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AN ORDINANCE 2007-10-18-1104 

* 

APPROVING SUBMISSION OF A GRANT APPLICATION 
AND AUTHORIZING ACCEPTANCE OF UP TO 
$1,672,500.00 UPON AW ARD FROM THE ALAMO AREA 
COUNCIL OF GOVERNMENTS (AACOG) FOR THE 
COMPREHENSIVE NUTRITION PROJECT FROM 
OCTOBER 1, 2007 THROUGH SEPTEMBER 30, 2008; 
APPROVING A PERSONNEL COMPLEMENT; 
APPROVING VOLUNTEER SITE, VENDOR AND LEASE 
AGREEMENTS WITH NON-PROFIT AGENCIES FOR 
OPERATION OF SENIOR NUTRITION SITES AND USE 
OF FACILITIES; AUTHORIZING THE ACCEPTANCE OF 
SUPPLEMENTAL FUNDS AND ALLOCATION OF CARRY 
FORWARD FUNDS. 

* * * * * * * * * * 

WHEREAS, the City of San Antonio, Department of Community Initiatives has been operating 
the Comprehensive Nutrition Project (CNP) since October 1973 using both general funds and 
federal funds appropriated by Congress under Title ID-C of the Older Americans Act of 1965, as 
amended, to the U.S. Department of Health and Human Services (DHHS), Administration on 
Aging (AoA), and awarded in grants by the Texas Department on Aging and Disability Services 
(DADS) through the Alamo Area Council of Governments (AACOG), acting as the local Area 
Agency on Aging; and 

WHEREAS, operational responsibility for the CNP 1s assigned to the Department of 
Community Initiatives, Senior Services Division; and 

WHEREAS, grants of said funds are awarded by the DHHS, Administration on Aging (AoA) 
through DADS; and 

WHEREAS, AACOG acts as the local Area Agency on Aging; and 

WHEREAS, AACOG has indicated that grant funds are available to the City to fund the CNP 
beginning October 1, 2007 and ending September 30, 2008; and 

WHEREAS, the CNP provides congregate and home delivered meals and supportive services 
principally to senior citizens; and 

WHEREAS, said services are provided through non-profit and other agencies under contracts 
with the City for operation of senior nutrition centers and use of facilities; NOW 
THEREFORE: 

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF SAN ANTONIO: 
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SECTION 1. The submission of the grant application by the Department of Community 
Initiatives to the Alamo Area Council of Governments (AACOG) for the operation of the 
Comprehensive Nutrition Project (CNP) for the period from October 1, 2007 through 
September 30, 2008 is hereby approved. A copy of said application is on file with the 
Department of Community Initiatives. 

SECTION 2. The City Manager, or his designee, or the Director of the Department of 
Community Initiatives, is authorized to accept a grant from the Alamo Area Council of 
Governments (AACOG) in the amount of $1 ,672,500.00, for the continuation of the 
Comprehensive Nutrition Project (CNP) from October 1, 2007 through September 30, 2008. The 
City Manager, or his designee, or the Director of the Department of Community Initiatives, is 
authorized to accept supplemental funds if awarded during the grant period. The City Manager, 
or her designee, or the Director of the Department of Community Initiatives, or his designee, is 
further authorized to execute any and all necessary documents to effectuate said application and 
acceptance. 

SECTION 3. Should funding be awarded Fund 26011000 entitled "Texas Department on 
Aging" is hereby designated for use in the accounting for the fiscal transaction in the acceptance 
of this grant, and the sum of $1 ,672,500.00 from AACOG will be appropriated in said fund, 
unless supplemental funds are awarded, in which case, that total award as supplemented shall be 
appropriated in said fund. A proposed budget is attached hereto and incorporated herein for all 
purposes as Attachment I. A formal final budget which will include Internal Order numbers and 
General Ledger numbers will be submitted by the department upon award. 

SECTION 4. Upon award, the City will contribute a cash match of $2,705,152.00, as set out in 
the proposed budget attached hereto and incorporated herein for all purposes as Attachment I. 
The cash match will be transferred from Fund No. 11001000, Internal Order 390000000342, GL 
Account No. 6102100 entitled "Interfund Transfer Out" to fund No. 26011000, Internal Order 
138000000615, GL Account No. 6101100 entitled "Interfund Transfer In". The balance of any 
funds when ascertained is hereby authorized to be carried forward for continuation of the CNP. 

SECTION 5. The personnel complement attached hereto and incorporated herein for all 
purposes as Attachment II is approved. 

SECTION 6. The City Manager, or his designee, or the Director of the Department of 
Community Initiatives, or his designee, is authorized to execute vendor, lease, volunteer site, and 
volunteer site with lease provision agreements with designated private non-profit entities or other 
accepting agencies for the operation of senior nutrition sites and use of facilities. A copy of the 
vendor agreement for operation of senior nutrition sites, in substantially final form, is attached 
hereto and incorporated herein for all purposes as Attachment III. A copy of a lease agreement 
for use of facilities, in substantially final form, is attached hereto and incorporated herein for all 
purposes as Attachment IV for governmental facilities and Attachment V for non-governmental 
facilities. A copy of a volunteer site and volunteer site with lease provision agreements, in 
substantially final form, are attached hereto and incorporated herein for all purposes as 
Attachments VI and VII, respectively. 
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SECTION 7. The financial allocations in this Ordinance are subject to approval by the Director 
of Finance, City of San Antonio. The Director of Finance may, subject to concurrence by the 
City Manager or the City Manager's designee, correct allocations to specific SAP Fund Numbers, 
SAP Project Definitions, SAP WBS Elements, SAP Internal Orders, SAP Fund Centers, SAP 
Cost Centers, SAP Functional Areas, SAP Funds Reservation Document Numbers, and SAP GL 
Accounts as necessary to carry out the purpose of this Ordinance. 

SECTION 8. This Ordinance shall become effective immediately upon passage by eight (8) 
affirmative votes of the entire City Council; otherwise, said effective date shall be ten (10) days 
from the date of passage hereof. 

PASSED AND APPROVED this 18'" day~~~ 

M A Y O R {JJ_IL~ 
ATTEST: ~}., j.w 

C{y Clerk..,.. . . 

APPROVED AS TO FORM: . ~ ~ 
·tCity omey 



REVENUES: 

2008 Comprehensive Nutrition Program 
October 1, 2007 - September 30, 2008 

4501100 AACOG - Title Ill 
4502230 Program Income - Congregate Meals 
4502230 Program Income - Homebound Meals 
6101100 Transfer from 29-075 Human Development Fund 

TOTAL REVENUES 

APPROPRIATONS: 
138000000617 Comprehensive Nutrition Program 
510101 O Reg Salaries & Wages 
5101015 Temporary Salaries & Wages 
5101030 High Class Pay 
5101070 Retiree Payout Salaries 
5101050 Language Skill Pay 
5103005 FICA 
5103007 Temporary FICA 
5103010 Life Insurance 
5103035 Personal Leave Buy Back 
5103056 Transportation Allowance 
5104030 Flex Benefits 
5105010 TMRS 
5304010 Food 

Total 138000000617 

138000000615 Comprehensive Nutrition Grant Match 
5201025 Education 
5201040 Fees to Prof. Contractors 
5202020 Contractual Services 
5203040 Advertising & Publications 
5203050 Membership Dues & Lie. 
5203060 Binding Printing & Repro. 
5203090 Transportation Fees 
5204010 Linen & Laundry Services 
5204020 Maint & Repair - Commercial 
5204050 Maint & Repair - Buildings 
5204080 Maint & Repair - Mach & Equip 
5204090 Ma int & Repair - Auto 
5205010 Mail & Parcel Post 
5205030 Rental of Other Equipment 
520601 O Rental of Facilities 
520701 O Travel - Official 
5208020 Inter-Fund Rent of City Motor Pool 
5208530 Alarm & Security 
5301020 Maint & Repair Material - Auto 
5301030 Ma int & Repair Material - Mach & Equip 
5302010 Office Supplies 
5303010 Janitorial Supplies 
5304010 Food 
5304050 Tools, Apparatus & Accessories 
5304070 Recreation Supplies 
5304080 Other Commodities 

BUDGET 

1,672,500 
200,000 

35,500 
2,705,152 
4,613,152 

876 ,114 
10,000 

750 
15,000 
4,800 

82,323 
765 
945 

22,000 
1,620 

140,760 
79,025 

636,806 
1,870,908 

750 
850,000 

5,000 
1,000 

100 
3,800 

12,000 
5,000 

10,000 
1,000 
5,000 

25 ,000 
500 

7,000 
60,730 

2,000 
100 

2,000 
15,000 

1,000 
7,000 

25,000 
1,564,922 

1,500 
200 

25,000 

Attachment I 



2008 Comprehensive Nutrition Program 
October 1, 2007 - September 30, 2008 

5403010 Communications - Telephones 
5403020 Communications - Radios 
5403030 Communications - Pagers 
5403545 Motor Fuel & Lubricants 
5407510 Rent of City Equipment 

Total 138000000615 

138000000616 Senior Computer Project 
510101 0 Reg Salaries & Wages 
5103005 FICA 
5103010 Life Insurance 
5104030 Flex Benefits 
5105010 TMRS 
5203090 Transportation Fees 

Total 138000000616 

TOTAL APPROPRIATONS 

20,800 
1,000 

750 
30,000 
22,000 

2,705,152 

32,134 
2,458 

0 
0 
0 

2,500 
37,092 

4,613,152 



Attachment II 

METRO SAN ANTONIO COMPREHENSIVE NUTRITION PROJECT (CNP) 2007-2008 
October 1, 2007 - September 30, 2008 

PERSONNEL COMPLEMENT 

JOB CLASS CURRENT ADDED / REVISED 
POSITIONS NO. POSITIONS DELETED POSITIONS 

138000000617 PROJECT ADMINISTRATION 
SENIOR MANAGEMENT ANALYST 0870 1 0 1 
MANAGEMENT ANALYST 0046 1 0 1 
FISCAL OFFICER 0892 1 0 1 
ACCOUNTANT II 0874 1 0 1 
ACCOUNTANT I 0873 1 0 1 
COMMUNITY SERVICES SUPERVISOR 0901 5 0 5 
ADMINISTATIVE ASSISTANT II 0041 1 0 1 
ADMINISTRATIVE ASSISTANT I 0040 1 0 1 
ADMINISTRATIVE ASSOCIATE 0010 3 0 3 
ADMINISTRATIVE ASSOCIATE (PIT) 0010 2 0 2 
NUTRITIONIST 0286 1 0 1 
FOOD SERVICE COORDINATOR 0980 1 0 1 
COMMUNITY SERVICES SPECIALIST 971 2 0 2 
NUTRITION SITE SUPERVISOR (P/T) 0984 11 0 11 
CHAUFFEUR (PIT) 0907 12 0 12 
BUILDING CUSTODIAN (P/T) 7560 3 0 3 

138000000616 SENIOR COMPUTER PROJECT 
COMMUNITY SERVICES SUPERVISOR (PIT) 0915 1 0 1 
ADULT EDUCATION TUTOR (P/T) 0931 3 0 3 
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STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

VE~DOR AGREEMEl\T 

Contract #J/.110000{,1, 3 "; 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City"), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007- I 0-18-1104, passed and approved on October 18. 2007 and Bethel United Methodist Church 
(hereinafter referred to as "Vendor'} 

WlTNESSETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to ti c 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project (''the Project") ; and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS. the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS , the City wishes to engage the Vendor to cairy out the Project at Bethel Family Center, a nutrition 
center site (the "Center'"); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Vendor shall provide, oversee, administer, and carry out all activities and services in a manner satisfactory 
to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV of this 
Agreement at the Center. 

1.2 In consideration, the City shall reimburse Vendor on a fixed unit rate basis for meals served as described in 
Article IV of this Agreement at the fixed unit rate price of $1. 72 for Congregate Site Management and $1.38 for 
I lomebound Site Management. These fixed unit rates are the gross receipt amounts. 

1.3 The Vendor acknowledges that the City's obligation hereunder for payment in consideration of full and 
satisfactory performance of acti\'ities described in this Agreement is limited to monies allocated from the 
General Fund and received from AACOG program income, and any other originating funding source. 

1.4 Payment and financial transactions shall be as follows: 

(a) Reimbursement to the Vendor on a fixed unit rate price by the City's Department of Community Initiatives 
shall be made monthly upon receipt of billing from the Vendor. Vendor shall comply with the Project 
Roster Due Date schedule which is attached hereto and incorporated herein for all purposes as Attachment 
l; 

(b) The costs of goods purchased through the City of San Antonio's Central Purchasing (hereinafter referred to 
as "Central Purchasing") will be paid directly by the City and are included in the fixed unit rate for 
Congregate Site Management in Section 1.2 of this Agreement. The costs of goods purchased through 



Central Purchasing are not included in the fixed unit rate for Homebound Site Management in Section 1.2 
of this Agreement. 

1. The amount of nine cents ($0.09) per fixed unit , which is the estimated cost to the City of 
goods purchased through Central Purchasing per fixed unit, shall be withheld by the City 
from the reimbursements to Vendor for Congregate Site Management. 

11. If at the end of the fiscal year, the actual cost to the City of goods purchased through 
Central Purchasing is less than nine cents ($0.09) per fixed unit , then the City shall 
reimburse Vendor the amount that represents the difference between the amount withheld 
and the cost of the goods to the City. If at the end of the fiscal year, the actual cost to the 
City of goods purchased through Central Purchasing is greater than nine cents ($0.09) per 
fixed unit, then the City shall deduct, from the final payment to Vendor, the amount that 
represents the difference between the cost to the City of the goods and the amount withheld 
during the year. 

(c) All requests for payment shall be accompanied by documentation as may be required by the City's 
Department of Community Initiatives. 

i. The Vendor shall be reimbursed only for those meals served pursuant to this Agreement. 

( d) Vendor shall maintain an accounting system based on generally acceptable accounting principles which 
accurately reflects all costs chargeable (paid and unpaid) to the Project. Vendor shall maintain a Receipts 
and Disbursements Ledger. Vendor shall maintain a general ledger with an Income and Expense Account 
for each budgeted line item, and shall file paid invoices revealing check number, date paid and evidence of 
goods or services received according to the expense account to which they were charged. 

(e) The City shall not be obligated to any third parties including any sub-contractor/sub-vendors of the Vendor. 

(f) Notwithstanding any other remedy contained herein, or provided by law, the City may delay, suspend, 
limit, or cancel rights or privileges herein given the Vendor for failure to comply with the letter or spirit of 
this Agreement. Specifically, the City may withhold reimbursements in cases where it detennines that the 
Vendor is not in compliance with this Agreement or has not obtained satisfactory accomplishment of 
projected program goals. All program income collected by Vendor during the grant period shall be 
forwarded to the City of San Antonio monthly in conjunction with the roster due dates as specified in 
Attachment 1, and as stated in paragraph 1 .4. herein. The Vendor shall comply with the provisions of the 
Department of Community Initiatives (DCI) Department Directive 35 entitled. CASH HANDLING 
PROCEDURES , DA TED October 11 . 2004 which is attached hereto and incorporated herein for all 
purposes as Attachment II. 

(g) The Vendor shall regularly administer its Project ' s accounting on an accrual basis which accurately reflects 
all costs incurred (paid and owed) by the Vendor and shall maintain separate accounting records on the 
Project and a separate bank checking account of Project funds. 

(h) Vendor costs or earnings under this Agreement may not be claimed under another agreement or grant . 

II. Recapture of Payments 

2.1 If the Vendor has failed to comply with the terms of this Agreement, which governs the use of monies 
appropriated under this Agreement , or if the Vendor has received funds in excess of those actually earned, the 
City may take appropriate action including the recapture of payment and/or withholding of funds . 

III. Agreement Period 

3.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October I, 
2007 and shall terminate on September 30, 2008. 
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IV. Scope of Work/ Project Requirements 

4.1 The Vendor shall provide management for the Project at the Center and at a minimum offer the following 
services: transportation, outreach, escort, nutrition education, shopping assistance, recreation and physical 
fitness and a hot noon meal as prescribed in the Texas Administrative Code Title 40, Part I, Chapter 84, Rule 
84.5 , Nutrition Service Requirements, which is attached hereto and incorporated herein for all purposes as 
Attachment III , and in the Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual), 
as revised, which is attached hereto and incorporated herein for all purposes as Attachment IV and other 
services that the Department of Community Initiatives deems appropriate. 

4.1.1 Regarding outreach services, the Vendor shall assist seniors with community social service 
infomrntion and referrals as needed. These outreach services shall include forrn and application 
preparation assistance as may be required for other community services such as Food Bank 
applications, utility assistance, and rental assistance. Additionally, the Vendor shall supervise and 
direct chauffeur services as needed in support of senior transportation. 

4. 1.2 Vendor shall ensure that nutrition education classes are conducted a minimum of two times per 
calendar month for 15 minutes per class. 

4.1.3 The Vendor shall be responsible for safety and security at the Center during hours of operation in 
support of the Project. This shall include ensuring ADA compliance for individuals needing 
additional mobility assistance , and providing for supervision of Center custodians to ensure that 
the Center is clean and hazard free. 

4.1.4 The Vendor shall coordinate monthly workshops to disseminate information regarding issues 
gemrnne to senior health , nutrition , and well-being; as well as, local , state, and federal issues of 
the day affecting seniors. Workshops may include such topics as food preparation and storage, 
fraud and crime prevention, elderly abuse, understanding current legislative initiatives, and health 
awareness such as diabetes, stroke, heart attack, stress awareness. Coordination shall include 
advance advertisement through announcements, bulletins, or flyers. Additionally, the Vendor 
shall provide staff support as needed for a successful workshop, including handing out 
presentation materials and ensuring an interpreter is on hand to accommodate Spanish and English 
speaking congregates. 

4.1.5 The Vendor shall encourage the fomrntion and continuity of a Center Senior Advisory Council to 
solicit input and feedback from congregates on services provided or desired at the Center. 

4.1 .6 The Vendor shall coordinate with its respective Project Office supervisor for consultation and 
technical assistance as needed in support of this Agreement. 

4.2 Vendor shall attend planning, training and instructional sessions conducted or called by the Project Office, as 
may be scheduled. 

4.2.1 The Vendor shall provide in-service training to all personnel relative to the perfomrnnce of this 
Agreement. The Vendor shall secure appropriate training and certification for all personnel 
delegated duties which require such specialized in-service training and/or certification. 

4.3 With regard to the serving of meals: 

4.3.1 The Vendor agrees to provide a projected total of 11 ,790 Congregate Meals and a projected total 
of 4,978 Homebound Meals per year. 

4 .3.2 Serving: The serving of meals will confom1 to health standards prescribed by the San Antonio 
Metropolitan Health District (SAMHD). 

(a) The Vendor shall ensure that the meals are served within the prescribed time frames daily. 
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(b) The serving shall be in accordance with sanitary requirements as stipulated by the SAMHD 
and as specified by the approved Project menu. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Vendor shall insure that proper portion controls are established and used. City shall 
perfonn periodic inspections to insure compliance by the Vendor with health codes, menu, 
and portion control. 

4.3.3 The Vendor shall be operational for a minimum of four (4) hours, from 10:00 a.m. to 2:00 p.m. , 
five (5) days per week, Monday through Friday (including holidays), 52 weeks a year. Deviation 
from this schedule may be permitted by the Project Office with the understanding that meals will 
be served to the participants as per Part IV of this Agreement, and no less than 250 days during the 
Project year. Changes to accommodate special cultural and religious days will be made ten ( l 0) 
operational days in advance. Lost operational days will be scheduled for make-up within the 
succeeding seven (7) days. To ensure meals are served to participants no less than 250 days 
during each agreement year, Vendor shall close the Center no more than once per quarter, 
excluding City holidays. 

4.3.4 The Vendor shall ensure that someone certified by the American Red Cross in Standard First Aid 
is available in the Center during operational hours. 

4 .3.5 Vendor shall utilize the City's established "Meal Reservation System." Under this system, all 
Vendors shall notify the Project Office by Friday at 2:00 PM, of the number of meals to be served 
at their site the following week. 

4.3.6 The Vendor shall ensure that a meal fee, to recover the full cost of the meal, is collected from all 
persons who are not eligible for services. Meals may be provided to guests and others who are not 
eligible if the provision of this meal does not deprive an eligible person of a meal. The Vendor 
shall provide a voluntary opportunity for eligible participants to contribute to the cost of services 
while protecting the individual's privacy. The Vendor shall safeguard and account for such 
contributions as program income in accordance with the CNP Manual in Attachment IV. 

