSEE to the measure of damages
provided by law, namely the difference between the rent for the balance of the term of
this Agreement following the day of reentry and the amount of rent City receives during
that period from any subsequent tenant of the Premises. City shall in such event have no
obligation to relet the Premises.

Should City at any time terminate this Agreement under City's express rights set forth in
this Agreement for any breach, City may, in addition to any other remedy it may have,
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14.

14.1

15.

recover from LESSEE all damages incurred by reason of the breach, including the cost of
recovering the Premises.

ARTICLE 14 - ALTERATIONS AND IMPROVEMENTS

LESSEE may, at its sole cost and expense, make suitable improvements or alterations to
the Premises upon advance written approval from the City’s Facility Projects Specialist.
All such improvements (excluding appliances and equipment plugged into an electricity
source) shall become the property of the City. Prior to commencing any improvements
or alterations, LESSEE shall submit to the City a Project Proposal Request along with
detailed plans. A copy of the Project Proposal Request is attached to this Agreement as
Exhibit C. These documents shall be submitted to the City at least forty-five (45) days
before the planned commencement of the work. No work may begin on any approved
project until all necessary building permits are secured. All construction shall conform to
state law and the Duluth City Codes.

LESSEE agrees that not less than thirty (30) days prior to commencement of any
construction, alteration or improvement on said Premises, LESSEE will provide the City
with sufficient proof of required insurance, including worker’s compensation. Such proof
of insurance must be approved by the City Attorney before the commencement of any
construction hereunder.

ARTICLE 15 - ALCOHOL

The possession, use or sale of alcohol is permitted on the Premises only under the
following conditions:

* Alcohol may be possessed, consumed or served only when the appropriate permit
or license has been obtained from the City prior to the event and all application,
fee and other requirements have been met.

* Alcohol may be sold only when the appropriate on-sale alcoholic beverage license
has been obtained from the City prior to the event and all application, fee and
other requirements have been met.

* At least thirty (30) day’s written notice of a request to serve or sell alcohol shall
be provided to the City before the event to give the City sufficient time to review
the request. Requests that are not timely submitted may be denied.

* LESSEE must have adequate procedures in place to ensure that no one under the
age of twenty-one (21) is served alcohol and to ensure that no one is served
alcohol in an amount to cause intoxication.

* Depending on the request, licensed peace officer(s) may be required to attend the
event.

All state laws and Duluth City Code provisions shall be followed at all times.
The City reserves the right to prohibit the serving, sale or possession of alcohol on
the Premises.

ARTICLE 16 - COMMUNICATIONS
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16.

16.1

16.2

17.

18.

19.

19.1

19.2

The parties agree that a full and complete exchange of information is necessary for a
successful relationship, and each party agrees to communicate openly and regularly with
the other with regard to any services or other activities contemplated under this
Agreement.

LESSEE agrees to provide to the City’s Park Manager a report on or before the 1* day of
each month identifying the scheduled activities to be held at the Premises including a
copy of any brochures, advertisements, flyers, sample invites etc. promoting such
activities. In addition, when applicable, LESSEE will provide to the City a website link
relating to the activity for inclusion on the City’s website.

LESSEE agrees to provide the City with a quarterly summary report identifying all
activities held on the Premises during the previous quarter. The report will include
statistics about the activity including date of the activity, name of activity, number of
people in attendance and brief description of the activity.

ARTICLE 17 - CITY ACCESS

LESSEE shall permit the City, it’s officials, employees or agents to access and inspect the
Premises at any time. LESSEE shall not change the locks or otherwise prohibit or inhibit
the City access to any portion of the Premises. Facility Management for the City shall be
exclusively responsible for the design of keying systems, lock changes, key fabrication
and key distribution and LESSEE agrees to abide by the Key Control Policy, a copy of
which shall be provided to LESSEE. All keys shall be promptly returned to the City’s
Park Manager upon termination of this Lease.

ARTICLE 18 - SMOKING AND TOBACCO
There shall be no smoking or use of tobacco whatsoever on the Premises.
ARTICLE 19 - GENERAL PROVISIONS

Prior to execution of this Agreement by the City, LESSEE shall provide evidence that it
is an entity legally capable of entering into obligations of a contract and currently in good
standing with the Minnesota Secretary of State. City officials are granted the authority to
refuse to execute this Agreement upon default by LESSEE of the requirements of this
paragraph.

The Premises is a multi-use area requiring the cooperation of all users. This cooperation
includes ingress and egress, amenities, and related improvements. LESSEE
acknowledges that the City’s Facility Projects Specialist and City’s Parks Manager shall
ultimately determine the appropriate use of the site and/or improvements and shall prevail
in any disputes between user groups.

LESSEE shall, with advance notice, allow the City to enter the leased area. In case of
emergency, prior notice is not required. LESSEE shall not change locks or otherwise
prohibit or inhibit City access to any portion of the building. City shall be exclusively
responsible for the upkeep of all door locking devices and the duplication and distribution
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19.3

19.4

19.5

19.6

19.7

19.8

20.

of keys. LESSEE is prohibited from duplicating any building key. Keys shall be
distributed only to those individuals as may be designated by City or LESSEE.

That in case the structures on said demised premises shall, without any fault or neglect on
the part of LESSEE or of its servants or employees, be destroyed, or be so injured by the
elements or any cause as to be untenable and unfit for occupancy, then the liability of
LESSEE for the rent of said premises thereafter, and all right to the possession thereof,
shall at once cease.

LESSEE agrees that it will not sublet the demised premises, or any part thereof, and will
not assign this lease or any interest therein, nor permit such lease to become transferred
by operation of law or otherwise, and that no act or acts will be done or suffered whereby
the same may be or become sublet or assigned in whole or in part.

The rights of LESSEE to occupy, use, and maintain said premises shall continue only so
long as all of the undertakings, provisions, covenants, and conditions herein contained are
on its part complied with strictly and promptly.

The waiver by the City or LESSEE of any breach of any term, covenant, or condition
herein contained, shall not be deemed to be a waiver of any subsequent breach of same or
any other term, covenant, or condition herein contained.

The parties agree that if any term or provision of this Agreement is declared by a court of
competent jurisdiction to be illegal or in conflict with any law, the validity of the
remaining terms and provisions shall not be affected, and the rights and obligations of the
Parties shall be construed and enforced as if the Agreement did not contain the particular
term or provision held to be invalid.

This Agreement is to be construed and understood solely as an agreement between the
parties hereto and shall not be deemed to create any rights in any other person. No
person shall have the right to make claim that they are a third party beneficiary of this
Agreement or of any of the terms and conditions hereof, which, as between the parties
hereto, may be waived at any time by mutual agreement between the parties hereto.

ARTICLE 20 - NOTICES

Unless otherwise provided herein, notice to the City or LESSEE shall be sufficient if sent
by regular United States mail, postage prepaid, addressed to the parties at the addressess
hereinafter set forth or to such other respective persons or addresses as the parties may
designate to each other in writing from time to time.

City of Duluth St. James Home of Duluth, Inc.
Parks and Recreation Division Attn:

Attention: Parks Manager 4321 Allendale Avenue

411 W. 1* Street Duluth, MN 55803

Duluth, MN 55802
tel.: (218) 730-4309

Page 9 of 13



21.1.

22.1.

ARTICLE 21 - AUTHORITY TO EXECUTE AGREEMENT

The parties represent to each other that the execution of this Agreement has been duly
and fully authorized by their governing bodies or boards, that the officers of the parties
who executed this Agreement on their behalf are fully authorized to do so, and that this
Agreement when thus executed by said officers of said parties on their behalf will
constitute and be the binding obligation and agreement of the parties in accordance with
the terms and conditions hereof.

ARTICLE 22 - FINAL AGREEMENT

This Agreement is the final expression of the agreement of the parties and the complete
and exclusive statement of the terms agreed upon. This Agreement shall supersede all
prior negotiations, understandings or agreements. There are no representations,
warranties or stipulations, either oral or written, not herein contained. No amendments to
this Agreement shall be binding unless such amendment is in writing and executed with
the same formality and approvals as this Agreement.

CITY OF DULUTH ST. JAMES HOME OF DULUTH INC.