4.3 .7 The Vendor shall allow the City to post a sign at Vendor's Center, which identifies the full cost of 
the services, the suggested eligible participant contribution, and a statement that services shall not 
be denied because the eligible participant cannot or will not contribute. 

4.3.8 In accordance with City Code Chapter 13, Food and Food Handlers, Article XIII, Certification of 
Supervisory Personnel of Food Products Establishment and applicable state standards, as 
amended, Vendors shall ensure that food hand lers are properly trained and certifed. 

4.3.9 Vendor shall ensure that all foods are maintained and transported to homes/sites at adequate 
temperatures at all times. Hot and cold foods shall be maintained at safe temperatures throughout 
transport. Food items shall be maintained at the temperatures identified below: 

• Hot Foods: 140 degrees Fahrenheit or higher 
• Cold Foods: 41 degrees Fahrenheit or lower 

4.3. IO Vendor shall ensure that the holding time for hot foods shall not exceed four ( 4) hours from the 
time when the food is taken from the equipment in which cooking or reheating is completed until 
it is served. The Meal Preparation Vendor shall clearly label on each container the time when the 
food was taken from the equipment in which cooking or reheating is completed. 
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4.4 Vendor agrees to transport the seniors in the Project to and from the Center during the hours set forth in 4.3.3 of 
this Agreement and shall transport the seniors in the Project to special events and to scheduled Project Council 
meetings. Additionally, the Vendor shall: 

4.4.1 Ascertain that the operator of the vehicle is properly licensed to operate the vehicle described in 
this Agreement; that the vehicle is clean and maintained at all times in excellent mechanical 
condition; and that the operator presents a good appearance, observes n01mal courtesies and 
rigidly adheres to safe driving and operational practices. 

4.4.2 Assure that the operator of the vehicle carry and have on hand at all times emergency equipment 
(fire extinguisher and first aid kit). This emergency equipment must be maintained in good, 
operable, and usable condition at all times. 

4.4.3 Assure that the operator of the vehicle maintains a list of participants for pick-up and a copy of the 
list is filed monthly with the Project Office. 

4.4.4 Assure that transportation is provided for participants to shopping centers for purchases of goods a 
minimum of once each week or at least four (4) trips each month. (Rural centers are required to 
provide transportation a minimum of twice monthly). 

4.4.5 Honor special transpo11ation requests from disabled participants who require special assistance. 

4.4.6 Assure that drivers obtain and maintain a valid Defensive Driving Certificate within sixty (60) 
days after employment and renewal of such certificate every three (3) years. 

V. Applicable Laws and Regulations 

5.1 Vendor shall comply with all applicable laws, rules, regulations and codes of the United States and the state of 
Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and County of 
Bexar in its perfonnance of all of the work under this Agreement. 

5.2 The Vendor understands that certain funds provided to it pursuant to this Agreement are funds which have been 
made available by the City and that it will , therefore, comply with all rules, regulations, policies, and procedures 
applicable to these funds as directed by the City. This section shall also incorporate and the Vendor agrees to 
abide by any and all future amendments or additions to such rules and regulations as they may be promulgated. 

5.3 The Vendor agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging and Disabilities 
(DADS), the Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S. 
Department of Agriculture. 

5.4 The Vendor shall adhere to AACOG policies and procedures, as they now exist or as they may subsequently be 
adopted, in all respects. A copy of said policies and procedures are attached hereto and incorporated herein as 
Attachment V. Vendor shall also adhere to Texas Administrative Code Title 40, Part I, Chapter 84, Rule 84.5 , 
Nutrition Service Requirements, previously identified as Attachment III. 

5.5 The Vendor providing services under this Agreement shall operate fully in conformance with all federal , state 
and local fire , health, safety, sanitation, and other standards prescribed in law or regulations. Such requirement 
shall also be passed to all sub-contractor/sub-vendors and subgrantees in the fulfillment of this Agreement. The 
Vendor assures that where the state or local jurisdictions require licensure for the provision of services, agencies 
providing such services shall be licensed. 

5.6 Vendor shall not engage in employment practices which have the effect of discriminating against any employee 
or applicant for employment, and, will take affirmative steps to ensure that applicants are employed and 
employees are treated during employment without regard to their race, color, religion, national origin, sex, age, 
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handicap, or political belief or affiliation. Additionally, Vendor agrees to abide by all applicable provisions of 
San Antonio City Code Section 2-8 , as amended. Also, Vendor certifies that it will comply fully with the 
following nondiscrimination, minimum wage and equal opportunity provisions, including but not limited to: 

(a) Title VII of the Civil Rights Act of 1964. as amended; 
(b) Section 504 of the Rehabilitation Act of 1973, as amended; 
(c) The Age Discrimination Act of 1975, as amended; 
(d) Title IX of the Education Amendments of 1972, as amended; (Title 20 USC sections 1681-1688) 
(e) Fair Labor Standards Act of 1938, as amended; 
(f) Equal Pay Act of 1963, P.L. 88-38; and 
(g) All applicable regulations implementing the above laws. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.6.1 The Vendor agrees not to hire or use in any capacity including as a volunteer any person that the 
Vendor receives notice from the City is ineligible to participate as an employee, volunteer or any 
other capacity in connection with the delivery of services under this Agreement. 

5.7 The Vendor certifies that it will provide a drug-free workplace in compliance with the Drug-Free Workplace 
Act of I 988 and the Drug-Free Workplace Rules established by the Texas Worker's Compensation Commission 
effective April 17, 1991. Failure to comply with the above referenced law and regulations could subject the 
Vendor to suspension of payments, tem1ination of Agreement, and debarment and suspension actions. 

5.8 Vendor certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment, 
declared ineligible or voluntarily excluded from participation in any state or federal program. 

5.9 It is expressly understood and agreed by the City and Vendor that the City 's obligations under this Agreement 
are contingent upon the actual receipt of adequate grant funds to meet City's liabilities hereunder. In the event 
that any disagreement or dispute should arise between the parties hereto pertaining to the interpretation or 
meaning of any part of this Agreement or its governing rules, regulations, laws, codes or ordinances, City, as 
the party ultimately responsible for all matters of compliance with Alamo Area Council of Governments and/or 
Citv o(San Antonio rules and regulations, shall have the final authority to render or secure an interpretation. 

5.10 Vendor agrees to comply with the following Small, Minority or Woman-owned Business Advocacy Policies: 

(a) Vendor is hereby advised that it is the policy of the City of San Antonio that Small , Minority or Woman­
owned Business Enterprises shall have the maximum practical opportunity to participate in the perfonnance 
of public contracts . Vendor agrees to submit in writing to the City no later than six (6) months from the 
date of execution of this contract its policies regarding small , minority, or women-owned business policy 
regarding procurement, construction and professional service contracts. Vendor also agrees that Vendor 
will not discriminate against any individual or group on account of race, color, sex, age, religion, national 
origin or disability and will not engage in employment practices which have the effect of discriminating 
against employees or prospective employees because of race, color, religion, national origin, sex, age or 
disability. Vendor further agrees that Vendor will abide by all applicable tem1s and provisions of City ' s 
Non-Discrimination Policy, City's Small Business Economic Development Advocacy Policy and City's 
Equal Opportunity Affimrntive Action Policy, these policies being available in City's Department of 
Economic Development, and the City Clerk 's Office. 

(b) The Vendor agrees to submit to the City a List of Subcontractors/Suppliers Fonn (the "List") for contracts 
between $25 ,000 to $200,000 or for contracts over $200,000, a Good Faith Effort Plan ("GFEP"), either of 
which indicates Vendor' s utilization of Small. Minority and Woman-owned Business. If City approves the 
List or GFEP, and the City subsequently finds material deficiencies in any aspect of the List or GFEP, 
Vendor will be required to submit a written report to City's Department of Economic Development, 
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including a Supplemental List or Good Faith Effort Plan indicating efforts to resolve any deficiencies. A 
denied Supplemental List or Good Faith Effort Plan, by the City's Department of Economic Development. 
will constitute failure to satisfactorily resolve any deficiencies by the Vendor. Failure to obtain an 
approved List or Supplemental Good Faith Effort Plan, within ninety (90) days of initial denial shall 
constitute a default and result in $1,000.00 per day as liquidated damages for the default until all 
deficiencies are resolved. Failure to cure all deficiencies within another ninety (90) days of the date the 
amount of liquidated damages is initially assessed constitute a further (additional) condition of default by 
the Vendor and which can, at the option of the Director of the Managing City Department, result in 
forfeiture of the entirety of this Contract. 

(c) The Vendor shall submit to the City no later than six (6) months from the date of execution of this contract a 
report indicating the utilization of small, minority and women-owned businesses within its agency to the 
Managing City Department and the Department of Economic Development. 

5.11 Additionally, Vendor shall comply with the following: 

(a) Local Government Records Act of 1989 and the official record retention schedules found at 
http: //www.tsl.state.tx.us/slrm/recordspubs/gr.html 

(b) Government Code Chapter 552 pertaining to Texas Public Infornrntion Act found at 
http: //www.capitol.state.tx.us/statutes/go/go0055200toc.html 

Vendor agrees to abide by any and all future amendments or additions to such laws, mies, regulations, policies 
and procedures as they may be promulgated. 

5.12The Vendor warrants that any and all taxes that the Vendor may be obligated for, including but not limited to, 
federal, state, and local taxes, fees, special assessments, federal and state payroll and income taxes, personal 
property, real estate, sales and franchise taxes, are current, and paid to the fullest extent liable as of the 
execution date of the Agreement. The Vendor shall comply with all applicable local, state, and federal laws 
including, but not limited to: 

(a) worker's compensation; 
(b) unemployment insurance; 
(c) timely deposits of payroll deductions; 
(d) filing ofinfornrntion on Tax Return fonn 990 or 990T, Quarterly Tax Return Form 941, W-2's Form 1099 

on individuals who received compensation other than wages, such as car allowance, Forms 1099 and 1096 
for contract or consultant work, non-employee compensation, etc; 

(e) Occupational Safety and Health Act regulations; and 
(f) Employee Retirement Income Security Act of 1974, P.L. 93-406. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.13Vendor agrees to comply with the Americans with Disabilities Act P.L. 101-336, enacted July 26, 1990, and all 
regulations thereunder. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control, and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such form as may be 
required by the Department of Community Initiatives, the Vendor shall furnish to the Department of 
Community Initiatives and AACOG , the Grantor of the grant funds, if applicable, such statements, records, 
data, and information and pern1it the City and the Gran tor of the grant funds, if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of agreement; issuance of 
payments may be discontinued by the City and legal remedy for the loss taken by the City. 
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6.2 The Vendor shall submit to the Department of Community Initiatives such reports as may be required by 
AACOG and/or City. 

6.3 Vendor agrees to maintain in confidence all information pertaining to the Project or other infonnation and 
materials prepared for, provided by, or obtained from City including, without limitation, reports, information, 
project evaluation, project designs, data, other related infonnation (collectively, the "Confidential Infonnation") 
and to use the Confidential Inforniation for the sole purpose of perforn1ing its obligations pursuant to this 
Agreement. Vendor shall protect the Confidential Inforniation and shall take all reasonable steps to prevent the 
unauthorized disclosure, dissemination, or publication of the Confidential Infornrntion. If disclosure is required 
(i) by law or (ii) by order of a governmental agency or court of competent jurisdiction, Vendor shall give the 
Director of the Department of Community Initiatives prior written notice that such disclosure is required with a 
full and complete description regarding such requirement. Vendor shall establish specific procedures designed 
to meet the obligations of this Article VI , Section 6.3 , including, but not limited to execution of confidential 
disclosure agreements, regarding the Confidential Infonnation with Vendor's employees and subcontractors 
prior to any disclosure of the Confidential Infornrntion. This Article VI , Section 6.3 shall not be construed to 
limit the City's or its authorized representatives' right of access to records or other infonnation, confidential or 
otherwise, under this Agreement. Upon tem1ination of this Agreement, Vendor shall return to City all copies of 
materials related to the Project/Projects, including the Confidential lnforniation. 

6.4 The Public lnfonnation Act, Government Code Section 552 .021 , requires the City to make public information 
available to the public. Under Government Code Section 552.002(a), public infonnation means infonnation that 
is collected, assembled or maintained under a law or ordinance or in connection with the transaction of official 
business: l) by a governmental body; or 2) for a governmental body and the governmental body owns the 
infornrntion or has a right of access to it. Therefore, if Vendor receives inquiries regarding documents within its 
possession pursuant to this Agreement, Vendor shall within twenty-four (24) hours of receiving the requests 
forward such requests to City for disposition. If the requested information is confidential pursuant to state or 
federal law, the Vendor shall submit to City the list of specific statutory authority mandating confidentiality no 
later than three (3) business days of Vendor's receipt of such request. 

6.5 In accordance with Texas law, Vendor acknowledges and agrees that all local government records as defined in 
Chapter 201, Section 201.003 (8) of the Texas Local Government Code created or received in the transaction of 
official business or the creation or maintenance of which were paid for with public funds are declared to be 
public property and subject to the provisions of Chapter 20 I of the Texas Local Government Code and 
Subchapter J, Chapter 441 of the Texas Government Code. Thus, Vendor agrees that no such local government 
records produced by or on the behalf of Vendor pursuant to this Agreement shall be the subject of any copyright 
or proprietary claim by Vendor. 

6.6 Vendor acknowledges and agrees that all local government records, as described herein, produced in the course 
of the work required by this Agreement, shall belong to and be the property of City and shall be made available 
to the City at any time. Vendor further agrees to tum over to City all such records upon termination of this 
Agreement. Vendor agrees that it shall not, under any circumstances, release any records created during the 
course of perfomiance of the Agreement to any entity without the written pern1ission of the Director of the 
Department of Community Initiatives, unless required to do so by a court of competent jurisdiction. The 
Department of Community Initiatives shall be notified of such request as set forth in Article XIV, Section 14.1 
of this Agreement. 

6.7 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Vendor agrees to submit to such monitoring and evaluation. 

6.8 The Vendor shall give the City, AACOG, Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the state of Texas, through any authorized 
representative, access to and right to examine all faciliti es, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement tern1 . Vendor shall include the substance of this provision in all subcontracts. 
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VII. Termination 

7.1 Termination for Convenience - This Agreement may be terminated in whole or in part when the City detem1ines 
that continuation of the Project would not produce beneficial results commensurate with the further expenditure 
of funds . Such tennination by City shall specify the date thereof, which date shall not be sooner than thirty (30) 
days following the date on which notice is sent. The Vendor shall also have the right to terminate this 
Agreement and specify the date thereof, which date shall not be sooner than the end of thirty (30) days 
following the day on which notice is sent. The Vendor shall be entitled to receive just and equitable 
compensation for any work satisfactorily completed prior to such termination date. The question of satisfactory 
completion of such work shall be determined by the City alone, and its decision shall be final. It is further 
expressly understood and agreed by the parties that Vendor's performance upon which final payment is 
conditioned shall include, but not be limited to, the Vendor's complete and satisfactory perfomrnnce of its 
obligations for which final payment is sought. 

7.2 Termination for Cause - Should the Vendor fail to fulfill, in a timely and proper manner, obligations under this 
Agreement to include performance standards established by the City, or if this Vendor should violate any of the 
covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tem1inate this 
Agreement by sending written notice to the Vendor of such termination and specify the effective date thereof 
(which date shall not be sooner than the end of ten (10) days following the day on which such notice is sent). 
The Vendor shall be entitled to receive just and equitable compensation for any work satisfactorily completed 
prior to such te1mination date. The question of satisfactory completion of such work shall be detem1ined by the 
City alone , and its decision shall be final. It is further expressly understood and agreed by the parties that 
Vendor's perfomrnnce upon which final payment is conditioned shall include, but not be limited to, the 
Vendor's complete and satisfactory perfom1ance, of its obligations for which final payment is sought. 

7 .3 Notwithstanding the provisions of Section 7 .2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG , Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of Vendor or its sub-contractor/sub-vendors supported under provision of this Agreement, the City 
may elect to tem1inate this Agreement upon ten ( I 0) days written notice from the City to the Vendor. 

7.4 Notwithstanding the provisions set forth in sections 7.1, 7.2 and 7.3 of this Agreement, the Vendor shall not be 
relieved of liability to the City for damages sustained by the City by virtue of any breach of this Agreement, and 
the City may withhold funds otherwise due as damages. 

7 .5 In the event of tem1ination, final billings for units of services delivered pursuant to the Agreement will be 
submitted by the Vendor to the City of San Antonio within ten ( I 0) calendar days from the date of tem1ination. 
Vendor understands that no units of services delivered after the tem1ination date will be reimbursed. 

7.6 Vendor agrees and understands that City has projected costs for this Agreement and that City expects to pay all 
obligations of this Agreement from projected revenue sources, including AACOG grant agreement funds , but if 
the parties execute an agreement covering a multi-year period, then all obligations of City are subject to annual 
appropriation by the City Council in future years after the first year of the Agreement. Accordingly, if City 
shall fail to appropriate sums to pay any of City's obligations under the terms of this Agreement, which results 
in the unavai lability of funds , City may terminate this Agreement and neither Vendor nor City shall have any 
further obligations hereunder. Lack of funding is not and shall not be considered a breach of this Agreement. 

7.7 In the event that this Agreement is tem1inated, as provided above, the City or AACOG may require the Vendor 
to transfer title and deliver to the City or AACOG or to another authorized vendor, any property acquired by 
federal or state funds or assigned to the Vendor by the AA COG for the purpose of this Agreement. 

VIII. Insurance 

8.1 Vendor agrees to comply with the following insurance provisions: 

(a) Vendor shall be responsible for insuring its employees and sub-recipients for Worker's Compensation or 
Alternative Plan. In no event will the City be required to maintain any insurance coverage for Vendor. If a 
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Worker's Compensation Policy is maintained, a copy of their insurance certificate shall be provided to City 
of San Antonio, Dept. of Community Initiatives. 

(b) Vendor shall be responsible for insuring its own Property, Equipment, Autos and Legal Liability. ln no 
event will the City be required to maintain any insurance coverage for Vendor. ln the event that Property, 
Autos, and Legal Liability (Commercial General Liability) policies are maintained, a copy of their 
insurance certificate and additional insured endorsement shall be provided to City of San Antonio, Dept. of 
Community Initiatives. 

IX. Indemnity 

9.1 VENDOR AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Vendor covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City and the 
elected officials, employees, officers, directors, volunteers, and representatives of the City, 
individually or collectively, from and against any and all costs, claims, liens, damages, losses, 
expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, liability and suits of 
any kind and nature, including but not limited to, personal or bodily injury, death and property 
damage, made upon the City and the elected officials, employees, officers, directors, volunteers, and 
representatives of the City, individually or collectively, directly or indirectly arising out of, resulting 
from or related to Vendor's activities under this Agreement, including any acts or omissions of 
VENDOR, any agent, officer, director, representative, employee, consultant or sub-contractor/sub­
vendor of Vendor, and their respective officers, agents, employees, directors and representatives 
while in the exercise of performance of the rights or duties under this Agreement, all without 
however, waiving any governmental immunity available to the CITY under Texas Law and without 
waiving any defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND 
AGREED THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, DEMANDS, 
CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART FROM THE 
NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, OFFICERS, 
DIREECTORS AND REPRESENTATIVES OF CITY, UNDER THIS AGREEMENT. The 
provisions of this INDEMNITY are solely for the benefit of the parties hereto and not intended to 
create or grant any rights, contractual or otherwise, to any other person or entity. Vendor shall 
promptly advise the City in writing of any claim or demand against the CITY or VENDOR known to 
Vendor related to or arising out of Vendor's activities under this AGREEMENT and shall see to the 
investigation of and defense of such claim or demand at Vendor's cost. The City shall have the right, 
at its option and at its own expense, to participate in such defense without relieving Vendor of any of 
its obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY provided for in 
this Section, is an INDEMNITY extended by Vendor to INDEMNIFY, PROTECT and HOLD 
HARMLESS, the City from the consequences of the CITY's OWN NEGLIGENCE, provided 
however, that the INDEMNITY provided for in this section SHALL APPLY only when the 
NEGLIGENT ACT of the City is a CONTRIBUTORY CAUSE of the resultant injury, death, or 
damage, and shall have no application when the negligent act of the City is the sole cause of the 
resultant injury, death, or damage. VENDOR further AGREES TO DEFEND, AT ITS OWN 
EXPENSE, and ON BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or 
litigation brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Legal Requirements 

10.1 The Vendor warrants that no person or selling agency or other organization has been employed or retained to 
solicit or secure this Agreement upon an agreement or understanding for a commission, percentage, brokerage, 
or contingent fee. For breach or violation of this warrant, the City shall have the right to terminate this 
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Agreement without liability or, at its discretion, to deduct from the Agreement or othe1wise recover the full 
amount of such commission, percentage, brokerage, or contingent fee, or to seek such other remedies as legally 
may be available . 