By:

By:

Mayor

Its Chief Executive Officer
Printed Name

ATTEST:

S Its:

City Clerk (Designate Title)

Date:

Printed Name

Approved as to form:

City Attorney

Countersigned:

City Auditor
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Exhibit A
Diagram of the Premises
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Exhibit B
Incident Report
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CITY OF DULUTH

INCIDENT REPORT

Supervisor and injured employee to complete within 24 hours of incident/injury.
Please print clearly and fax completed form to: 1-866-286-5258

Company Name: Duluth Police Dept. Dept. / Div: Patrol [ JEmployee | |Non-Employee
Last name: First: Middle initial:

Address:

City: State: | Zip code: Phone:

Incident Date: Time: | Left work: | Returned: Lost time [ |Yes[ |No

Explanation for Injury/Incident:
Incident investigation conducted: | |Yes [ | No

Date supervisor notified: f Date report completed:

Supervisor’s name:

Names / Phone #’s of witnesses:

Was there a: Safety violation | | Machine malfunction [ | Motor vehicle accident [ |

Supervisor's comments:
What actions have been taken to prevent recurrence?

CAUSE MARK AREAS OF INJURY BELOW

[ ] slip and Fall ' Front Back

[ ] struck by equipment P,

[ ] Lifting or moving i

[ ] caught (in, on or between) M

[ ] Needle puncture - e

[_] Object in eye (Right [ Left [T) Ly f i [y a
[ ] Repetitive / Overuse 1 ) |

[ lother /’\‘ I é (I\ ) )» )'

TYPE OF INJURY /,/! / ;\ /)\\ \. / / /

/ [ !
[ ] Scrape / Bruise {7,‘%,/)/ , \ D 4/// l \41\—/\ R
[ ]Sprain / Strain o \ Vo W \ ‘} / LH
[ ] Puncture wound \ / \ f
: by /f AVIRE
[ ] Cut / Laceration } I & [
[ ] Concussion | (\ !

{
i
D Bite \'\ E
\

[_] Chemical burn / Rash /

Breathing difficulties Joih ( ‘
[ ] other S N Lo s
[ ] No apparent injury RS
Employee referred to: Clinic| | Hospital ER|_| Refused tosee MD [ ]
DR / Clinic Phone Number:
Supervisor’s signature: Date:
Employee’s signature: Date:

NOTE: Complete side 2 if Vehicle, Equipment, or Property Damage




INCIDENT LOCATION:

POLICE CALLED? [ |Yes [ | No | Police Traffic Accident Report ICR#:
City Vehicle, Description:
Property, or Vehicle #, Make, Model, Year:
Equipment Describe Damage:
Involved
Non-City Owner Name: [ ] Driver [_] Passenger [ ] Other
Vehicle, Owner Address/Phone #:
Property, or Vehicle License #: Color: Make/Model: Year:
Equipment Describe Damage:
Weather Conditions Roadway Conditions: Light Conditions: Other:
[ ] Clear [ ] wWind [ Jory [ ]Mud [ ] Night Approx. Temp:
[ JRain [ ] Cloudy [ ]wet [ ]raved [ ] pay Estimated Speed: mph
[ JFog [ ]Sleet [ ]snow [ ]Unpaved | [ ] Good Vehicle: [ ] Loaded [_] Empty
[ ] snow [ Jlce [ ]Poor What was load:
Drug and/or Alcohol Test?
[ JYes [ INo [ ]N/A

MISCELLANEOUS COMMENTS:

Sketch below how vehicle accident occurred (Give street names, direction of travel, locations of
vehicles, objects and traffic control devices) T North




Exhibit C
Project Proposal Request
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= _ CITY OF DULUTH
ﬁ Department of Public Administration — Maintenance Operations
e Architecture, Facility Management Services and Street Light Utility

D‘ n l JTH 1532 West Michigan Street Tari L. Rayala, AIA
L. | Duluth, Minnesota « 55806 Facility Projects Specialist

M1 NN E S 3 T A Phone: 218-730-4434 » Fax: 218-730-3560 trayala@duluthmn.gov

INTER-DEPARTMENT CORRESPONDENCE

DATE: March 27, 2012 _

TO: Department Directors & Division Managers
Community Clubs and Organizations

FROM: Tari L. Rayala, AlA
Facility Projects Specialist

SUBJECT: Project Request and Approval Process

Each year there are numerous requests for improvement projects on City Property. The projects
and related funding are pursued through a variety of avenues such as additional capital requests
not included in the City’s 5-year Capital improvement Program (CIP), requests to the City

" Facilities Management or Parks and Recreation Department, Community Development Block
Grant Program (CDBG), and others. These avenues and the different people and requirements
of each process have caused some confusion. The result has been delays and, on occasion,
rejection of funded projects.