10.2 No elected official , director, officer, agent or employee of City or Vendor shall be charged personally or held 
contractually liable by or to City or Vendor under any tenn or provision of this Agreement, or because of any 
breach thereof, or because of execution, approval , or attempted execution of this Agreement. 

XI. Amendments 

I 1.1 Except when the terms of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the terms hereof shall be by amendment in writing executed by both City and Vendor and evidenced by 
passage of a subsequent City ordinance, as to City ' s approval. 

XII. Subcontracting and Assignment 

12.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City 's Director of the Department of Community Initiatives. 

XIII. Independent Contractor 

13.1 In perfomrnnce of obligations under this Agreement, the Vendor shall act as an independent contractor and not 
as an agent, representative or employee of the City of San Antonio . No employee, agent, or representative of 
the Vendor shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to City employees. 

XIV. Communication 

14.1 For purposes of this Agreement , all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail, postage prepaid, to the addresses set forth 
below: 

CITY 
Director 
Department of Community Initiatives 
Senior Services Division 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

Vendor 
Bethel United Methodist Church 
227 S. Acme Rd 
San Antonio, Texas 78237 

Notices of changes of address by either party must be made in writing delivered to the other party ' s last known 
address within five (5) business days of the change. 

XV. Venue 

15.1 Vendor and City agree that this Agreement shall be governed by and construed in accordance with the laws of 
the state of Texas. Any action or proceeding brought to enforce the tenns of this Agreement or adjudicate any 
dispute arising out of this Agreement shall be bought in a court of competent jurisdiction in San Antonio, Bexar 
County, Texas. 

11 



XVI. Gender 

16. l Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural , unless the context otherwise requires. 

XVII. Licensing/Training 

17. l Vendor warrants and certifies that Vendor and any other person designated to provide services hereunder has 
the requisite training, license and/or certification to provide said services, and meets all competence standards 
promulgated by all other authoritative bodies, as applicable to the services provided herein. 

I 7.2Vendor shall ensure that the Center Manager is Food Manager Certified, as required under state and local law, 
within 90 days of hire, and that staff maintain certification. 

17 .3 The Vendor shall furnish all necessary personnel with professional classification, qualifications, skill and 
expertise required to perform the services to be rendered and the responsibilities accepted pursuant to the 
activities conducted under this Agreement. The Vendor shall be responsible for completion of the services to be 
rendered in accordance with published service standards. The Vendor will provide all necessary supervision and 
coordination of activities that may be required to complete the services and fulfill all contractual obligations. 

XVIII. Obligations 

18.1 The Project Office staff will provide monitoring , technical assistance, training, planning and evaluation with the 
Vendor and center personnel for the services specified in this Agreement as required by the Texas Department 
on Aging and Disability Services (DADS) guidelines and the Project Office. 

l 8.2The Project Office staff will detem1ine eligibility of all recipients and will ensure that at least 50% of the total 
individuals served in the Project will be persons with incomes at or below the poverty level threshold 
established by the Bureau of the Census, and that at least 50% of the total persons served will be in greatest 
social need. Vendor will refer all individuals requesting services to the Project Office for eligibility 
determination. 

XIX. Authority to Contract 

19.1 The signer of this Agreement for City and Vendor each represents, warrants, assures and guarantees that he has 
full legal authority to execute this Agreement on behalf of City and Vendor respectively, and to bind City and 
Vendor to all of the tem1s, conditions, provisions and obligations herein contained. 

XX. Emergency Management 

20. l ln the event of a disaster, whether man-made, natural , or of a civil defense nature, the Vendor will provide 
and/or coordinate appropriate resources to federal , state, or local disaster relief and may provide equipment and 
resources for the following activities: temporary shelter; nutrition services; food preparation; transportation; and 
volunteers. 

XXI. Entire Agreement 

21.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the ten11S and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

2 l .2If any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal , state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
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the parties hereto that in lieu of each clause or provision of this Agreement that is invalid , illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in tem1s to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal, valid and enforceable. 

XXII. Acceptance of Agreement 

22.11 the undersigned, certify that I have read and understand the terms of this Agreement and that the entity for 
which I execute this Agreement will abide by them. I further certify that I am authorized to sign for this Vendor. 

In witness of which this Agreement has been executed effective the ~ day of 

CITY OF SAN ANTONIO: 

Dennis J. Campa, Dir c r 
Department ofCommu ity Initiatives 

APPROVED AS TO FORM: 

ATTACHMENTS: 

Attachment I-Project Roster 
Attachment II-Cash Handling Procedures 
Attachment III- Nutrition Service Requirements 

CONTRACTOR: 

Bethel United Methodist Church 
(Name of Contractor) 

227 S. Acme Rd 
(Street Address) 

San Antonio, TX 7823 7 
(City, State, Zip Code) 

Attachment JV- Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment V- AACOG Policies and Procedures 
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STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

VENDOR AGREEMENT 

Contract #J././,1)/)()0/,~33 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as ' 'City"), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1104, passed and approved on October 18 , 2007 and Bethel United Methodist Church 
(hereinafter referred to as "Vendor"). 

WITNESS ETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as ·'AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS, the City ' s Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Vendor to carry out the Project at Villa Alegre Family Center, a nutrition 
center site (the "Center"); NOW THEREFORE: 

The parties hereto agree as follows : 

I. Consideration 

1.1 The Vendor shall provide. oversee, administer, and carry out all activities and services in a manner satisfactory 
to the City and in compliance with the Scope of Work I Project Requirements set forth in Article IV of this 
Agreement at the Center. 

1.2 In consideration, the City shall reimburse Vendor on a fixed unit rate basis for meals served as described in 
Article IV of this Agreement at the fixed unit rate price of $1.72 for Congregate Site Management and $1.38 for 
Homebound Site Management. These fixed unit rates are the gross receipt amounts. 

1.3 The Vendor acknowledges that the City ' s obligation hereunder for payment in consideration of full and 
satisfactory perfo1mance of activities described in this Agreement is limited to monies allocated from the 
General Fund and received from AACOG program income, and any other originating funding source. 

1.4 Payment and financial transactions shall be as follows: 

(a) Reimbursement to the Vendor on a fixed unit rate price by the City ' s Department of Community Initiatives 
shall be made monthly upon receipt of billing from the Vendor. Vendor shall comply with the Project 
Roster Due Date schedule which is attached hereto and incorporated herein for all purposes as Attachment 
I; 

(b) The costs of goods purchased through the City of San Antonio ' s Central Purchasing (hereinafter referred to 
as "Central Purchasing") will be paid directly by the City and are included in the fixed unit rate for 
Congregate Site Management in Section 1.2 of this Agreement. The costs of goods purchased through 



Central Purchasing are not included in the fixed unit rate for Homebound Site Management in Section 1.2 
of this Agreement . 

1. The amount of nine cents ($0.09) per fixed unit, which is the estimated cost to the City of 
goods purchased through Central Purchasing per fixed unit, shall be withheld by the City 
from the reimbursements to Vendor for Congregate Site Management. 

11. If at the end of the fiscal year, the actual cost to the City of goods purchased through 
Central Purchasing is less than nine cents ($0.09) per fixed unit, then the City shall 
reimburse Vendor the amount that represents the difference between the amount withheld 
and the cost of the goods to the City. If at the end of the fiscal year, the actual cost to the 
City of goods purchased through Central Purchasing is greater than nine cents ($0.09) per 
fixed unit, then the City shall deduct, from the final payment to Vendor, the amount that 
represents the difference between the cost to the City of the goods and the amount withheld 
during the year. 

(c) All requests for payment shall be accompanied by documentation as may be required by the City's 
Department of Community Initiatives. 

i. The Vendor shall be reimbursed only for those meals served pursuant to this Agreement. 

(d) Vendor shall maintain an accounting system based on generally acceptable accounting principles which 
accurately reflects all costs chargeable (paid and unpaid) to the Project. Vendor shall maintain a Receipts 
and Disbursements Ledger. Vendor shall maintain a general ledger with an Income and Expense Account 
for each budgeted line item, and shall file paid invoices revealing check number, date paid and evidence of 
goods or services received according to the expense account to which they were charged. 

(e) The City shall not be obligated to any third parties including any sub-contractor/sub-vendors of the Vendor. 

(f) Notwithstanding any other remedy contained herein, or provided by law, the City may delay, suspend, 
limit, or cancel rights or privileges herein given the Vendor for failure to comply with the letter or spirit of 
this Agreement. Specifically, the City may withhold reimbursements in cases where it detennines that the 
Vendor is not in compliance with this Agreement or has not obtained satisfactory accomplishment of 
projected program goals. All program income collected by Vendor during the grant period shall be 
forwarded to the City of San Antonio monthly in conjunction with the roster due dates as specified in 
Attachment I, and as stated in paragraph 1.4. herein. The Vendor shall comply with the provisions of the 
Department of Community Initiatives (DC[) Department Directive 35 entitled. CASH HANDLING 
PROCEDURES, DA TED October 11 , 2004 which is attached hereto and incorporated herein for all 
purposes as Attachment II. 

(g) The Vendor shall regularly administer its Project's accounting on an accrual basis which accurately reflects 
all costs incurred (paid and owed) by the Vendor and shall maintain separate accounting records on the 
Project and a separate bank checking account of Project funds. 

(h) Vendor costs or earnings under this Agreement may not be claimed under another agreement or grant. 

II. Recapture of Payments 

2.1 If the Vendor has failed to comply with the terms of this Agreement, which governs the use of monies 
appropriated under this Agreement, or if the Vendor has received funds in excess of those actually earned, the 
City may take appropriate action including the recapture of payment and/or withholding of funds. 

III. Agreement Period 

3 .1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October ], 
2007 and shall tern1inate on September 30. 2008. 
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IV. Scope of Work/ Project Requirements 

4.1 The Vendor shall provide management for the Project at the Center and at a minimum offer the following 
services: transportation , outreach, escort, nutrition education , shopping assistance, recreation and physical 
fitness and a hot noon meal as prescribed in the Texas Administrative Code Title 40, Part I, Chapter 84, Rule 
84.5, Nutrition Service Requirements, which is attached hereto and incorporated herein for all purposes as 
Attachment lll , and in the Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) , 
as revised, which is attached hereto and incorporated herein for all purposes as Attachment JV and other 
services that the Department of Community Initiatives deems appropriate . 

4.1 .1 Regarding outreach services, the Vendor shall assist seniors with community social service 
information and referrals as needed. These outreach services shall include form and application 
preparation assistance as may be required for other community services such as Food Bank 
applications, utility assistance, and rental assistance. Additionally, the Vendor shall supervise and 
direct chauffeur services as needed in support of senior transportation. 

4. 1.2 Vendor shall ensure that nutrition education classes are conducted a minimum of two times per 
calendar month for 15 minutes per class. 

4.1.3 The Vendor shall be responsible for safety and security at the Center during hours of operation in 
support of the Project. This shall include ensuring ADA compliance for individuals needing 
additional mobility assistance, and providing for supervision of Center custodians to ensure that 
the Center is clean and hazard free . 

4.1.4 The Vendor shall coordinate monthly workshops to disseminate information regarding issues 
germane to senior health , nutrition, and well-being; as well as, local , state, and federal issues of 
the day affecting seniors. Workshops may include such topics as food preparation and storage, 
fraud and crime prevention, elderly abuse, understanding current legislative initiatives, and health 
awareness such as diabetes, stroke, heart attack, stress awareness. Coordination shall include 
advance advertisement through announcements, bulletins, or flyers . Additionally, the Vendor 
shall provide staff support as needed for a successful workshop, including handing out 
presentation materials and ensuring an interpreter is on hand to accommodate Spanish and English 
speaking congregates. 

4.1.5 The Vendor shall encourage the fom1ation and continuity of a Center Senior Advisory Council to 
solicit input and feedback from congregates on services provided or desired at the Center. 

4.1.6 The Vendor shall coordinate with its respective Project Office supervisor for consultation and 
technical assistance as needed in support of this Agreement. 

4.2 Vendor shall attend planning, training and instmctional sessions conducted or called by the Project Office, as 
may be scheduled. 

4.2 .1 The Vendor shall provide in-service training to all personnel relative to the perfonnance of this 
Agreement. The Vendor shall secure appropriate training and certification for all personnel 
delegated duties which require such specialized in-service training and/or certification. 

4.3 With regard to the serving of meals: 

4.3 .1 The Vendor agrees to provide a projected total of 6,550 Congregate Meals and a projected total of 
786 Homebound Meals per year. 

4.3 .2 Serving: The serving of meals will confom1 to health standards prescribed by the San Antonio 
Metropolitan Health District (SAMHD). 

(a) The Vendor shall ensure that the meals are served within the prescribed time frames daily. 
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(b) The serving shall be in accordance with sanitary requirements as stipulated by the SAMHD 
and as specified by the approved Project menu. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Vendor shall insure that proper portion controls are established and used. City shall 
perform periodic inspections to insure compliance by the Vendor with health codes, menu, 
and portion control. 

4.3.3 The Vendor shall be operational for a minimum of four (4) hours, from 10:00 a.m. to 2:00 p.m., 
five (5) days per week, Monday through Friday (including holidays), 52 weeks a year. Deviation 
from this schedule may be permitted by the Project Office with the understanding that meals will 
be served to the participants as per Part IV of this Agreement, and no less than 250 days during the 
Project year. Changes to accommodate special cultural and religious days will be made ten ( I 0) 
operational days in advance. Lost operational days will be scheduled for make-up within the 
succeeding seven (7) days. To ensure meals are served to participants no less than 250 days 
during each agreement year, Vendor shall close the Center no more than once per quarter, 
excluding City holidays. 

4.3.4 The Vendor shall ensure that someone certified by the American Red Cross in Standard First Aid 
is available in the Center during operational hours. 

4.3.5 Vendor shall utilize the City's established "Meal Reservation System." Under this system, all 
Vendors shall notify the Project Office by Friday at 2:00 PM, of the number of meals to be served 
at their site the following week. 

4.3.6 The Vendor shall ensure that a meal fee , to recover the full cost of the meal, is collected from all 
persons who are not eligible for services. Meals may be provided to guests and others who are not 
eligible if the provision of this meal does not deprive an eligible person of a meal. The Vendor 
shall provide a voluntary opportunity for eligible participants to contribute to the cost of services 
while protecting the individual ' s privacy. The Vendor shall safeguard and account for such 
contributions as program income in accordance with the CNP Manual in Attachment IV. 

4.3.7 The Vendor shall allow the City to post a sign at Vendor's Center, which identifies the full cost of 
the services, the suggested eligible participant contribution, and a statement that services shall not 
be denied because the eligible participant cannot or will not contribute. 

4.3.8 In accordance with City Code Chapter 13, Food and Food Handlers, Article XIII, Certification of 
Supervisory Personnel of Food Products Establishment and applicable state standards, as 
amended, Vendors shall ensure that food handlers are properly trained and certifed. 

4.3.9 Vendor shall ensure that all foods are maintained and transported to homes/sites at adequate 
temperatures at all times. Hot and cold foods shall be maintained at safe temperatures throughout 
transport. Food items shall be maintained at the temperatures identified below: 

• Hot Foods: 140 degrees Fahrenheit or higher 
• Cold Foods: 41 degrees Fahrenheit or lower 

4 .3. JO Vendor shall ensure that the holding time for hot foods shall not exceed four (4) hours from the 
time when the food is taken from the equipment in which cooking or reheating is completed until 
it is served. The Meal Preparation Vendor shall clearly label on each container the time when the 
food was taken from the equipment in which cooking or reheating is completed. 
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4.4 Vendor agrees to transport the seniors in the Project to and from the Center during the hours set forth in 4.3.3 of 
this Agreement and shall transport the seniors in the Project to special events and to scheduled Project Council 
meetings. Additionally, the Vendor shall: 

4.4.1 Ascertain that the operator of the vehicle is properly licensed to operate the vehicle described in 
this Agreement; that the vehicle is clean and maintained at all times in excellent mechanical 
condition; and that the operator presents a good appearance, observes nonnal courtesies and 
rigidly adheres to safe driving and operational practices. 

4.4.2 Assure that the operator of the vehicle carry and have on hand at all times emergency equipment 
(fire extinguisher and first aid kit). This emergency equipment must be maintained in good, 
operable, and usable condition at all times. 

4.4.3 Assure that the operator of the vehicle maintains a list of participants for pick-up and a copy of the 
list is filed monthly with the Project Office. 

4.4.4 Assure that transportation is provided for participants to shopping centers for purchases of goods a 
minimum of once each week or at least four (4) trips each month. (Rural centers are required to 
provide transportation a minimum of twice monthly). 

4.4.5 Honor special transportation requests from disabled participants who require special assistance. 

4.4.6 Assure that drivers obtain and maintain a valid Defensive Driving Certificate within sixty (60) 
days after employment and renewal of such certificate every three (3) years. 

V. Applicable Laws and Regulations 

5.1 Vendor shall comply with all applicable laws, rules, regulations and codes of the United States and the state of 
Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and County of 
Bexar in its performance of all of the work under this Agreement. 

5.2 The Vendor understands that certain funds provided to it pursuant to this Agreement are funds which have been 
made available by the City and that it will , therefore, comply with all rules, regulations, policies, and procedures 
applicable to these funds as directed by the City. This section shall also incorporate and the Vendor agrees to 
abide by any and all future amendments or additions to such rules and regulations as they may be promulgated. 

5.3 The Vendor agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging and Disabilities 
(DADS), the Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S. 
Department of Agriculture. 

5.4 The Vendor shall adhere to AACOG policies and procedures, as they now exist or as they may subsequently be 
adopted, in all respects. A copy of said policies and procedures are attached hereto and incorporated herein as 
Attachment V. Vendor shall also adhere to Texas Administrative Code Title 40, Part I, Chapter 84, Rule 84.5, 
Nutrition Service Requirements, previously identified as Attachment III. 

5.5 The Vendor providing services under this Agreement shall operate fully in conformance with all federal, state 
and local fire, health, safety, sanitation, and other standards prescribed in law or regulations . Such requirement 
shall also be passed to all sub-contractor/sub-vendors and subgrantees in the fulfillment of this Agreement. The 
Vendor assures that where the state or local jurisdictions require licensure for the provision of services, agencies 
providing such services shall be licensed. 

5.6 Vendor shall not engage in employment practices which have the effect of discriminating against any employee 
or applicant for employment, and, will take affimrntive steps to ensure that applicants are employed and 
employees are treated during employment without regard to their race, color, religion, national origin, sex, age, 
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handicap, or political belief or affiliation. Additionally, Vendor agrees to abide by all applicable provisions of 
San Antonio City Code Section 2-8, as amended. Also, Vendor certifies that it will comply fully with the 
following nondiscrimination, minimum wage and equal opportunity provisions, including but not limited to: 

(a) Title Vil of the Civil Rights Act of I 964, as amended; 
(b) Section 504 of the Rehabilitation Act of I 973. as amended; 
(c) The Age Discrimination Act of 1975, as amended; 
(d) Title IX of the Education Amendments of 1972, as amended; (Title 20 USC sections 1681-1688) 
(e) Fair Labor Standards Act of 1938, as amended; 
(f) Equal Pay Act of 1963, P.L. 88-38; and 
(g) All applicable regulations implementing the above laws. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.6.1 The Vendor agrees not to hire or use in any capacity including as a volunteer any person that the 
Vendor receives notice from the City is ineligible to participate as an employee, volunteer or any 
other capacity in connection with the delivery of services under this Agreement. 

5.7 The Vendor certifies that it will provide a drug-free workplace in compliance with the Drug-Free Workplace 
Act of 1988 and the Drug-Free Workplace Rules established by the Texas Worker's Compensation Commission 
effective April 17, 1991. Failure to comply with the above referenced law and regulations could subject the 
Vendor to suspension of payments, tennination of Agreement, and debarment and suspension actions. 

5.8 Vendor certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment, 
declared ineligible or voluntarily excluded from participation in any state or federal program. 

5.9 It is expressly understood and agreed by the City and Vendor that the City's obligations under this Agreement 
are contingent upon the actual receipt of adequate grant funds to meet City's liabilities hereunder. In the event 
that any disagreement or dispute should arise between the parties hereto pertaining to the interpretation or 
meaning of any part of this Agreement or its governing rules, regulations, laws, codes or ordinances, City, as 
the party ultimately responsible for all matters of compliance with Alamo Area Council of Governments and/or 
Citv o(San Antonio rules and regulations, shall have the final authority to render or secure an interpretation. 

5.10 Vendor agrees to comply with the following Small, Minority or Woman-owned Business Advocacy Policies: 

(a) Vendor is hereby advised that it is the policy of the City of San Antonio that Small, Minority or Woman­
owned Business Enterprises shall have the maximum practical opportunity to participate in the perfonnance 
of public contracts. Vendor agrees to submit in writing to the City no later than six (6) months from the 
date of execution of this contract its policies regarding small, minority, or women-owned business policy 
regarding procurement, construction and professional service contracts. Vendor also agrees that Vendor 
will not discriminate against any individual or group on account of race, color, sex, age, religion, national 
origin or disability and will not engage in employment practices which have the effect of discriminating 
against employees or prospective employees because of race, color, religion, national origin, sex, age or 
disability. Vendor further agrees that Vendor will abide by all applicable terms and provisions of City ' s 
Non-Discrimination Policy, City's Small Business Economic Development Advocacy Policy and City's 
Equal Opportunity Affirmative Action Policy, these policies being available in City's Depmtment of 
Economic Development, and the City Clerk's Office. 

(b) The Vendor agrees to submit to the City a List of Subcontractors/Suppliers Form (the "List") for contracts 
between $25,000 to $200,000 or for contracts over $200,000, a Good Faith Eff01t Plan ("GFEP"), either of 
which indicates Vendor's utilization of Small, Minority and Woman-owned Business. If City approves the 
List or GFEP, and the City subsequently finds material deficiencies in any aspect of the List or GFEP, 
Vendor will be required to submit a written report to City ' s Department of Economic Development, 
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including a Supplemental List or Good Faith Effort Plan indicating efforts to resolve any deficiencies. A 
denied Supplemental List or Good Faith Effort Plan, by the City's Department of Economic Development, 
will constitute failure to satisfactorily resolve any deficiencies by the Vendor. Failure to obtain an 
approved List or Supplemental Good Faith Effort Plan, within ninety (90) days of initial denial shall 
constitute a default and result in $1,000.00 per day as liquidated damages for the default until all 
deficiencies are resolved. Failure to cure all deficiencies within another ninety (90) days of the date the 
amount of liquidated damages is initially assessed constitute a further (additional) condition of default by 
the Vendor and which can, at the option of the Director of the Managing City Department, result in 
forfeiture of the entirety of this Contract. 

(c) The Vendor shall submit to the City no later than six (6) months from the date of execution of this contract a 
report indicating the utilization of small, minority and women-owned businesses within its agency to the 
Managing City Department and the Department of Economic Development. 

5.11 Additionally, Vendor shall comply with the following: 

(a) Local Government Records Act of 1989 and the official record retention schedules found at 
http://www. tsl . state. tx. us/slm1/recordspubs/ gr.h tm 1 

(b) Government Code Chapter 552 pertaining to Texas Public Infonnation Act found at 
http: //www.capitol.state.tx.us/statutes/go/go0055200toc.html 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5. l 2The Vendor warrants that any and all taxes that the Vendor may be obligated for, including but not limited to, 
federal, state, and local taxes, fees, special assessments, federal and state payroll and income taxes, personal 
property, real estate, sales and franchise taxes, are current, and paid to the fullest extent liable as of the 
execution date of the Agreement. The Vendor shall comply with all applicable local, state, and federal laws 
including, but not limited to: 

(a) worker's compensation; 
(b) unemployment insurance; 
( c) timely deposits of payroll deductions; 
(d) filing of Information on Tax Return fonn 990 or 990T, Quarterly Tax Return Form 941, W-2's Fom1 1099 

on individuals who received compensation other than wages, such as car allowance, Forms I 099 and 1096 
for contract or consultant work, non-employee compensation, etc; 

(e) Occupational Safety and Health Act regulations; and 
(f) Employee Retirement Income Security Act of I 974, P.L. 93-406. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.13 Vendor agrees to comply with the Americans with Disabilities Act P.L. 101-336, enacted July 26, I 990, and all 
regulations thereunder. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control, and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such forn1 as may be 
required by the Department of Community Initiatives, the Vendor shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds, if applicable, such statements, records, 
data, and infom1ation and permit the City and the Grantor of the grant funds, if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of agreement; issuance of 
payments may be discontinued by the City and legal remedy for the loss taken by the City. 
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6.2 The Vendor shall submit to the Department of Community Initiatives such repo11s as may be required by 
AACOG and/or City. 

6.3 Vendor agrees to maintain in confidence all information pertaining to the Project or other inforniation and 
materials prepared for, provided by, or obtained from City including, without limitation, reports, inforniation, 
project evaluation, project designs. data, other related infomiation ( collectively, the "Confidential Information") 
and to use the Confidential lnforn1ation for the sole purpose of perfonning its obligations pursuant to this 
Agreement. Vendor shall protect the Confidential Information and shall take all reasonable steps to prevent the 
unauthorized disclosure, dissemination, or publication of the Confidential lnforniation. If disclosure is required 
(i) by law or (ii) by order of a governmental agency or court of competent jurisdiction, Vendor shall give the 
Director of the Department of Community Initiatives prior written notice that such disclosure is required with a 
full and complete description regarding such requirement. Vendor shall establish specific procedures designed 
to meet the obligations of this Article VI, Section 6.3, including, but not limited to execution of confidential 
disclosure agreements, regarding the Confidential Infom1ation with Vendor's employees and subcontractors 
prior to any disclosure of the Confidential Jnforn1ation. This Article VI, Section 6.3 shall not be construed to 
limit the City's or its authorized representatives' right of access to records or other inforniation, confidential or 
otherwise, under this Agreement. Upon termination of this Agreement, Vendor shall return to City all copies of 
materials related to the Project/Projects, including the Confidential Jnfomiation. 

6.4 The Public Infomiation Act, Government Code Section 552.021, requires the City to make public inforniation 
available to the public. Under Government Code Section 552.002(a), public information means infonnation that 
is collected, assembled or maintained under a law or ordinance or in connection with the transaction of official 
business: 1) by a governmental body; or 2) for a governmental body and the governmental body owns the 
infonnation or has a right of access to it. Therefore, if Vendor receives inquiries regarding documents within its 
possession pursuant to this Agreement, Vendor shall within twenty-four (24) hours of receiving the requests 
forward such requests to City for disposition. If the requested infomiation is confidential pursuant to state or 
federal law, the Vendor shall submit to City the list of specific statutory authority mandating confidentiality no 
later than three (3) business days of Vendor's receipt of such request. 

6.5 In accordance with Texas law, Vendor acknowledges and agrees that all local government records as defined in 
Chapter 201, Section 201.003 (8) of the Texas Local Government Code created or received in the transaction of 
official business or the creation or maintenance of which were paid for with public funds are declared to be 
public property and subject to the provisions of Chapter 20 I of the Texas Local Government Code and 
Subchapter J, Chapter 441 of the Texas Government Code. Thus, Vendor agrees that no such local government 
records produced by or on the behalf of Vendor pursuant to this Agreement shall be the subject of any copyright 
or proprietary claim by Vendor. 

6 .6 Vendor acknowledges and agrees that all local government records, as described herein. produced in the course 
of the work required by this Agreement, shall belong to and be the property of City and shall be made available 
to the City at any time. Vendor further agrees to tum over to City all such records upon termination of this 
Agreement. Vendor agrees that it shall not, under any circumstances, release any records created during the 
course of performance of the Agreement to any entity without the written permission of the Director of the 
Department of Community Initiatives, unless required to do so by a court of competent jurisdiction. The 
Department of Community Initiatives shall be notified of such request as set forth in Article XIV, Section 14.1 
of this Agreement. 

6.7 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Vendor agrees to submit to such monitoring and evaluation. 

6.8 The Vendor shall give the City, AACOG, Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the state of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement term. Vendor shall include the substance of this provision in all subcontracts. 
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VII. Termination 

7.1 Tem1ination for Convenience - This Agreement may be tenninated in whole or in part when the City detennines 
that continuation of the Project would not produce beneficial results commensurate with the further expenditure 
of funds. Such tennination by City shall specify the date thereof, which date shall not be sooner than thirty (30) 
days following the date on which notice is sent. The Vendor shall also have the right to tenninate this 
Agreement and specify the date thereof, which date shall not be sooner than the end of thirty (30) days 
following the day on which notice is sent. The Vendor shall be entitled to receive just and equitable 
compensation for any work satisfactorily completed prior to such tennination date. The question of satisfactory 
completion of such work shall be detem1ined by the City alone, and its decision shall be final. It is further 
expressly understood and agreed by the parties that Vendor's perfomrnnce upon which final payment is 
conditioned shall include, but not be limited to, the Vendor's complete and satisfactory performance of its 
obligations for which final payment is sought. 

7.2 Tem1ination for Cause - Should the Vendor fail to fulfill , in a timely and proper manner, obligations under this 
Agreement to include performance standards established by the City, or if this Vendor should violate any of the 
covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tenninate this 
Agreement by sending written notice to the Vendor of such tem1ination and specify the effective date thereof 
(which date shall not be sooner than the end of ten ( I 0) days following the day on which such notice is sent) . 
The Vendor shall be entitled to receive just and equitable compensation for any work satisfactorily completed 
prior to such tem1ination date. The question of satisfactory completion of such work shall be determined by the 
City alone, and its decision shall be final. It is further expressly understood and agreed by the parties that 
Vendor's perfonnance upon which final payment is conditioned shall include, but not be limited to, the 
Vendor's complete and satisfactory perfomrnnce, of its obligations for which final payment is sought. 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG, Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of Vendor or its sub-contractor/sub-vendors supported under provision of this Agreement, the City 
may elect to tenninate this Agreement upon ten ( I 0) days written notice from the City to the Vendor. 

7.4 Notwithstanding the provisions set forth in sections 7. 1, 7.2 and 7.3 of this Agreement, the Vendor shall not be 
relieved of liability to the City for damages sustained by the City by virtue of any breach of this Agreement, and 
the City may withhold funds otherwise due as damages. 

7.5 In the event of tem1ination, final billings for units of services delivered pursuant to the Agreement will be 
submitted by the Vendor to the City of San Antonio within ten (10) calendar days from the date of termination. 
Vendor understands that no units of services delivered after the tem1ination date will be reimbursed. 

7.6 Vendor agrees and understands that City has projected costs for this Agreement and that City expects to pay all 
obligations of this Agreement from projected revenue sources, including AACOG grant agreement funds, but if 
the parties execute an agreement covering a multi-year period, then all obligations of City are subject to annual 
appropriation by the City Council in future years after the first year of the Agreement. Accordingly, if City 
shall fail to appropriate sums to pay any of City's obligations under the ten11S of this Agreement, which results 
in the unavailability of funds , City may terminate this Agreement and neither Vendor nor City shall have any 
further obligations hereunder. Lack of funding is not and shall not be considered a breach of this Agreement. 

7.7 In the event that this Agreement is tenninated, as provided above, the City or AACOG may require the Vendor 
to transfer title and deliver to the City or AACOG or to another authorized vendor, any property acquired by 
federal or state funds or assigned to the Vendor by the AACOG for the purpose of this Agreement. 

VIII. Insurance 

8.1 Vendor agrees to comply with the following insurance provisions: 

(a) Vendor shall be responsible for insuring its employees and sub-recipients for Worker's Compensation or 
Alternative Plan. In no event will the City be required to maintain any insurance coverage for Vendor. If a 
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Worker's Compensation Policy is maintained. a copy of their insurance certificate shall be provided to City 
of San Antonio, Dept. of Community Initiatives. 

(b) Vendor shall be responsible for insuring its own Property, Equipment. Autos and Legal Liability. In no 
event will the City be required to maintain any insurance coverage for Vendor. In the event that Property, 
Autos, and Legal Liability (Commercial General Liability) policies are maintained, a copy of their 
insurance certificate and additional insured endorsement shall be provided to City of San Antonio, Dept. of 
Community Initiatives. 

IX. Indemnity 

9.1 VENDOR AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Vendor covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City and the 
elected officials, employees, officers, directors, volunteers, and representatives of the City, 
individually or collectively, from and against any and all costs, claims, liens, damages, losses, 
expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, liability and suits of 
any kind and nature, including but not limited to, personal or bodily injury, death and property 
damage, made upon the City and the elected officials, employees, officers, directors, volunteers, and 
representatives of the City, individually or collectively, directly or indirectly arising out of, resulting 
from or related to Vendor's activities under this Agreement, including any acts or omissions of 
VENDOR, any agent, officer, director, representative, employee, consultant or sub-contractor/sub­
vendor of Vendor, and their respective officers, agents, employees, directors and representatives 
while in the exercise of performance of the rights or duties under this Agreement, all without 
however, waiving any governmental immunity available to the CITY under Texas Law and without 
waiving any defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND 
AGREED THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENALTIES, ACTIONS, DEMANDS, 
CAUSES OF ACTION, LIABILITY Al\D/OR SUITS ARISE IN ANY PART FROM THE 
NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, OFFICERS, 
DIREECTORS AND REPRESENTATIVES OF CITY, UNDER THIS AGREEMENT. The 
provisions of this INDEMNITY are solely for the benefit of the parties hereto and not intended to 
create or grant any rights, contractual or otherwise, to any other person or entity. Vendor shall 
promptly advise the City in writing of any claim or demand against the CITY or VENDOR known to 
Vendor related to or arising out of Vendor's activities under this AGREEMENT and shall see to the 
investigation of and defense of such claim or demand at Vendor's cost. The City shall have the right, 
at its option and at its own expense, to participate in such defense without relieving Vendor of any of 
its obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the 11\'DEMNITY provided for in 
this Section, is an INDEMNITY extended by Vendor to INDEMNIFY, PROTECT and HOLD 
HARMLESS, the City from the consequences of the CITY's OWN NEGLIGENCE, provided 
however, that the INDEMNITY provided for in this section SHALL APPLY only when the 
NEGLIGENT ACT of the City is a CONTRIBUTORY CAUSE of the resultant injury, death, or 
damage, and shall have no application when the negligent act of the City is the sole cause of the 
resultant injury, death, or damage. VENDOR further AGREES TO DEFEND, AT ITS OWN 
EXPENSE, and ON BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or 
litigation brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Legal Requirements 

I 0.1 The Vendor warrants that no person or selling agency or other organization has been employed or retained to 
solicit or secure this Agreement upon an agreement or understanding for a commission, percentage, brokerage, 
or contingent fee. For breach or violation of this warrant, the City shall have the right to tenninate this 
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Agreement without liability or, at its discretion. to deduct from the Agreement or otherwise recover the full 
amount of such commission, percentage, brokerage, or contingent fee, or to seek such other remedies as legally 
may be available. 

I 0.2 No elected official , director, officer, agent or employ~e of City or Vendor shall be charged personally or held 
contractually liable by or to City or Vendor under any tenn or provision of this Agreement, or because of any 
breach thereof, or because of execution, approval, or attempted execution of this Agreement. 

XI. Amendments 

11.1 Except when the terms of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the tem1s hereof shall be by amendment in writing executed by both City and Vendor and evidenced by 
passage of a subsequent City ordinance, as to City's approval. 

XII. Subcontracting and Assignment 

12.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

XIII. Independent Contractor 

13.1 In performance of obligations under this Agreement, the Vendor shall act as an independent contractor and not 
as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Vendor shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to City employees. 

XIV. Communication 

14.1 For purposes of this Agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail, postage prepaid, to the addresses set forth 
below: 

CJTY 
Director 
Department of Community Initiatives 
Senior Services Division 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

Vendor 
Bethel United Methodist Church 
227 S. Acme Rd 
San Antonio, Texas 78237 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. 

XV. Venue 

15. 1 Vendor and City agree that this Agreement shall be governed by and construed in accordance with the laws of 
the state of Texas. Any action or proceeding brought to enforce the ten11S of this Agreement or adjudicate any 
dispute arising out of this Agreement shall be bought in a court of competent jurisdiction in San Antonio, Bexar 
County, Texas. 
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XVI. Gender 

16.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural, unless the context otherwise requires. 

XVll. Licensing/Training 

17.1 Vendor warrants and cenifies that Vendor and any other person designated to provide services hereunder has 
the requisite training, license and/or certification to provide said services, and meets all competence standards 
promulgated by all other authoritative bodies, as applicable to the services provided herein. 

l 7.2Vendor shall ensure that the Center Manager is Food Manager Cenified, as required under state and local law, 
within 90 days of hire, and that staff maintain certification. 

17 .3 The Vendor shall furnish all necessary personnel with professional classification, qualifications, skill and 
expertise required to perfom1 the services to be rendered and the responsibilities accepted pursuant to the 
activities conducted under this Agreement. The Vendor shall be responsible for completion of the services to be 
rendered in accordance with published service standards. The Vendor will provide all necessary supervision and 
coordination of activities that may be required to complete the services and fulfill all contractual obligations. 

XVIII. Obligations 

18.1 The Project Office staff will provide monitoring, technical assistance, training, planning and evaluation with the 
Vendor and center personnel for the services specified in this Agreement as required by the Texas Department 
on Aging and Disability Services (DADS) guidelines and the Project Office. 

I 8.2The Project Office staff will determine eligibility of all recipients and will ensure that at least 50% of the total 
individuals served in the Project will be persons with incomes at or below the poverty level threshold 
established by the Bureau of the Census, and that at least 50% of the total persons served will be in greatest 
social need. Vendor will refer all individuals requesting services to the Project Office for eligibility 
determination. 

XIX. Authority to Contract 

19 .1 The signer of this Agreement for City and Vendor each represents, warrants, assures and guarantees that he has 
full legal authority to execute this Agreement on behalf of City and Vendor respectively, and to bind City and 
Vendor to all of the tem1s, conditions, provisions and obligations herein contained. 

XX. Emergency Management 

20.1 In the event of a disaster, whether man-made, natural, or of a civil defense nature, the Vendor will provide 
and/or coordinate appropriate resources to federal , state, or local disaster relief and may provide equipment and 
resources for the following activities: temporary shelter; nutrition services; food preparation; transportation; and 
volunteers. 

XXI. Entire Agreement 

21.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the ten11S and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

2 l .21f any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal, state or local laws, including but not limited to the City Chaner, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
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XXII. Acceptance of Agreement 

22.1 [ the undersigned, certify that I have read and understand the terms of this Agreement and that this 
entity will abide by them. [ further certify that I am authorized to sign for tlus Contractmg entn:-. 

In wi~ess of which this Agreement has been executed effective the ;l_gi'h day of J Mu.tln,,t 
~J ~ - - ✓ 

CITY OF SAN A?'ITONIO: 

APPROVED AS TO FORM: 

l() 

CONTRACTOR: 

c/t,ima,~½~ 
Authorized Signature 

Bethel Neighborhood Cou11ci// Villa , 11/egre 
(Name of Colltractor) 

227 S. Acme Rd. 
(Street At/fires!>) 

Sa11 A11tonio, TX 7823 7 

(City, State, Zip Code) 
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STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

VENDOR AGREEMENT 

Contract #J/.l:,{)i)O/)f,t,3 5 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City"), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1104, passed and approved on October 18, 2007 and Ella Austin Community Center 
(hereinafter referred to as "Vendor''). 

WITNESS ETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS, the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Vendor to carry out the Project at Ella Austin Community Family Center, 
a nutrition center site (the "Center"); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

l. l The Vendor shall provide, oversee, administer, and carry out all activities and services in a manner satisfactory 
to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV of this 
Agreement at the Center. 

1.2 In consideration, the City shall reimburse Vendor on a fixed unit rate basis for meals served as described in 
Article IV of this Agreement at the fixed unit rate price of $1.72 for Congregate Site Management and $1.38 for 
Homebound Site Management. These fixed unit rates are the gross receipt amounts . 

1.3 The Vendor acknowledges that the City's obligation hereunder for payment in consideration of full and 
satisfactory performance of activities described in this Agreement is limited to monies allocated from the 
General Fund and received from AACOG program income, and any other originating funding source. 