For example, acquiring funds for a project through CDBG, a DNR grant, fundraising, or donations
does not guarantee project acceptability if the project is being considered on City property. It
must also receive recommendation and approval by the appropriate City officials. There is no
assurance that this will occur after the fact, and therefore, City approval should occur in advance
of, or at least concurrent with pursuing funding.

The City departments most actively involved with projects have developed a system that will
result in better communications, tracking, and processing of project requests. If establishes
Facilities Management as the City entity that will initiate the process once a request has been
received. Facilities Management (FM) is charged with identifying the responsible and’
accountable “Project Team"” and facilitating the process. At any point in the process, FM can be
contacted to respond to questions or concerns that are not being addressed by the Project
Team.

The intent of this process is to expedite decision making, clarify the approval process, reduce
confusion and miscommunication, and provide a central point of contact to respond fo questions
and concerns. This process may need modification to improve upon what has been developed.
Your input will be critical in that sense. ’

Enclosed you will find two documents, 1) the City of Duluth Project Proposal Request Form and
2) the Project Request and Approval Process sheet. The Request Form activates the Request
and Approval Process which is diagrammed to reflect how the process works. Implementation of
this process is effective immediately.

Your cooperation and assistance is requested and much appreciated. {f you have any
questions, please contact me at 730-4434.

:\Karen\Architecture Office\Project Request and Approval Process memo 3-27-2012.doc




sonued snoLeA o0 -

SUOISSITIWOY) -
spieogd - (Aressooou se)
1o8eueA 109fo1g Ajuepj - sjoofoxd Jo mataa1
SANBISIUIUWIPY -
sanjxed poAjoAUl [1ouno)) A1) -
JOY)O 10 JJeIs pajosyje UORENSIUIWPY - 3s1] yoofoxd
1{® 01 UONBOYNON - Juounteda(g ~ peznuond dofaas(] -

a

“SUOKRZIUESIO [BUISIXS PUR JJ¥)S 9SNOY-U A1) [[& 0) pajeoTunurmoo A[oAnsajje o snuw sssooid sty ‘pardope souQ 210N

pun,] JustAoxdwy Jred -
ovOdd -

dID-

ADNN -

Dddn -
syuewaImbay

[eUODIPPY 10 [e100ds
y}m s90Inog Surpuny -

syuaurannboy 109fo1g ssuruIal(
ures ], Juewdoreas( 109fo1d -

J03euryy 100f01g souruRleq
wes Y, Juswdofead( 10001 -

uopeuLIofu] 305{oid
‘010 “OSTADY ‘MIIASY
0] PaPaaN Sk 199N O}
wes I, Justnadeuryf 10901 -

dnoiny jooforg

10 199[01 [enpIAIpU[

uo paseq digsequiaIy
wrea 1, JusweSeuejy 100[01g -

UOISTAL(] JusweSeuey
SONI[19B AQ UOHBHSIUIWPY
wea ] yuswdojeas( 19efoiq -

JP B AOIAW] 30UBUAJUIEIA-UO N [ETSATJ AUy OEIA 01, 050d01J YIMAR SII3[01g

JUPWAAOIAW] 10;pUE [EJIUE,) 10,] SS90 :(SPUNOXY) 7y Soulpjng) SONNDE] A1)

SSHDOUA TVAOULAV ANV LSANOTH LOAr0Ud

'039 ‘SUONOLISAL

‘souroping

‘suefd Sunsrxe
Jsurese ooy -

uoNBZIURSI) NSV -
dnoin Ayunuiuoy) -
qn) Aunuwoy) -
yusunaedacy A -

A PIRIATOS

2q 0} w0, 19olo1g




‘aoueldeosoe [eul} pue uonsjdod o} uoljoniisued oafosd Buunp yBisiano joafoad Joy Aiqisuodsai
yum Jobeuely 108oid JO UoneDURUSP] *,Pao00Id 0} DNON,, 108loid yum ‘geys Ao Suipniou; ‘serded PaA|OAUl || O} uolledyijoN TUoRejuswsidu| G delg

‘[louno) A)D ‘uonelsiuiwpy uawpedaq wol papaau se sjeaoidde [eul{ -ubisep 109foid parejdwod Jo malnal [euly TBAOIdAY [Bul] y doig