1.4 Payment and financial transactions shall be as follows : 

(a) Reimbursement to the Vendor on a fixed unit rate price by the City's Department of Community Initiatives 
shall be made monthly upon receipt of billing from the Vendor. Vendor shall comply with the Project 
Roster Due Date schedule which is attached hereto and incorporated herein for all purposes as Attachment 
I; 

(b) The costs of goods purchased through the City of San Antonio's Central Purchasing (hereinafter referred to 
as "Central Purchasing") will be paid directly by the City and are included in the fixed unit rate for 
Congregate Site Management in Section 1.2 of this Agreement. The costs of goods purchased through 



Central Purchasing are not included in the fixed unit rate for Homebound Site Management in Section 1.2 
of this Agreement. 

1. The amount of nine cents ($0.09) per fixed unit , which is the estimated cost to the City of 
goods purchased through Central Purchasing per fixed unit, shall be withheld by the City 
from the reimbursements to Vendor for Congregate Site Management. 

11. If at the end of the fiscal year, the actual cost to the City of goods purchased through 
Central Purchasing is less than nine cents ($0.09) per fixed unit, then the City shall 
reimburse Vendor the amount that represents the difference between the amount withheld 
and the cost of the goods to the City. If at the end of the fiscal year, the actual cost to the 
City of goods purchased through Central Purchasing is greater than nine cents ($0 .09) per 
fixed unit , then the City shall deduct, from the final payment to Vendor, the amount that 
represents the difference between the cost to the City of the goods and the amount withheld 
during the year. 

(c) All requests for payment shall be accompanied by documentation as may be required by the City's 
Department of Community Initiatives. 

i. The Vendor shall be reimbursed only for those meals served pursuant to this Agreement. 

(d) Vendor shall maintain an accounting system based on generally acceptable accounting principles which 
accurately reflects all costs chargeable (paid and unpaid) to the Project. Vendor shall maintain a Receipts 
and Disbursements Ledger. Vendor shall maintain a general ledger with an Income and Expense Account 
for each budgeted line item, and shall file paid invoices revealing check number, date paid and evidence of 
goods or services received according to the expense account to which they were charged. 

(e) The City shall not be obligated to any third parties including any sub-contractor/sub-vendors of the Vendor. 

(t) Notwithstanding any other remedy contained herein, or provided by law, the City may delay, suspend, 
limit, or cancel rights or privileges herein given the Vendor for failure to comply with the letter or spirit of 
this Agreement. Specifically, the City may withhold reimbursements in cases where it determines that the 
Vendor is not in compliance with this Agreement or has not obtained satisfactory accomplishment of 
projected program goals. All program income collected by Vendor during the grant period shall be 
forwarded to the City of San Antonio monthly in conjunction with the roster due dates as specified in 
Attachment 1, and as stated in paragraph 1.4. herein . The Vendor shall comply with the provisions of the 
Department of Community Initiatives (DCI) Depa11ment Directive 35 entitled, CASH HANDLING 
PROCEDURES, DA TED October 11, 2004 which is attached hereto and incorporated herein for all 
purposes as Attachment II. 

(g) The Vendor shall regularly administer its Project's accounting on an accrual basis which accurately reflects 
all costs incurred (paid and owed) by the Vendor and shall maintain separate accounting records on the 
Project and a separate bank checking account of Project funds . 

(h) Vendor costs or earnings under this Agreement may not be claimed under another agreement or grant. 

II. Recapture of Payments 

2.1 If the Vendor has failed to comply with the tenns of this Agreement, which governs the use of monies 
appropriated under this Agreement, or if the Vendor has received funds in excess of those actually earned, the 
City may take appropriate action including the recapture of payment and/or withholding of funds . 

III. Agreement Period 

3.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October I, 
2007 and shall terminate on September 30, 2008. 

2 



I\'. Scope of Work/ Project Requirements 

4.1 The Vendor sh:ill prO\ide man::igement for the Project at the Center and at a minimum offer the following 
serTices: transportation. outreach. escort. nutrition education. shopping assistance. recreation and physical 
fitness :ind a hot noon meal as prescribed in the Texas Administrative Code Title 40. Part I. Chapter 84. Rule 
84.5. Nutrition Sen·ice Requirements. which is attached hereto and incorporated herein for all purposes as 
Attachment Ill. and in the Comprehensi\'C Nutrition Project Operational and Procedural Manual (CNP Manual). 
as re, ised. which is attached hereto and incorporated herein for all purposes as Attachment IV and other 
ser\'ices that the Department o f Community Initiatives deems appropriate. 

-l. I. I Regarding outreach ser\'ices. the Vendor shall assist seniors with community social ser\'ice 
infomrntion and referrals as needed. These outreach services shall include form and application 
preparation assistance as may be required for other community services such as Food Bank 
applications. utility assistance. and rental assistance. Additionally , the Vendor shall supervise and 
direct chauffeur sen·ices as needed in support of senior transportation. 

-l . 1.2 Vendor shall ensure that nutrition education classes are conducted a minimum of two times per 
calendar month for I 5 minutes per class. 

-l.1.3 The Vendor shall be responsible for safety and security at the Center during hours of operation in 
support of the Project. This shall include ensuring ADA compliance for individuals needing 
additional mobility assistance. and providing for supervision of Center custodians to ensure that 
the Center is clean and hazard free . 

4.1.4 The Vendor shall coordinate monthly workshops to disseminate information regarding issues 
gemrnne to senior health. nutrition. and well-being; as well as, local. state. and federal issues of 
the day affecting seniors. Workshops may include such topics as food preparation and storage. 
fraud and crime pre\'ention. elderly abuse, understanding current legislative initiatives. and health 
a,rnreness such as diabetes. stroke. heart attack. stress awareness. Coordination shall include 
ad,ance advertisement through announcements. bulletins, or flyers. Additionally, the Vendor 
shall provide staff support as needed for a successful workshop. including handing out 
presentation materials and ensuring an interpreter is on hand to accommodate Spanish and English 
speaking congregates. 

4.1 .5 The Vendor shall encourage the formation and continuity of a Center Senior Advisory Council to 
solicit input and feedback from congregates on sen'ices provided or desired at the Center. 

4.1.6 The Vendor shall coordinate with its respective Project Office supervisor for consultation and 
technical assistance as needed in support of this Agreement. 

4.2 Vendor shall attend planning. training and instructional sessions conducted or called by the Project Office, as 
may be scheduled. 

-l.2.1 The Vendor shall provide in-service· training to all personnel relative to the performance of this 
Agreement. The Vendor shall secure appropriate training and certification for all personnel 
delegated duties which require such specialized in-service training and/or certification. 

4.3 With regard to the ser\'ing of meals: 

4.3.1 The Vendor agrees to provide a projected total of 20,174 Congregate Meals and a projected total 
of 4. 716 Homebound Meals per year. 

4.3.2 Serving: The serving of meals will conform to health standards prescribed by the San Antonio 
Metropolitan Health District (SAMHD). 

(a) The Vendor shall ensure that the meals are served within the prescribed time frames daily. 
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(b) The serving shall be in accordance with sanitary requirements as stipulated by the SAMHD 
and as specified by the approved Project menu. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Vendor shall insure that proper portion controls are established and used. City shall 
perfom1 periodic inspections to insure compliance by the Vendor with health codes, menu, 
and portion control. 

4.3 .3 The Vendor shall be operational for a minimum of four (4) hours, from 10:00 a.m. to 2:00 p.m. , 
five (5) days per week, Monday through Friday (including holidays) , 52 weeks a year. Deviation 
from this schedule may be permitted by the Project Office with the understanding that meals will 
be served to the participants as per Part IV of this Agreement, and no less than 250 days during the 
Project year. Changes to accommodate special cultural and religious days will be made ten (J 0) 
operational days in advance. lost operational days will be scheduled for make-up within the 
succeeding seven (7) days . To ensure meals are served to participants no less than 250 days 
during each agreement year, Vendor shall close the Center no more than once per quarter, 
excluding City holidays. 

4.3.4 The Vendor shall ensure that someone certified by the American Red Cross in Standard First Aid 
is available in the Center during operational hours. 

4.3.5 Vendor shall utilize the City 's established ' 'Meal Reservation System." Under this system, all 
Vendors shall notify the Project Office by Friday at 2:00 PM, of the number of meals to be served 
at their site the following week. 

4.3.6 The Vendor shall ensure that a meal fee , to recover the full cost of the meal , is collected from all 
persons who are not eligible for services. Meals may be provided to guests and others who are not 
eligible if the provision of this meal does not deprive an eligible person of a meal. The Vendor 
shall provide a voluntary opportunity for eligible participants to contribute to the cost of services 
while protecting the individual's privacy. The Vendor shall safeguard and account for such 
contributions as program income in accordance with the CNP Manual in Attachment IV. 

4.3.7 The Vendor shall allow the City to post a sign at Vendor's Center, which identifies the full cost of 
the services, the suggested eligible pa1ticipant contribution, and a statement that services shall not 
be denied because the eligible participant cannot or will not contribute. 

4 .3.8 In accordance with City Code Chapter 13, Food and Food Handlers, A11icle XIII, Certification of 
Supervisory Personnel of Food Products Establishment and applicable state standards, as 
amended, Vendors shall ensure that food handlers are properly trained and certifed. 

4.3.9 Vendor shall ensure that all foods are maintained and transported to homes/sites at adequate 
temperatures at all times. Hot and cold foods shall be maintained at safe temperatures throughout 
transport. Food items shall be maintained at the temperatures identified below: 

• Hot Foods: 140 degrees Fahrenheit or higher 
• Cold Foods: 41 degrees Fahrenheit or lower 

4.3 .10 Vendor shall ensure that the holding time for hot foods shall not exceed four (4) hours from the 
time when the food is taken from the equipment in which cooking or reheating is completed until 
it is served. The Meal Preparation Vendor shall clearly label on each container the time when the 
food was taken from the equipment in which cooking or reheating is completed. 
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4.4 Vendor agrees to transport the seniors in the Project to and from the Center during the hours set forth in 4.3.3 of 
this Agreement and shall transport the seniors in the Project to special events and to scheduled Project Council 
meetings. Additionally. the Vendor shall: 

4.4.1 Ascertain that the operator of the vehicle is properly licensed to operate the vehicle described in 
this Agreement; that the vehicle is clean and maintained at all times in excellent mechanical 
condition; and that the operator presents a good appearance, observes nomrnl courtesies and 
rigidly adheres to safe driving and operational practices. 

4.4.2 Assure that the operator of the vehicle carry and have on hand at all times emergency equipment 
(fire extinguisher and first aid kit). This emergency equipment must be maintained in good, 
operable, and usable condition at all times. 

4.4 .3 Assure that the operator of the vehicle maintains a list of participants for pick-up and a copy of the 
list is filed monthly with the Project Office. 

4.4.4 Assure that transportation is provided for participants to shopping centers for purchases of goods a 
minimum of once each week or at least four (4) trips each month. (Rural centers are required to 
provide transportation a minimum of twice monthly). 

4.4.5 Honor special transportation requests from disabled participants who require special assistance. 

4.4 .6 Assure that drivers obtain and maintain a valid Defensive Driving Certificate within sixty (60) 
days after employment and renewal of such certificate every three (3) years. 

V. Applicable Laws and Regulations 

5.1 Vendor shall comply with all applicable laws, rules, regulations and codes of the United States and the state of 
Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and County of 
Bexar in its perfom1ance of all of the work under this Agreement. 

5.2 The Vendor understands that certain funds provided to it pursuant to this Agreement are funds which have been 
made available by the City and that it will, therefore, comply with all rules, regulations, policies, and procedures 
applicable to these funds as directed by the City. This section shall also incorporate and the Vendor agrees to 
abide by any and all future amendments or additions to such rules and regulations as they may be promulgated . 

5.3 The Vendor agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging and Disabilities 
(DADS), the Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S. 
Department of Agriculture. 

5.4 The Vendor shall adhere to AACOG policies and procedures, as they now exist or as they may subsequently be 
adopted, in all respects. A copy of said policies and procedures are attached hereto and incorporated herein as 
Attachment V. Vendor shall also adhere to Texas Administrative Code Title 40, Part I, Chapter 84, Rule 84.5, 
Nutrition Service Requirements, previously identified as Attachment III. 

5.5 The Vendor providing services under this Agreement shall operate fully in conformance with all federal, state 
and local fire , health, safety, sanitation, and other standards prescribed in law or regulations. Such requirement 
shall also be passed to all sub-contractor/sub-vendors and subgrantees in the fulfillment of this Agreement. The 
Vendor assures that where the state or local jurisdictions require licensure for the provision of services, agencies 
providing such services shall be licensed. 

5.6 Vendor shall not engage in employment practices which have the effect of discriminating against any employee 
or applicant for employment, and, will take affirmative steps to ensure that applicants are employed and 
employees are treated during employment without regard to their race, color, religion, national origin, sex, age, 
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handicap, or political belief or affiliation. Additionally, Vendor agrees to abide by all applicable provisions of 
San Antonio City Code Section 2-8, as amended. Also, Vendor certifies that it will comply fully with the 
following nondiscrimination, minimum wage and equal opportunity provisions, including but not limited to: 

(a) Title VII of the Civil Rights Act of 1964, as amended; 
(b) Section 504 of the Rehabilitation Act of 1973, as amended; 
(c) The Age Discrimination Act of 1975, as amended; 
(d) Title IX of the Education Amendments of 1972, as amended; (Title 20 USC sections 1681-1688) 
(e) Fair Labor Standards Act of 1938, as amended; 
(f) Equal Pay Act of 1963, P.L. 88-38; and 
(g) All applicable regulations implementing the above laws. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.6.1 The Vendor agrees not to hire or use in any capacity including as a volunteer any person that the 
Vendor receives notice from the City is ineligible to participate as an employee, volunteer or any 
other capacity in connection with the delivery of services under this Agreement. 

5.7 The Vendor certifies that it will provide a drug-free workplace in compliance with the Drug-Free Workplace 
Act of 1988 and the Drug-Free Workplace Rules established by the Texas Worker' s Compensation Commission 
effective April 17, 1991. Failure to comply with the above referenced law and regulations could subject the 
Vendor to suspension of payments, tem1ination of Agreement, and debam1ent and suspension actions. 

5.8 Vendor certifies that neither it nor its principals are presently debarred, suspended, proposed for debam1ent, 
declared ineligible or voluntarily excluded from participation in any state or federal program. 

5.9 It is expressly understood and agreed by the City and Vendor that the City ' s obligations under this Agreement 
are contingent upon the actual receipt of adequate grant funds to meet City's liabilities hereunder. In the event 
that any disagreement or dispute should arise between the parties hereto pertaining to the interpretation or 
meaning of any part of this Agreement or its governing rules, regulations, laws, codes or ordinances. City, as 
the party ultimately responsible for all matters of compliance with Alamo Area Council of Governments and/or 
Citv o(San Antonio mies and regulations, shall have the final authority to render or secure an interpretation . 

5.10 Vendor agrees to comply with the following Small , Minority or Woman-owned Business Advocacy Policies: 

(a) Vendor is hereby advised that it is the policy of the City of San Antonio that Small, Minority or Woman­
owned Business Enterprises shall have the maximum practical opportunity to participate in the perfomrnnce 
of public contracts. Vendor agrees to submit in writing to the City no later than six (6) months from the 
date of execution of this contract its policies regarding small , minority, or women-owned business policy 
regarding procurement, construction and professional service contracts. Vendor also agrees that Vendor 
will not discriminate against any individual or group on account of race, color, sex, age, religion, national 
origin or disability and will not engage in employment practices which have the effect of discriminating 
against employees or prospective employees because of race, color, religion, national origin, sex, age or 
disability. Vendor further agrees that Vendor will abide by all applicable terms and provisions of City's 
Non-Discrimination Policy, City's Small Business Economic Development Advocacy Policy and City's 
Equal Opportunity Affirmative Action Policy, these policies being available in City's Department of 
Economic Development, and the City Clerk's Office. 

(b) The Vendor agrees to submit to the City a List of Subcontractors/Suppliers Fom1 (the "List") for contracts 
between $25 ,000 to $200,000 or for contracts over $200,000, a Good Faith Effort Plan ("GFEP"), either of 
which indicates Vendor' s utilization of Small , Minority and Woman-owned Business. If City approves the 
List or GFEP, and the City subsequently finds material deficiencies in any aspect of the List or GFEP, 
Vendor will be required to submit a written report to City's Department of Economic Development, 
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including a Supplemental List or Good Faith Effort Plan indicating efforts to resolve any deficiencies. A 
denied Supplemental List or Good Faith Effort Plan, by the City's Department of Economic Development, 
will constitute failure to satisfactorily resolve any deficiencies by the Vendor. Failure to obtain an 
approved List or Supplemental Good Faith Effort Plan, within ninety (90) days of initial denial shall 
constitute a default and result in $1 ,000.00 per day as liquidated damages for the default until all 
deficiencies are resolved. Failure to cure all deficiencies within another ninety (90) days of the date the 
amount of liquidated damages is initially assessed constitute a further (additional) condition of default by 
the Vendor and which can, at the option of the Director of the Managing City Department, result in 
forfeiture of the entirety of this Contract. 

(c) The Vendor shall submit to the City no later than six (6) months from the date of execution of this contract a 
report indicating the utilization of small, minority and women-owned businesses within its agency to the 
Managing City Department and the Department of Economic Development. 

5.11 Additionally, Vendor shall comply with the following: 

(a) Local Government Records Act of 1989 and the official record retention schedules found at 
http://www. ts! .state. Ix. us/slnn/recordspubs/ gr. htm I 

(b) Government Code Chapter 552 pertaining to Texas Public Information Act found at 
http://www.capitol.state.tx.us/statutes/go/go0055200toc.html 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.12The Vendor waJTants that any and all taxes that the Vendor may be obligated for, including but not limited to, 
federal, state, and local taxes, fees , special assessments, federal and state payroll and income taxes, personal 
property, real estate, sales and franchise taxes, are cuJTent, and paid to the fullest extent liable as of the 
execution date of the Agreement. The Vendor shall comply with all applicable local, state, and federal laws 
including, but not limited to: 

(a) worker's compensation; 
(b) unemployment insurance; 
(c) timely deposits of payroll deductions; 
(d) filing of Information on Tax Return form 990 or 990T, Quarterly Tax Return Form 941 , W-2 's Fonn 1099 

on individuals who received compensation other than wages, such as car allowance, Forms I 099 and I 096 
for contract or consultant work, non-employee compensation, etc; 

(e) Occupational Safety and Health Act regulations; and 
(f) Employee Retirement Income Security Act of 1974, P.L. 93-406. 

Vendor agrees to abide by any and all futu re amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.13Vendor agrees to comply with the Americans with Disabilities Act P.L. 101-336, enacted July 26, 1990, and all 
regulations thereunder. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control , and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such forn1 as may be 
required by the Department of Community Initiatives, the Vendor shall furnish to the Department of 
Community Initiatives and AACOG , the Grantor of the grant funds, if applicable, such statements, records, 
data, and info1mation and pern1it the City and the Gran tor of the grant funds, if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of agreement; issuance of 
payments may be discontinued by the City and legal remedy for the loss taken by the City. 
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6.2 The Vendor shall submit to the Depa11ment of Community Initiatives such reports as may be required by 
AACOG and/or City. 

6.3 Vendor agrees to maintain in confidence all infomrntion pertaining to the Project or other information and 
materials prepared for, provided by, or obtained from City including, without limitation, rep011s, infomrntion, 
project evaluation, project designs, data, other related information (collectively, the "Confidential Information") 
and to use the Confidential Infom1ation for the sole purpose of performing its obligations pursuant to this 
Agreement. Vendor shall protect the Confidential Infom1ation and shall take all reasonable steps to prevent the 
unauthorized disclosure, dissemination, or publication of the Confidential Information. If disclosure is required 
(i) by law or (ii) by order of a governmental agency or court of competent jurisdiction, Vendor shall give the 
Director of the Department of Community Initiatives prior written notice that such disclosure is required with a 
full and complete description regarding such requirement. Vendor shall establish specific procedures designed 
to meet the obligations of this Article VI, Section 6.3, including, but not limited to execution of confidential 
disclosure agreements, regarding the Confidential Information with Vendor's employees and subcontractors 
prior to any disclosure of the Confidential Information. This Article VI, Section 6.3 shall not be construed to 
limit the City's or its authorized representatives' right of access to records or other infomrntion, confidential or 
otherwise, under this Agreement. Upon tennination of this Agreement, Vendor shall return to City all copies of 
materials related to the Project/Projects, including the Confidential Infomrntion. 

6.4 The Public Information Act, Government Code Section 552.021, requires the City to make public infom1ation 
available to the public. Under Government Code Section 552.002(a), public information means information that 
is collected, assembled or maintained under a law or ordinance or in connection with the transaction of official 
business: 1) by a governmental body; or 2) for a governmental body and the governmental body owns the 
infonnation or has a right of access to it. Therefore, if Vendor receives inquiries regarding documents within its 
possession pursuant to this Agreement, Vendor shall within twenty-four (24) hours of receiving the requests 
forward such requests to City for disposition. If the requested information is confidential pursuant to state or 
federal law, the Vendor shall submit to City the list of specific statutory authority mandating confidentiality no 
later than three (3) business days of Vendor's receipt of such request. 

6.5 In accordance with Texas law, Vendor acknowledges and agrees that all local government records as defined in 
Chapter 201 , Section 201.003 (8) of the Texas Local Government Code created or received in the transaction of 
official business or the creation or maintenance of which were paid for with public funds are declared to be 
public property and subject to the provisions of Chapter 201 of the Texas Local Government Code and 
Subchapter J, Chapter 441 of the Texas Government Code. Thus, Vendor agrees that no such local government 
records produced by or on the behalf of Vendor pursuant to this Agreement shall be the subject of any copyright 
or proprietary claim by Vend or. 

6.6 Vendor acknowledges and agrees that all local government records, as described herein, produced in the course 
of the work required by this Agreement, shall belong to and be the property of City and shall be made available 
to the City at any time. Vendor further agrees to tum over to City all such records upon tennination of this 
Agreement. Vendor agrees that it shall not, under any circumstances, release any records created during the 
course of performance of the Agreement to any entity without the written pennission of the Director of the 
Department of Community Initiatives, unless required to do so by a court of competent jurisdiction. The 
Department of Community Initiatives shall be notified of such request as set forth in Article XIV, Section 14.1 
of this Agreement. 

6.7 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Vendor agrees to submit to such monitoring and evaluation. 

6.8 The Vendor shall give the City, AACOG , Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the state of Texas, through any authorized 
representative, access to and right to examine all facilities , equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement term. Vendor shall include the substance of this provision in all subcontracts. 
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VII. Termination 

7.1 Termination for Convenience - This Agreement may be tenninated in whole or in part when the City detennines 
that continuation of the Project would not produce beneficial results commensurate with the further expenditure 
of funds . Such tennination by City shall specify the date thereof, which date shall not be sooner than thirty (30) 
days following the date on which notice is sent. The Vendor shall also have the right to tenninate this 
Agreement and specify the date thereof, which date shall not be sooner than the end of thirty (30) days 
following the day on which notice is sent. The Vendor shall be entitled to receive just and equitable 
compensation for any work satisfactorily completed prior to such tem1ination date. The question of satisfactory 
completion of such work shall be determined by the City alone, and its decision shall be final. It is further 
expressly understood and agreed by the parties that Vendor's perfonnance upon which final payment is 
conditioned shall include, but not be limited to, the Vendor's complete and satisfactory perfom1ance of its 
obligations for which final payment is sought. 

7 .2 Tem1ination for Cause - Should the Vendor fail to fulfill , in a timely and proper manner, obligations under this 
Agreement to include perfom1ance standards established by the City, or if this Vendor should violate any of the 
covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tenninate this 
Agreement by sending written notice to the Vendor of such tennination and specify the effective date thereof 
(which date shall not be sooner than the end of ten ( I 0) days following the day on which such notice is sent) . 
The Vendor shall be entitled to receive just and equitable compensation for any work satisfactorily completed 
prior to such tennination date. The question of satisfactory completion of such work shall be detennined by the 
City alone, and its decision shall be final. It is further expressly understood and agreed by the parties that 
Vendor' s perfom1ance upon which final payment is conditioned shall include, but not be limited to , the 
Vendor's complete and satisfactory perfonnance, of its obligations for which final payment is sought. 

7 .3 Notwithstanding the provisions of Section 7 .2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG, Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of Vendor or its sub-contractor/sub-vendors supported under provision of this Agreement, the City 
may elect to terminate this Agreement upon ten (10) days written notice from the City to the Vendor. 

7.4 Notwithstanding the provisions set forth in sections 7.1, 7.2 and 7.3 of this Agreement, the Vendor shall not be 
relieved of liability to the City for damages sustained by the City by virtue of any breach of this Agreement, and 
the City may withhold funds otherwise due as damages. 

7.5 In the event of tem1ination, final billings for units of services delivered pursuant to the Agreement will be 
submitted by the Vendor to the City of San Antonio within ten ( I 0) calendar days from the date of termination. 
Vendor understands that no units of services delivered after the tem1ination date will be reimbursed. 

7 .6 Vendor agrees and understands that City has projected costs for this Agreement and that City expects to pay all 
obligations of this Agreement from projected revenue sources. including AACOG grant agreement funds, but if 
the parties execute an agreement covering a multi-year period, then all obligations of City are subject to annual 
appropriation by the City Council in future years after the first year of the Agreement. Accordingly, if City 
shall fail to appropriate sums to pay any of City's obligations under the tenns of this Agreement, which results 
in the unavailability of funds , City may tenninate this Agreement and neither Vendor nor City shall have any 
further obligations hereunder. Lack of funding is not and shall not be considered a breach of this Agreement. 

7. 7 In the event that this Agreement is tem1inated, as provided above, the City or AACOG may require the Vendor 
to transfer title and deliver to the City or AACOG or to another authorized vendor, any property acquired by 
federal or state funds or assigned to the Vendor by the AA COG for the purpose of this Agreement. 

VIII. Insurance 

8.1 Vendor agrees to comply with the following insurance provisions: 

(a) Vendor shall be responsible for insuring its employees and sub-recipients for Worker's Compensation or 
Alternative Plan. In no event will the City be required to maintain any insurance coverage for Vendor. If a 

9 



Worker's Compensation Policy is maintained, a copy of their insurance certificate shall be provided to City 
of San Antonio, Dept. of Community Initiatives. 

(b) Vendor shall be responsible for insuring its own Property, Equipment, Autos and Legal Liability. In no 
event will the City be required to maintain any insurance coverage for Vendor. In the event that Property, 
Autos, and Legal Liability (Commercial General Liability) policies are maintained, a copy of their 
insurance certificate and additional insured endorsement shall be provided to City of San Antonio, Dept. of 
Community Initiatives. 

IX. Indemnity 

9.1 VENDOR AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Vendor covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City and the 
elected officials, employees, officers, directors, volunteers, and representatives of the City, 
individually or collectively, from and against any and all costs, claims, liens, damages, losses, 
expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, liability and suits of 
any kind and nature, including but not limited to, personal or bodily injury, death and property 
damage, made upon the City and the elected officials, employees, officers, directors, volunteers, and 
representatives of the City, individually or collectively, directly or indirectly arising out of, resulting 
from or related to Vendor's activities under this Agreement, including any acts or omissions of 
VENDOR, any agent, officer, director, representative, employee, consultant or sub-contractor/sub­
vendor of Vendor, and their respective officers, agents, employees, directors and representatives 
while in the exercise of performance of the rights or duties under this Agreement, all without 
however, waiving any governmental immunity available to the CITY under Texas Law and without 
waiving any defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND 
AGREED THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, DEMANDS, 
CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART FROM THE 
NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, OFFICERS, 
DlREECTORS AND REPRESENTATIVES OF CITY, UNDER THIS AGREEMENT. The 
provisions of this INDEMNITY are solely for the benefit of the parties hereto and not intended to 
create or grant any rights, contractual or otherwise, to any other person or entity. Vendor shall 
promptly advise the City in writing of any claim or demand against the CITY or VENDOR known to 
Vendor related to or arising out of Vendor's activities under this AGREEMENT and shall see to the 
investigation of and defense of such claim or demand at Vendor's cost. The City shall have the right, 
at its option and at its own expense, to participate in such defense without relieving Vendor of any of 
its obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY provided for in 
this Section, is an INDEMNITY extended by Vendor to INDEMNIFY, PROTECT and HOLD 
HARMLESS, the City from the consequences of the CITY's OWN NEGLIGENCE, provided 
however, that the INDEMNITY provided for in this section SHALL APPLY only when the 
NEGLIGENT ACT of the City is a CONTRIBUTORY CAUSE of the resultant injury, death, or 
damage, and shall have no application when the negligent act of the City is the sole cause of the 
resultant injury, death, or damage. VENDOR further AGREES TO DEFEND, AT ITS OWN 
EXPENSE, and ON BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or 
litigation brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Legal Requirements 

10.1 The Vendor warrants that no person or selling agency or other organization has been employed or retained to 
solicit or secure this Agreement upon an agreement or understanding for a commission, percentage, brokerage, 
or contingent fee . For breach or violation of this warrant, the City shall have the right to terminate this 
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Agreement without liability or, at its discretion, to deduct from the Agreement or otherwise recover the full 
amount of such commission, percentage, brokerage, or contingent fee , or to seek such other remedies as legally 
may be available. 

I 0.2 No elected official , director, officer, agent or employee of City or Vendor shall be charged personally or held 
contractually liable by or to City or Vendor under any term or provision of this Agreement, or because of any 
breach thereof, or because of execution, approval , or attempted execution of this Agreement. 

XI. Amendments 

11.1 Except when the tenl1S of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the tern1s hereof shall be by amendment in writing executed by both City and Vendor and evidenced by 
passage of a subsequent City ordinance, as to City's approval. 

XII. Subcontracting and Assignment 

12.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

XIII. Independent Contractor 

13.1 In perforn1ance of obligations under this Agreement, the Vendor shall act as an independent contractor and not 
as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Vendor shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to City employees. 

XIV. Communication 

14.1 For purposes of this Agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed , regi stered or certified mail, postage prepaid, to the addresses set forth 
below: 

CITY 
Director 
Department of Community Initiatives 
Senior Services Division 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

Vendor 
Ella Austin Community Center 
1023 N Pine 
San Antonio, Texas 78202 

Notices of changes of address by either party must be made in writing delivered to the other party 's last known 
address within five (5) business days of the change. 

XV. Venue 

15.1 Vendor and City agree that this Agreement shall be governed by and construed in accordance with the laws of 
the state of Texas. Any action or proceeding brought to enforce the tenns of this Agreement or adjudicate any 
dispute arising out of this Agreement shall be bought in a court of competent jurisdiction in San Antonio , Bexar 
County, Texas. 
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XVI. Gender 

16.1 Words of any gender used in this Agreement shall be held and constmed to include any other gender, and words 
in the singular number shall be held to include the plural, unless the context otherwise requires. 

XVII. Licensing/Training 

17. l Vendor warrants and certifies that Vendor and any other person designated to provide services hereunder has 
the requisite training, license and/or certification to provide said services, and meets all competence standards 
promulgated by all other authoritative bodies, as applicable to the services provided herein. 

17.2Vendor shall ensure that the Center Manager is Food Manager Certified, as required under state and local law, 
within 90 days of hire , and that staff maintain certification. 

17 .3 The Vendor shall furnish all necessary personnel with professional classification, qualifications, skill and 
expertise required to perform the services to be rendered and the responsibilities accepted pursuant to the 
activities conducted under this Agreement. The Vendor shall be responsible for completion of the services to be 
rendered in accordance with published service standards. The Vendor will provide all necessary supervision and 
coordination of activities that may be required to complete the services and fulfill all contractual obligations. 

xvm. Obligations 

18. l The Project Office staff will provide monitoring, technical assistance, training, planning and evaluation with the 
Vendor and center personnel for the services specified in this Agreement as required by the Texas Department 
on Aging and Disability Services (DADS) guidelines and the Project Office. 

l 8.2The Project Office staff will detem1ine eligibility of all recipients and will ensure that at least 50% of the total 
individuals served in the Project will be persons with incomes at or below the poverty level threshold 
established by the Bureau of the Census, and that at least 50% of the total persons served will be in greatest 
social need. Vendor will refer all individuals requesting services to the Project Office for eligibility 
detennination. 

XIX. Authority to Contract 

19.1 The signer of this Agreement for City and Vendor each represents, warrants, assures and guarantees that he has 
full legal authority to execute this Agreement on behalf of City and Vendor respectively, and to bind City and 
Vendor to all of the terms, conditions, provisions and obligations herein contained. 

XX. Emergency Management 

20.1 In the event of a disaster, whether man-made, natural , or of a civil defense nature, the Vendor will provide 
and/or coordinate appropriate resources to federal , state , or local disaster relief and may provide equipment and 
resources for the following activities: temporary shelter; nutrition services; food preparation; transportation; and 
volunteers. 

XXI. Entire Agreement 

21.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the terms and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

2 I.2If any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal , state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
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the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in tem1s to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal, valid and enforceable. 

XXII. Acceptance of Agreement 

22.11 the undersigned, certify that I have read and understand the terms of this Agreement and that the entity for 
which I execute this Agreement will abide by them. I further certify that I am authorized to sign for this Vendor. 

In witness of which this Agreement has been executed effective the z~~ day ofJU/l~ , ?{t§. 

CITY OF SAN ANTONIO: 

Department of Community Initiatives 

APPROVED AS TO FORM: 

Asistant City Attorney 

ATTACHMENTS: 

Attachment I-Project Roster 
Attachment II-Cash Handling Procedures 
Attachment III- Nutrition Service Requirements 

CONTRACTOR: 

(Name of Contractor) 

1023 N. Pine 
(Street Address) 

San Antonio, TX 78202 
(City, State, Zip Code) 

Attachment IV- Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment V- AACOG Policies and Procedures 
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ST A TE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

VENDOR AGREEMENT 

Contract# J./l,l)O{){)l,/,8{P 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City"), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1104, passed and approved on October 18 , 2007 and Kenwood Community Center 
(hereinafter referred to as "Vendor"). 

WITNESSETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project (''the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS , the City ' s Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Vendor to carry out the Project at Kenwood Family Center, a nutrition 
center site (the "Center"); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

I. I The Vendor shall provide, oversee, administer, and carry out all activities and services in a manner satisfactory 
to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV of this 
Agreement at the Center. 

1.2 In consideration, the City shall reimburse Vendor on a fixed unit rate basis for meals served as described in 
Article IV of this Agreement at the fixed unit rate price of $1. 72 for Congregate Site Management and $1.38 for 
Homebound Site Management. These fixed unit rates are the gross receipt amounts. 

1.3 The Vendor acknowledges that the City's obligation hereunder for payment in consideration of full and 
satisfactory performance of activities described in this Agreement is limited to monies allocated from the 
General Fund and received from AACOG program income, and any other originating funding source. 

1.4 Payment and financial transactions shall be as follows: 

(a) Reimbursement to the Vendor on a fixed unit rate price by the City's Department of Community Initiatives 
shall be made monthly upon receipt of billing from the Vendor. Vendor shall comply with the Project 
Roster Due Date schedule which is attached hereto and incorporated herein for all purposes as Attachment 
I; 

(b) The costs of goods purchased through the City of San Antonio's Central Purchasing (hereinafter referred to 
as "Central Purchasing") will be paid directly by the City and are included in the fixed unit rate for 
Congregate Site Management in Section 1.2 of this Agreement. The costs of goods purchased through 



Central Purchasing are not included in the fixed unit rate for Homebound Site Management in Section 1.2 
of this Agreement. 

1. The amount of nine cents ($0.09) per fixed unit, which is the estimated cost to the City of 
goods purchased through Central Purchasing per fixed unit, shall be withheld by the City 
from the reimbursements to Vendor for Congregate Site Management. 

11. If at the end of the fiscal year, the actual cost to the City of goods purchased through 
Central Purchasing is less than nine cents ($0.09) per fixed unit, then the City shall 
reimburse Vendor the amount that represents the difference between the amount withheld 
and the cost of the goods to the City. If at the end of the fiscal year, the actual cost to the 
City of goods purchased through Central Purchasing is greater than nine cents ($0.09) per 
fixed unit, then the City shall deduct, from the final payment to Vendor, the amount that 
represents the difference between the cost to the City of the goods and the amount withheld 
during the year. 

(c) All requests for payment shall be accompanied by documentation as may be required by the City's 
Department of Community Initiatives. 

i. The Vendor shall be reimbursed only for those meals served pursuant to this Agreement. 

(d) Vendor shall maintain an accounting system based on generally acceptable accounting principles which 
accurately reflects all costs chargeable (paid and unpaid) to the Project. Vendor shall maintain a Receipts 
and Disbursements Ledger. Vendor shall maintain a general ledger with an Income and Expense Account 
for each budgeted line item, and shall file paid invoices revealing check number, date paid and evidence of 
goods or services received according to the expense account to which they were charged. 

(e) The City shall not be obligated to any third parties including any sub-contractor/sub-vendors of the Vendor. 

(f) Notwithstanding any other remedy contained herein, or provided by law, the City may delay, suspend, 
limit, or cancel rights or privileges herein given the Vendor for failure to comply with the letter or spirit of 
this Agreement. Specifically, the City may withhold reimbursements in cases where it detennines that the 
Vendor is not in compliance with this Agreement or has not obtained satisfactory accomplishment of 
projected program goals. All program income collected by Vendor during the grant period shall be 
forwarded to the City of San Antonio monthly in conjunction with the roster due dates as specified in 
Attachment I, and as stated in paragraph 1.4. herein . The Vendor shall comply with the provisions of the 
Department of Community Initiatives (DCI) Department Directive 35 entitled, CASH HANDLING 
PROCEDURES, DATED October 11 , 2004 which is attached hereto and incorporated herein for all 
purposes as Attachment II. 

(g) The Vendor shall regularly administer its Project ' s accounting on an accrual basis which accurately reflects 
all costs incun-ed (paid and owed) by the Vendor and shall maintain separate accounting records on the 
Project and a separate bank checking account of Project funds . 

(h) Vendor costs or earnings under this Agreement may not be claimed under another agreement or grant. 

ll. Recapture of Payments 

2.1 If the Vendor has failed to comply with the terms of this Agreement, which governs the use of monies 
appropriated under this Agreement, or if the Vendor has received funds in excess of those actually earned, the 
City may take appropriate action including the recapture of payment and/or withholding of funds. 

III. Agreement Period 

3.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October 1, 
2007 and shall tenninate on September 30, 2008. 

2 



IV. Scope of Work/ Project Requirements 

4.1 The Vendor shall provide management for the Project at the Center and at a minimum offer the following 
services: transpottation, outreach, escort, nutrition education, shopping assistance, recreation and physical 
fitness and a hot noon meal as prescribed in the Texas Administrative Code Title 40, Part I, Chapter 84, Rule 
84.5 , Nutrition Service Requirements, which is attached hereto and incorporated herein for all purposes as 
Attachment III , and in the Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual), 
as revised, which is attached hereto and incorporated herein for all purposes as Attachment IV and other 
services that the Department of Community Initiatives deems appropriate. 

4.1 .1 Regarding outreach services, the Vendor shall assist seniors with community social service 
information and referrals as needed. These outreach services shall include fom1 and application 
preparation assistance as may be required for other community services such as Food Bank 
applications, utility assistance, and rental assistance. Additionally, the Vendor shall supervise and 
direct chauffeur services as needed in support of senior transportation. 

4.1.2 Vendor shall ensure that nutrition education classes are conducted a minimum of two times per 
calendar month for 15 minutes per class. 

4 .1.3 The Vendor shall be responsible for safety and security at the Center during hours of operation in 
support of the Project. This shall include ensuring ADA compliance for individuals needing 
additional mobility assistance, and providing for supervision of Center custodians to ensure that 
the Center is clean and hazard free . 

4.1.4 The Vendor shall coordinate monthly workshops to disseminate infonnation regarding issues 
gemrnne to senior health, nutrition, and well-being; as well as, local, state, and federal issues of 
the day affecting seniors. Workshops may include such topics as food preparation and storage, 
fraud and crime prevention, elderly abuse. understanding current legislative initiatives, and health 
awareness such as diabetes, stroke, heart attack, stress awareness. Coordination shall include 
advance advertisement through announcements, bulletins, or flyers . Additionally, the Vendor 
shall provide staff support as needed for a successful workshop, including handing out 
presentation materials and ensuring an interpreter is on hand to accommodate Spanish and English 
speaking congregates. 

4 .1.5 The Vendor shall encourage the fomrntion and continuity of a Center Senior Advisory Council to 
solicit input and feedback from congregates on services provided or desired at the Center. 

4 .1.6 The Vendor shall coordinate with its respective Project Office supervisor for consultation and 
technical assistance as needed in support of this Agreement. 