"UuofionJIsuo? Joj Alessaosu

suejd pajiejep Buipnpour ubisap josfoid jeuly ypm paasoid o) jepiwugns joafosd 0} pauimel ale Buipuny pasosdde yym sjoefoud

'$59201d 8} Jo da)s IxdU BY) JO UOHEILIOU YHIM JORIWGNS 0] 3joBq Paleoiuniwod

das siy) Jo swoonO -dsis siy} je pejoslal Jo ‘payipow ‘parcidde Jayle ale s109{014 ‘papsau SE INJJ0 [|BYS SUOISSIIWOY pue spieog ajeudoldde Aq
M3IAD) ‘uollippe U] ssao0ud jeacsdde pue malaal Buipuny ayeudoidde sy) ybnoayy psaooud im pue “01e ‘41D 'DgaD se yons saounos Buipuny soy Apiqibie
BUILWISIBP 0} MBIABI JBUUN) BAIS23) [|im Bulpuny Jusidynsul yum Jo Buipuny paynuapi Inoyum siosfoid s|qisea "sjuswaiinbal pue uonewol 10afoid asial
JO/puUE ‘MaIAd) ‘Iayieb 0) peposU SE 198w [[IM WEa | malnay 108fold syl s1osfoid oyoads maiasl 0} pazuoyine yels AU Jo ISISuoD {im pue 2dods pue adAy
j00foud UO paseq Sa2AIBS SAlBASIUIWIPY AQ PaYSI(elISe Sem WEea)] SIU| Wes ] menay Joafoid [eussiuf s,A10 Ag uoneniens j10afold TMBIASY 198l01d :z dois

‘Ayliqisesy

1oefoud [epiur surLIBISP 0} 018 ‘suonollsal ‘saulepinb ‘sueld Jeisew Bunsixe Aue Japisuod pue [esodold 108lold JnoA malnal [iim oym Juswsbeuepy Ajoey

9 2IN109}YOIY Ul Bjedey ue] 0} wio- [esodold 108foid paje|dwoo pugng -ojqissod se Jiejep yonwl se apnjou] 039 ‘uoneziuebiQ and|uly ‘dnoig Ayunwwo)
‘gnin Alunwwo) uswpedaq A Jo sapeussaldal pazuoyne Jo pajeubisap Aq palejdwoo aq 0} uuo4 [esodold 1098loid Tesedold palfold :| daig

¥ d43ls €d3ls ¢ddils

jusliSACIdU] SJUBUSJUIRN-UON [edISAld AUy 9)E]N O] 950doid YA S1osloig
juswiaAoIdu| JOJpue [ejide) Mo 10] §50201d  (SPUNOIL) g SBUIpjing) Senijioe] AjlD

SSTD0Ud TVAOUAAY ANV ISANOTH LDArOAd
HLONTNA 40 ALID




CITY OF DULUTH - PROJECT PROPOSAL REQUEST FORM

Use this form to propose improvement projects to any City facility. A City facility includes both building and grounds. It
is intended to be used by external community groups, organizations and internally generated requests.

PROJECT (Brief Description)

LOCATION (Name of City Park, Building)
ADDRESS:
Attach Sketch Diagram|__]yes, or Add Drawing on back of this form,[j yes

NAME OF GROUP OR ORGANIZATION PROPOSING PROJECT:

Contact Person Name Home Phone
Address Work Phone
City, State, Zip Cell Phone
E-mail

PROJECT FUNDING: Do you have funding for this project?

[ ]VES, indicated Funding Sources, Amounts and Total Project Cost

|__INO, COMMENTS

Total Project Cost
ENERGY USE: Do you think there will be a change in the use of energy for any energy type listed here because of this
project?
DYES D NO D Not Sure  Check all energy types where use will change:

ELECTRICITY (kWh) GAS (Therms) ol {gallons)
STEAM (Pounds) WATER and SEWER (CCF)

Person completing and submitting this request: PRINT NAME:
Phone SIGNATURE:

SUBMIT COMPLETED FORM to: Tari Rayala; Architecture & Facility Management; 1532 West Michigan Street;
Duluth, MN 55806; trayala@duluthmn.gov; (218) 730-4434

(For city use only) Action Taken:

Forwardto:  CCP committee - YESI:I NO D
CCP (Cities for Climate Protection) Advisory Committee Review:

Signed: Date:

Project Review Team: Date
Accepted: Rejected: Comments:

Notifications sent to: Submitter Date: Dept. Director Date