4 .2 Vendor shall attend planning, training and instructional sessions conducted or called by the Project Office, as 
may be scheduled. 

4.2. l The Vendor shall provide in-service training to all personnel relative to the performance of this 
Agreement . The Vendor shall secure appropriate training and certification for all personnel 
delegated duties which require such specialized in-service training and/or certification. 

4.3 With regard to the serving of meals: 

4.3. I The Vendor agrees to provide a projected total of 30,392 Congregate Meals and a projected total 
of 4,716 Homebound Meals per year. 

4.3.2 Serving: The serving of meals will confonn to health standards prescribed by the San Antonio 
Metropolitan Health District (SAM HD). 

(a) The Vendor shall ensure that the meals are served within the prescribed time frames daily. 
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(b) The serving shall be in accordance with sanitary requirements as stipulated by the SAMHD 
and as specified by the approved Project menu. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Vendor shall insure that proper portion controls are established and used. City shall 
perfonn periodic inspections to insure compliance by the Vendor with health codes, menu, 
and portion control. 

4.3.3 The Vendor shall be operational for a minimum of four (4) hours, from 10:00 a.m. to 2:00 p.m., 
five (5) days per week, Monday through Friday (including holidays), 52 weeks a year. Deviation 
from this schedule may be permitted by the Project Office with the understanding that meals will 
be served to the participants as per Part IV of this Agreement, and no less than 250 days during the 
Project year. Changes to accommodate special cultural and religious days will be made ten ( 10) 
operational days in advance. Lost operational days will be scheduled for make-up within the 
succeeding seven (7) days. To ensure meals are served to participants no less than 250 days 
during each agreement year, Vendor shall close the Center no more than once per quarter, 
excluding City holidays. 

4.3.4 The Vendor shall ensure that someone certified by the American Red Cross in Standard First Aid 
is available in the Center during operational hours. 

4.3.5 Vendor shall utilize the City's established "Meal Reservation System." Under this system, all 
Vendors shall notify the Project Office by Friday at 2:00 PM, of the number of meals to be served 
at their site the following week. 

4.3.6 The Vendor shall ensure that a meal fee, to recover the full cost of the meal, is collected from all 
persons who are not eligible for services. Meals may be provided to guests and others who are not 
eligible if the provision of this meal does not deprive an eligible person of a meal. The Vendor 
shall provide a voluntary opportunity for eligible participants to contribute to the cost of services 
while protecting the individual's privacy. The Vendor shall safeguard and account for such 
contributions as program income in accordance with the CNP Manual in Attachment lV. 

4.3.7 The Vendor shall allow the City to post a sign at Vendor's Center, which identifies the full cost of 
the services, the suggested eligible participant contribution, and a statement that services shall not 
be denied because the eligible participant cannot or will not contribute. 

4.3.8 In accordance with City Code Chapter 13, Food and Food Handlers, Article XIII, Certification of 
Supervisory Personnel of Food Products Establishment and applicable state standards, as 
amended, Vendors shall ensure that food handlers are properly trained and certifed. 

4.3.9 Vendor shall ensure that all foods are maintained and transported to homes/sites at adequate 
temperatures at all times. Hot and cold foods shall be maintained at safe temperatures throughout 
transport. Food items shall be maintained at the temperatures identified below: 

• Hot Foods: 140 degrees Fahrenheit or higher 
• Cold Foods: 41 degrees Fahrenheit or lower 

4.3 .10 Vendor shall ensure that the holding time for hot foods shall not exceed four (4) hours from the 
time when the food is taken from the equipment in which cooking or reheating is completed until 
it is served. The Meal Preparation Vendor shall clearly label on each container the time when the 
food was taken from the equipment in which cooking or reheating is completed. 

4 



4.4 Vendor agrees to transport the seniors in the Project to and from the Center during the hours set forth in 4.3.3 of 
this Agreement and shall transport the seniors in the Project to special events and to scheduled Project Council 
meetings. Additionally, the Vendor shall: 

4.4.1 Ascertain that the operator of the vehicle is properly licensed to operate the vehicle described in 
this Agreement; that the vehicle is clean and maintained at all times in excellent mechanical 
condition; and that the operator presents a good appearance, observes n01mal courtesies and 
rigidly adheres to safe driving and operational practices. 

4.4.2 Assure that the operator of the vehicle carry and have on hand at all times emergency equipment 
(fire extinguisher and first aid kit). This emergency equipment must be maintained in good, 
operable, and usable condition at all times. 

4.4.3 Assure that the operator of the vehicle maintains a list of participants for pick-up and a copy of the 
list is filed monthly with the Project Office. 

4.4.4 Assure that transportation is provided for participants to shopping centers for purchases of goods a 
minimum of once each week or at least four ( 4) trips each month. (Rural centers are required to 
provide transportation a minimum of twice monthly). 

4.4.5 Honor special transportation requests from disabled participants who require special assistance. 

4.4.6 Assure that drivers obtain and maintain a valid Defensive Driving Certificate within sixty (60) 
days after employment and renewal of such certificate every three (3) years. 

V. Applicable Laws and Regulations 

5.1 Vendor shall comply with all applicable laws, rules, regulations and codes of the United States and the state of 
Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and County of 
Bexar in its performance of all of the work under this Agreement. 

5.2 The Vendor understands that certain funds provided to it pursuant to this Agreement are funds which have been 
made available by the City and that it will , therefore, comply with all rules, regulations, policies, and procedures 
applicable to these funds as directed by the City. This section shall also incorporate and the Vendor agrees to 
abide by any and all future amendments or additions to such rules and regulations as they may be promulgated. 

5.3 The Vendor agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging and Disabilities 
(DADS), the Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S. 
Department of Agriculture. 

5.4 The Vendor shall adhere to AACOG policies and procedures, as they now exist or as they may subsequently be 
adopted, in all respects . A copy of said policies and procedures are attached hereto and incorporated herein as 
Attachment V. Vendor shall also adhere to Texas Administrative Code Title 40, Part I, Chapter 84, Rule 84.5, 
Nutrition Service Requirements, previously identified as Attachment Ill. 

5.5 The Vendor providing services under this Agreement shall operate fully in conformance with all federal , state 
and local fire, health, safety, sanitation, and other standards prescribed in law or regulations. Such requirement 
shall also be passed to all sub-contractor/sub-vendors and subgrantees in the fulfillment of this Agreement. The 
Vendor assures that where the state or local jurisdictions require licensure for the provision of services, agencies 
providing such services shall be licensed. 

5.6 Vendor shall not engage in employment practices which have the effect of discriminating against any employee 
or applicant for employment, and, will take affirmative steps to ensure that applicants are employed and 
employees are treated during employment without regard to their race, color, religion, national origin, sex, age, 
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handicap , or political belief or affiliation. Additionally, Vendor agrees to abide by all applicable provisions of 
San Antonio City Code Section 2-8, as amended. Also. Vendor certifies that it will comply fully with the 
following nondiscrimination, minimum wage and equal opportunity provisions, including but not limited to: 

(a) Title VII of the Civil Rights Act of 1964, as amended; 
(b) Section 504 of the Rehabilitation Act of 1973, as amended; 
(c) The Age Discrimination Act of 1975, as amended; 
( d) Title IX of the Education Amendments of 1972, as amended; (Title 20 USC sections 1681-1688) 
(e) Fair Labor Standards Act of 1938, as amended; 
(f) Equal Pay Act of 1963, P.L. 88-38 ; and 
(g) All applicable regulations implementing the above laws. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.6.1 The Vendor agrees not to hire or use in any capacity including as a volunteer any person that the 
Vendor receives notice from the City is ineligible to participate as an employee, volunteer or any 
other capacity in connection with the delivery of services under this Agreement. 

5.7 The Vendor certifies that it will provide a drug-free workplace in compliance with the Drug-Free Workplace 
Act of 1988 and the Drug-Free Workplace Rules established by the Texas Worker's Compensation Commission 
effective April 17, 1991. Failure to comply with the above referenced law and regulations could subject the 
Vendor to suspension of payments, tennination of Agreement, and debannent and suspension actions. 

5.8 Vendor certifies that neither it nor its principals are presently debarred, suspended, proposed for debannent, 
declared ineligible or voluntarily excluded from participation in any state or federal program. 

5.9 It is expressly understood and agreed by the City and Vendor that the City's obligations under this Agreement 
are contingent upon the actual receipt of adequate grant funds to meet City's liabilities hereunder. In the event 
that any disagreement or dispute should arise between the parties hereto pertaining to the interpretation or 
meaning of any pat1 of this Agreement or its governing rules, regulations, laws, codes or ordinances, City, as 
the party ultimately responsible for all matters of compliance with Alamo Area Council o( Governments and/or 
Citv o(San Antonio rules and regulations, shall have the final authority to render or secure an interpretation. 

5.10 Vendor agrees to comply with the following Small, Minority or Woman-owned Business Advocacy Policies: 

(a) Vendor is hereby advised that it is the policy of the City of San Antonio that Small , Minority or Woman­
owned Business Enterprises shall have the maximum practical opportunity to participate in the perfom1ance 
of public contracts. Vendor agrees to submit in writing to the City no later than six (6) months from the 
date of execution of this contract its policies regarding small , minority, or women-owned business policy 
regarding procurement, construction and professional service contracts. Vendor also agrees that Vendor 
will not discriminate against any individual or group on account of race, color, sex, age, religion, national 
origin or disability and will not engage in employment practices which have the effect of discriminating 
against employees or prospective employees because of race, color, religion , national origin, sex, age or 
disability. Vendor further agrees that Vendor will abide by all applicable tem1s and provisions of City's 
Non-Discrimination Policy, City's Small Business Economic Development Advocacy Policy and City's 
Equal Opportunity Affirmative Action Policy, these policies being available in City's Department of 
Economic Development, and the City Clerk 's Office. 

(b) The Vendor agrees to submit to the City a List of Subcontractors/Suppliers Form (the "List") for contracts 
between $25,000 to $200,000 or for contracts over $200,000, a Good Faith Effort Plan ("GFEP") , either of 
which indicates Vendor' s utilization of Small, Minority and Woman-owned Business. If City approves the 
List or GFEP, and the City subsequently finds material deficiencies in any aspect of the List or GFEP, 
Vendor will be required to submit a written report to City's Department of Economic Development, 
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including a Supplemental List or Good Faith Effort Plan indicating efforts to resolve any deficiencies. A 
denied Supplemental List or Good Faith Effort Plan, by the City ' s Department of Economic Development, 
will constitute failure to satisfactorily resolve any deficiencies by the Vendor. Failure to obtain an 
approved List or Supplemental Good Faith Effort Plan, within ninety (90) days of initial denial shall 
constitute a default and result in $1,000.00 per day as liquidated damages for the default until all 
deficiencies are resolved. Failure to cure all deficiencies within another ninety (90) days of the date the 
amount of liquidated damages is initially assessed constitute a further (additional) condition of default by 
the Vendor and which can, at the option of the Director of the Managing City Department, result in 
forfeiture of the entirety of this Contract. 

( c) The Vendor shall submit to the City no later than six (6) months from the date of execution of this contract a 
report indicating the utilization of small , minority and women-owned businesses within its agency to the 
Managing City Department and the Department of Economic Development. 

5.11 Additionally, Vendor shall comply with the following: 

(a) Local Government Records Act of 1989 and the official record retention schedules found at 
http: //www. ts!. state. tx. us/slrn1/recordspubs/ gr. htm 1 

(b) Government Code Chapter 552 pertaining to Texas Public Information Act found at 
http: //www.capito 1. state. tx. us/statutes/go/ go0055200toc.html 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5. l 2The Vendor warrants that any and all taxes that the Vendor may be obligated for, including but not limited to, 
federal, state, and local taxes, fees , special assessments, federal and state payroll and income taxes, personal 
property, real estate, sales and franchise taxes, are current, and paid to the fullest extent liable as of the 
execution date of the Agreement. The Vendor shall comply with all applicable local , state, and federal laws 
including, but not limited to: 

(a) worker ' s compensation; 
(b) unemployment insurance; 
(c) timely deposits of payroll deductions; 
(d) filing oflnformation on Tax Return form 990 or990T, Quarterly Tax Return Fonn 941 , W-2 's Fonn 1099 

on individuals who received compensation other than wages, such as car allowance, Forms 1099 and I 096 
for contract or consultant work, non-employee compensation, etc; 

(e) Occupational Safety and Health Act regulations; and 
(f) Employee Retirement Income Security Act of 1974, P.L. 93-406. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.13 Vendor agrees to comply with the Americans with Disabilities Act P.L. IO 1-336, enacted July 26, 1990, and all 
regulations thereunder. 

VJ. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring , fiscal control , and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such fom1 as may be 
required by the Department of Community Initiatives, the Vendor shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds, if applicable, such statements, records, 
data, and infomrntion and permit the City and the Gran tor of the grant funds, if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of agreement; issuance of 
payments may be discontinued by the City and legal remedy for the loss taken by the City. 
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6.2 The Vendor shall submit to the Department of Community Initiatives such reports as may be required by 
AACOG and/or City. 

6.3 Vendor agrees to maintain in confidence all infonnation pertaining to the Project or other infonnation and 
materials prepared for, provided by. or obtained from City including, without limitation, reports, information, 
project evaluation, project designs, data, other related infonnation (collectively, the "Confidential Infornrntion") 
and to use the Confidential Infornrntion for the sole purpose of perforn1ing its obligations pursuant to this 
Agreement. Vendor shall protect the Confidential Information and shall take all reasonable steps to prevent the 
unauthorized disclosure, dissemination , or publication of the Confidential Information. If disclosure is required 
(i) by law or (ii) by order of a governmental agency or court of competent jurisdiction, Vendor shall give the 
Director of the Department of Community Initiatives prior written notice that such disclosure is required with a 
full and complete description regarding such requirement. Vendor shall establish specific procedures designed 
to meet the obligations of this Article VI , Section 6.3 , including, but not limited to execution of confidential 
disclosure agreements, regarding the Confidential lnfo1mation with Vendor's employees and subcontractors 
prior to any disclosure of the Confidential Information. This Article VI, Section 6.3 shall not be construed to 
limit the City's or its authorized representatives' right of access to records or other information, confidential or 
otherwise, under this Agreement. Upon tennination of this Agreement, Vendor shall return to City all copies of 
materials related to the Project/Projects, including the Confidential Infonnation. 

6.4 The Public Infornrntion Act, Government Code Section 552 .021 , requires the City to make public infonnation 
available to the public. Under Government Code Section 552.002(a), public infonnation means infonnation that 
is collected, assembled or maintained under a law or ordinance or in connection with the transaction of official 
business: 1) by a governmental body; or 2) for a governmental body and the govenunental body owns the 
infornrntion or has a right of access to it. Therefore, if Vendor receives inquiries regarding documents within its 
possession pursuant to this Agreement, Vendor shall within twenty-four (24) hours of receiving the requests 
forward such requests to City for disposition. If the requested infornrntion is confidential pursuant to state or 
federal law, the Vendor shall submit to City the list of specific statutory authority mandating confidentiality no 
later than three (3) business days of Vendor's receipt of such request. 

6.5 In accordance with Texas law, Vendor acknowledges and agrees that all local government records as defined in 
Chapter 20 I , Section 20 l.003 (8) of the Texas Local Government Code created or received in the transaction of 
official business or the creation or maintenance of which were paid for with public funds are declared to be 
public property and subject to the provisions of Chapter 201 of the Texas Local Government Code and 
Subchapter J, Chapter 441 of the Texas Government Code. Thus, Vendor agrees that no such local government 
records produced by or on the behalf of Vendor pursuant to this Agreement shall be the subject of any copyright 
or proprietary claim by Vendor. 

6.6 Vendor acknowledges and agrees that all local government records, as described herein , produced in the course 
of the work required by this Agreement, shall belong to and be the property of City and shall be made available 
to the City at any time. Vendor further agrees to tum over to City all such records upon termination of this 
Agreement. Vendor agrees that it shall not, under any circumstances, release any records created during the 
course of perfonnance of the Agreement to any entity without the written pennission of the Director of the 
Department of Community Initiatives, unless required to do so by a court of competent jurisdiction. The 
Department of Community Initiatives shall be notified of such request as set forth in Article XIV, Section 14.1 
of this Agreement. 

6.7 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Vendor agrees to submit to such monitoring and evaluation. 

6.8 The Vendor shall give the City, AACOG, Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the state of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement term. Vendor shall include the substance of this provision in all subcontracts. 
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Vil. Termination 

7.1 Tennination for Convenience - This Agreement may be tem1inated in whole or in part when the City determines 
that continuation of the Project would not produce beneficial results commensurate with the further expenditure 
of funds. Such tem1ination by City shall specify the date thereof, which date shall not be sooner than thi11y (30) 
days following the date on which notice is sent. The Vendor shall also have the right to terminate this 
Agreement and specify the date thereof, which date shall not be sooner than the end of thi11y (30) days 
following the day on which notice is sent. The Vendor shall be entitled to receive just and equitable 
compensation for any work satisfactorily completed prior to such termination date. The question of satisfactory 
completion of such work shall be determined by the City alone, and its decision shall be final. It is further 
expressly understood and agreed by the parties that Vendor's perfo1mance upon which final payment is 
conditioned shall include, but not be limited to, the Vendor' s complete and satisfactory perfomrnnce of its 
obligations for which final payment is sought. 

7 .2 Termination for Cause - Should the Vendor fail to fulfill, in a timely and proper manner, obligations under this 
Agreement to include perfonnance standards established by the City, or if this Vendor should violate any of the 
covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tem1inate this 
Agreement by sending written notice to the Vendor of such tennination and specify the effective date thereof 
(which date shall not be sooner than the end of ten (10) days following the day on which such notice is sent). 
The Vendor shall be entitled to receive just and equitable compensation for any work satisfactorily completed 
prior to such tem1ination date. The question of satisfactory completion of such work shall be determined by the 
City alone, and its decision shall be final. It is fu11her expressly understood and agreed by the parties that 
Vendor's performance upon which final payment is conditioned shall include, but not be limited to , the 
Vendor' s complete and satisfactory perfomrnnce, of its obligations for which final payment is sought. 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG, Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of Vendor or its sub-contractor/sub-vendors supported under provision of this Agreement, the City 
may elect to tem1inate this Agreement upon ten (10) days written notice from the City to the Vendor. 

7.4 Notwithstanding the provisions set forth in sections 7.1 , 7.2 and 7.3 of this Agreement, the Vendor shall not be 
relieved of liability to the City for damages sustained by the City by virtue of any breach of this Agreement, and 
the City may withhold funds otherwise due as damages. 

7.5 In the event of termination , final billings for units of services delivered pursuant to the Agreement will be 
submitted by the Vendor to the City of San Antonio within ten ( I 0) calendar days from the date of tennination. 
Vendor understands that no units of services delivered after the tennination date will be reimbursed. 

7.6 Vendor agrees and understands that City has projected costs for this Agreement and that City expects to pay all 
obligations of this Agreement from projected revenue sources, including AACOG grant agreement funds, but if 
the parties execute an agreement covering a multi-year period, then all obligations of City are subject to annual 
appropriation by the City Council in future years after the first year of the Agreement. Accordingly, if City 
shall fail to appropriate sums to pay any of City ' s obligations under the terms of this Agreement, which results 
in the unavailability of funds, City may terminate this Agreement and neither Vendor nor City shall have any 
further obligations hereunder. Lack of funding is not and shall not be considered a breach of this Agreement. 

7.7 In the event that this Agreement is terminated, as provided above, the City or AACOG may require the Vendor 
to transfer title and deliver to the Ci ty or AACOG or to another authorized vendor, any prope1ty acquired by 
federal or state funds or assigned to the Vendor by the AA COG for the purpose of this Agreement. 

VIII. Insurance 

8.1 Vendor agrees to comply with the following insurance provisions: 

(a) Vendor shall be responsible for insuring its employees and sub-recipients for Worker's Compensation or 
Alternative Plan. In no event will the City be required to maintain any insurance coverage for Vendor. If a 
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Worker 's Compensation Policy is maintained, a copy of their insurance certificate shall be provided to City 
of San Antonio, Dept. of Community Initiatives. 

(b) Vendor shall be responsible for insuring its own Property, Equipment, Autos and Legal Liability. In no 
event will the City be required to maintain any insurance coverage for Vendor. In the event that Property, 
Autos, and Legal Liability (Commercial General Liability) policies are maintained, a copy of their 
insurance certificate and additional insured endorsement shall be provided to City of San Antonio , Dept. of 
Community Initiatives. 

IX. Indemnity 

9.1 VENDOR AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Vendor covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City and the 
elected officials, employees, officers, directors, volunteers, and representatives of the City, 
individually or collectively, from and against any and all costs, claims, liens, damages, losses, 
expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, liability and suits of 
any kind and nature, including but not limited to, personal or bodily injury, death and property 
damage, made upon the City and the elected officials, employees, officers, directors, volunteers, and 
representatives of the City, individually or collectively, directly or indirectly arising out of, resulting 
from or related to Vendor's activities under this Agreement, including any acts or omissions of 
VENDOR, any agent, officer, director, representative, employee, consultant or sub-contractor/sub­
vendor of Vendor, and their respective officers, agents, employees, directors and representatives 
while in the exercise of performance of the rights or duties under this Agreement, all without 
however, waiving any governmental immunity available to the CITY under Texas Law and without 
waiving any defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND 
AGREED THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, DEMANDS, 
CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART FROM THE 
NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, OFFICERS, 
DIREECTORS AND REPRESENTATIVES OF CITY, UNDER THIS AGREEMENT. The 
provisions of this INDEMNITY are solely for the benefit of the parties hereto and not intended to 
create or grant any rights, contractual or otherwise, to any other person or entity. Vendor shall 
promptly advise the City in writing of any claim or demand against the CITY or VENDOR known to 
Vendor related to or arising out of Vendor's activities under this AGREEMENT and shall see to the 
investigation of and defense of such claim or demand at Vendor's cost. The City shall have the right, 
at its option and at its own expense, to participate in such defense without relieving Vendor of any of 
its obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY provided for in 
this Section, is an INDEMNITY extended by Vendor to INDEMNIFY, PROTECT and HOLD 
HARMLESS, the City from the consequences of the CITY's OWN NEGLIGENCE, provided 
however, that the INDEMNITY provided for in this section SHALL APPLY only when the 
NEGLIGENT ACT of the City is a CONTRIBUTORY CAUSE of the resultant injury, death, or 
damage, and shall have no application when the negligent act of the City is the sole cause of the 
resultant injury, death, or damage. VENDOR further AGREES TO DEFEND, AT ITS OWN 
EXPENSE, and ON BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or 
litigation brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Legal Requirements 

10. l The Vendor warrants that no person or selling agency or other organization has been employed or retained to 
solicit or secure this Agreement upon an agreement or understanding for a commission, percentage, brokerage, 
or contingent fee. For breach or violation of this warrant, the City shall have the right to terminate this 
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Agreement without liability or, at its discretion , to deduct from the Agreement or otherwise recover the full 
amount of such commission, percentage, brokerage, or contingent fee, or to seek such other remedies as legally 
may be available. 

I 0.2 No elected official, director, officer, agent or employee of City or Vendor shall be charged personally or held 
contractually liable by or to City or Vendor under any tem1 or provision of this Agreement, or because of any 
breach thereof, or because of execution. approval, or attempted execution of this Agreement. 

XI. Amendments 

11.1 Except when the tenns of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the terms hereof shall be by amendment in writing executed by both City and Vendor and evidenced by 
passage of a subsequent City ordinance, as to City's approval. 

XII. Subcontracting and Assignment 

12.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

X11I. Independent Contractor 

13. l In perfomiance of obligations under this Agreement, the Vendor shall act as an independent contractor and not 
as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Vendor shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to City employees. 

XIV. Communication 

14.1 For purposes of this Agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail, postage prepaid, to the addresses set forth 
below: 

CITY 
Director 
Department of Community Initiatives 
Senior Services Division 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

Vendor 
Kenwood Community Center 
305 Dora St. 
San Antonio, Texas 78212 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. 

XV. Venue 

15.1 Vendor and City agree that this Agreement shall be governed by and construed in accordance with the laws of 
the state of Texas. Any action or proceeding brought to enforce the terms of this Agreement or adjudicate any 
dispute arising out of this Agreement shall be bought in a court of competent jurisdiction in San Antonio, Bexar 
County, Texas. 
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XVI. Gender 

16.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural, unless the context otherwise requires. 

XVII. Licensing/Training 

17.1 Vendor warrants and certifies that Vendor and any other person designated to provide services hereunder has 
the requisite training, license and/or certification to provide said services, and meets all competence standards 
promulgated by all other authoritative bodies, as applicable to the services provided herein. 

l 7.2Vendor shall ensure that the Center Manager is Food Manager Certified, as required under state and local law, 
within 90 days of hire, and that staff maintain certification. 

17 .3 The Vendor shall furnish all necessary personnel with professional classification, qualifications, skill and 
expertise required to perform the services to be rendered and the responsibilities accepted pursuant to the 
activities conducted under this Agreement. The Vendor shall be responsible for completion of the services to be 
rendered in accordance with published service standards. The Vendor will provide all necessary supervision and 
coordination of activities that may be required to complete the services and fulfill all contractual obligations. 

XVIII. Obligations 

18.1 The Project Office staff will provide monitoring, technical assistance, training, planning and evaluation with the 
Vendor and center personnel for the services specified in this Agreement as required by the Texas Department 
on Aging and Disability Services (DADS) guidelines and the Project Office. 

l 8.2The Project Office staff will detennine eligibility of all recipients and will ensure that at least 50% of the total 
individuals served in the Project will be persons with incomes at or below the poverty level threshold 
established by the Bureau of the Census, and that at least 50% of the total persons served will be in greatest 
social need. Vendor will refer all individuals requesting services to the Project Office for eligibility 
detem1ination. 

XIX. Authority to Contract 

19.1 The signer of this Agreement for City and Vendor each represents, warrants, assures and guarantees that he has 
full legal authority to execute this Agreement on behalf of City and Vendor respectively, and to bind City and 
Vendor to all of the tem1S, conditions, provisions and obligations herein contained. 

XX. Emergency Management 

20.1 In the event of a disaster, whether man-made, natural, or of a civil defense nature, the Vendor will provide 
and/or coordinate appropriate resources to federal, state, or local disaster relief and may provide equipment and 
resources for the following activities: temporary shelter; nutrition services; food preparation; transportation; and 
volunteers. 

XXI. Entire Agreement 

21.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the tem1s and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written . 

2 l .2If any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal, state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
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the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in tenns to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal, valid and enforceable. 

XXII. Acceptance of Agreement 

22.11 the undersigned, certify that I have read and understand the terms of this Agreement and that the entity for 
which I execute this Agreement will abide by them. I further certify that I am authorized to sign for this Vendor. 

In witness of which this Agreement has been executed effective the~ day ofJdrJ.(.(.tJ"f , ~. 

CITY OF SAN ANTONIO: 

ennis J. Campa, i ctor 
Department of Com iunity Initiatives 

APPROVED AS TO FORM: 

itant City Attorney 

ATTACHMENTS: 

Attachment I-Project Roster 
Attachment II-Cash Handling Procedures 
Attachment III- Nutrition Service Requirements 

CONTRACTOR: 

Authorized Signature 

Kenwood Community Center 
(Name of Contractor) 

305 Dora St. 
(Street Address) 

San Antonio, TX 78212 
(City, State, Zip Code) 

Attachment IV- Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment V- AACOG Policies and Procedures 
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STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

VENDOR AGREEMENT 

This Agreement is entered into by and between the City of San Antonio (hereinafter refe1Ted to as "City") , a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007- 10-18-1 I 04, passed and approved on October 18 , 2007 and Palacio de! Sol Apartments 
(hereinafter referred to as "Vendor"). 

WITNESS ETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project (" the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS , the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Vendor to carry out the Project at Palacio de! Sol Apartments Family 
Center, a nutrition center site (the "Center'·); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Vendor shall provide, oversee, administer, and carry out all activities and services in a manner satisfactory 
to the City and in compliance with the Scope of Work / Project Requirements set forth in Article JV of this 
Agreement at the Center. 

1.2 In consideration, the City shall reimburse Vendor on a fixed unit rate basis for meals served as described in 
Article IV of this Agreement at the fixed unit rate price of $1.72 for Congregate Site Management and $1.38 for 
Homebound Site Management. These fixed unit rates are the gross receipt amounts. 

1.3 The Vendor acknowledges that the City's obligation hereunder for payment in consideration of full and 
satisfactory performance of activities described in this Agreement is limited to monies allocated from the 
General Fund and received from AA COG program income, and any other originating funding source. 

1.4 Payment and financial transactions shall be as follows: 

(a) Reimbursement to the Vendor on a fixed unit rate price by the City's Department of Community Initiatives 
shall be made monthly upon receipt of billing from the Vendor. Vendor shall comply with the Project 
Roster Due Date schedule which is attached hereto and incorporated herein for all purposes as Attachment 
I; 

(b) The costs of goods purchased through the City of San Antonio's Central Purchasing (hereinafter referred to 
as "Central Purchasing") will be paid directly by the City and are included in the fixed unit rate for 
Congregate Site Management in Section 1.2 of this Agreement. The costs of goods purchased through 



Central Purchasing are not included in the fixed unit rate for Homebound Site Management in Section 1.2 
of this Agreement. 

1. The amount of nine cents ($0.09) per fixed unit, which is the estimated cost to the City of 
goods purchased through Central Purchasing per fixed unit, shall be withheld by the City 
from the reimbursements to Vendor for Congregate Site Management. 

11. If at the end of the fiscal year, the actual cost to the City of goods purchased through 
Central Purchasing is less than nine cents ($0.09) per fixed unit, then the City shall 
reimburse Vendor the amount that represents the difference between the amount withheld 
and the cost of the goods to the City. If at the end of the fiscal year, the actual cost to the 
City of goods purchased through Central Purchasing is greater than nine cents ($0 .09) per 
fixed unit, then the City shall deduct, from the final payment to Vendor, the amount that 
represents the difference between the cost to the City of the goods and the amount withheld 
during the year. 

(c) All requests for payment shall be accompanied by documentation as may be required by the City's 
Department of Community Initiatives. 

i. The Vendor shall be reimbursed only for those meals served pursuant to this Agreement. 

(d) Vendor shall maintain an accounting system based on generally acceptable accounting principles which 
accurately reflects all costs chargeable (paid and unpaid) to the Project. Vendor shall maintain a Receipts 
and Disbursements Ledger. Vendor shall maintain a general ledger with an Income and Expense Account 
for each budgeted line item, and shall file paid invoices revealing check number, date paid and evidence of 
goods or services received according to the expense account to which they were charged. 

(e) The City shall not be obligated to any third parties including any sub-contractor/sub-vendors of the Vendor. 

(t) Notwithstanding any other remedy contained herein, or provided by law, the City may delay, suspend, 
limit, or cancel rights or privileges herein given the Vendor for failure to comply with the letter or spirit of 
this Agreement. Specifically, the City may withhold reimbursements in cases where it detennines that the 
Vendor is not in compliance with this Agreement or has not obtained satisfactory accomplishment of 
projected program goals. All program income collected by Vendor during the grant period shall be 
forwarded to the City of San Antonio monthly in conjunction with the roster due dates as specified in 
Attachment I, and as stated in paragraph 1.4. herein. The Vendor shall comply with the provisions of the 
Department of Community Initiatives (DCI) Department Directive 35 entitled. CASH HANDLING 
PROCEDURES. DA TED October 11 . 2004 which is attached hereto and incorporated herein for all 
purposes as Attachment 11. 

(g) The Vendor shall regularly administer its Project's accounting on an accrual basis which accurately reflects 
all costs incurred (paid and owed) by the Vendor and shall maintain separate accounting records on the 
Project and a separate bank checking account of Project funds. 

(h) Vendor costs or earnings under this Agreement may not be claimed under another agreement or grant. 

II. Recapture of Payments 

2.1 If the Vendor has failed to comply with the tem1s of this Agreement, which governs the use of monies 
appropriated under this Agreement, or if the Vendor has received funds in excess of those actually earned, the 
City may take appropriate action including the recapture of payment and/or withholding of funds. 

III. Agreement Period 

3.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October I. 
2007 and shall terminate on September 30. 2008 . 
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IV. Scope of Work/ Project Requirements 

4.1 The Vendor shall provide management for the Project at the Center and at a minimum offer the following 
services: transportation, outreach, escort, nutrition education, shopping assistance, recreation and physical 
fitness and a hot noon meal as prescribed in the Texas Administrative Code Title 40, Part I, Chapter 84, Rule 
84.5, Nutrition Service Requirements, which is attached hereto and incorporated herein for all purposes as 
Attachment lll, and in the Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) , 
as revised, which is attached hereto and incorporated herein for all purposes as Attachment IV and other 
services that the Department of Community Initiatives deems appropriate. 

4.1.1 Regarding outreach services, the Vendor shall assist seniors with community social service 
infonnation and referrals as needed. These outreach services shall include fom1 and application 
preparation assistance as may be required for other community services such as Food Bank 
applications. utility assistance, and rental assistance. Additionally, the Vendor shall supervise and 
direct chauffeur services as needed in support of senior transportation. 

4.1.2 Vendor shall ensure that nutrition education classes are conducted a minimum of two times per 
calendar month for 15 minutes per class . 

4.1.3 The Vendor shall be responsible for safety and security at the Center during hours of operation in 
support of the Project. This shall include ensuring ADA compliance for individuals needing 
additional mobility assistance, and providing for supervision of Center custodians to ensure that 
the Center is clean and hazard free. 

4 .1.4 The Vendor shall coordinate monthly workshops to disseminate information regarding issues 
gemrnne to senior health, nutrition, and well-being; as well as, local , state, and federal issues of 
the day affecting seniors. Workshops may include such topics as food preparation and storage, 
fraud and crime prevention, elderly abuse, understanding current legislative initiatives, and health 
awareness such as diabetes, stroke, heart attack, stress awareness. Coordination shall include 
advance advertisement through announcements, bulletins, or flyers. Additionally, the Vendor 
shall provide staff supp011 as needed for a successful workshop, including handing out 
presentation materials and ensuring an interpreter is on hand to accommodate Spanish and English 
speaking congregates. 

4.1.5 The Vendor shall encourage the formation and continuity of a Center Senior Advisory Council to 
solicit input and feedback from congregates on services provided or desired at the Center. 

4.1.6 The Vendor shall coordinate with its respective Project Office supervisor for consultation and 
technical assistance as needed in support of this Agreement. 

4 .2 Vendor shall attend planning, training and instructional sessions conducted or called by the Project Office, as 
may be scheduled. 

4.2.1 The Vendor shall provide in-service training to all persoru1el relative to the perfomrnnce of this 
Agreement. The Vendor shall secure appropriate training and certification for all personnel 
delegated duties which require such specialized in-service training and/or certification. 

4.3 With regard to the serving of meals: 

4.3.1 The Vendor agrees to provide a projected total of 18,602 Congregate Meals and a projected total 
of 3,406 Homebound Meals per year. 

4.3.2 Serving: The serving of meals will conform to health standards prescribed by the San Antonio 
Metropolitan Health District (SAMHD). 

(a) The Vendor shall ensure that the meals are served within the prescribed time frames daily. 
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(b) The serving shall be in accordance with sanitary requirements as stipulated by the SAMHD 
and as specified by the approved Project menu. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Vendor shall insure that proper portion controls are established and used. City shall 
perform periodic inspections to insure compliance by the Vendor with health codes, menu, 
and portion control. 

4.3 .3 The Vendor shall be operational for a minimum of four (4) hours, from 10:00 a.m. to 2:00 p.m. , 
five (5) days per week, Monday through Friday (including holidays) , 52 weeks a year. Deviation 
from this schedule may be pennitted by the Project Office with the understanding that meals will 
be served to the participants as per Part IV of this Agreement, and no less than 250 days during the 
Project year. Changes to accommodate special cultural and religious days will be made ten (I 0) 
operational days in advance. Lost operational days will be scheduled for make-up within the 
succeeding seven (7) days. To ensure meals are served to participants no less than 250 days 
during each agreement year, Vendor shall close the Center no more than once per quarter, 
excluding City holidays. 

4.3.4 The Vendor shall ensure that someone certified by the American Red Cross in Standard First Aid 
is available in the Center during operational hours . 

4 .3.5 Vendor shall utilize the City's established '·Meal Reservation System." Under this system, all 
Vendors shall notify the Project Office by Friday at 2:00 PM , of the number of meals to be served 
at their site the following week. 

4.3.6 The Vendor shall ensure that a meal fee, to recover the full cost of the meal, is collected from all 
persons who are not eligible for services. Meals may be provided to guests and others who are not 
eligible if the provision of this meal does not deprive an eligible person of a meal. The Vendor 
shall provide a voluntary opportunity for eligible participants to contribute to the cost of services 
while protecting the individual's privacy. The Vendor shall safeguard and account for such 
contributions as program income in accordance with the CNP Manual in Attachment IV. 

4.3.7 The Vendor shall allow the City to post a sign at Vendor' s Center, which identifies the full cost of 
the services, the suggested eligible participant contribution, and a statement that services shall not 
be denied because the eligible participant cannot or will not contribute. 

4.3.8 In accordance with City Code Chapter 13 , Food and Food Handlers, Article Xlll, Certification of 
Supervisory Personnel of Food Products Establishment and applicable state standards, as 
amended, Vendors shall ensure that food handlers are properly trained and certifed. 

4.3.9 Vendor shall ensure that all foods are maintained and transported to homes/sites at adequate 
temperatures at all times . Hot and cold foods shall be maintained at safe temperatures throughout 
transport. Food items shall be maintained at the temperatures identified below: 

• Hot Foods: 140 degrees Fahrenheit or higher 
• Cold Foods: 41 degrees Fahrenheit or lower 

4.3. 10 Vendor shall ensure that the holding time for hot foods shall not exceed four (4) hours from the 
time when the food is taken from the equipment in which cooking or reheating is completed until 
it is served. The Meal Preparation Vendor shall clearly label on each container the time when the 
food was taken from the equipment in which cooking or reheating is completed. 
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4.4 Vendor agrees to transport the seniors in the Project to and from the Center during the hours set forth in 4.3.3 of 
this Agreement and shall transport the seniors in the Project to special events and to scheduled Project Council 
meetings. Additionally, the Vendor shall: 

4.4.1 Ascertain that the operator of the vehicle is properly licensed to operate the vehicle described in 
this Agreement; that the vehicle is clean and maintained at all times in excellent mechanical 
condition; and that the operator presents a good appearance, observes normal courtesies and 
rigidly adheres to safe driving and operational practices. 

4.4.2 Assure that the operator of the vehicle carry and have on hand at all times emergency equipment 
(fire extinguisher and first aid kit) . This emergency equipment must be maintained in good, 
operable, and usable condition at all times. 

4.4.3 Assure that the operator of the vehicle maintains a list of participants for pick-up and a copy of the 
list is filed monthly with the Project Office. 

4.4.4 Assure that transportation is provided for participants to shopping centers for purchases of goods a 
minimum of once each week or at least four ( 4) trips each month. (Rural centers are required to 
provide transportation a minimum of twice monthly). 

4.4 .5 Honor special transportation requests from disabled participants who require special assistance. 

4.4.6 Assure that drivers obtain and maintain a valid Defensive Driving Certificate within sixty (60) 
days after employment and renewal of such certificate every three (3) years. 

V. Applicable Laws and Regulations 

5.1 Vendor shall comply with all applicable laws, rules, regulations and codes of the United States and the state of 
Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and County of 
Bexar in its perfomiance of all of the work under this Agreement. 

5.2 The Vendor understands that certain funds provided to it pursuant to this Agreement are funds which have been 
made available by the City and that it will , therefore, comply with all rules, regulations, policies, and procedures 
applicable to these funds as directed by the City. This section shall also incorporate and the Vendor agrees to 
abide by any and all future amendments or additions to such rules and regulations as they may be promulgated. 

5.3 The Vendor agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging and Disabilities 
(DADS), the Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S . 
Department of Agriculture. 

5.4 The Vendor shall adhere to AACOG policies and procedures, as they now exist or as they may subsequently be 
adopted, in all respects. A copy of said policies and procedures are attached hereto and incorporated herein as 
Attachment V. Vendor shall also adhere to Texas Administrative Code Title 40, Part I, Chapter 84, Rule 84.5, 
Nutrition Service Requirements, previously identified as Attachment III. 

5.5 The Vendor providing services under this Agreement shall operate fully in confomiance with all federal, state 
and local fire, health, safety, sanitation, and other standards prescribed in law or regulations. Such requirement 
shall also be passed to all sub-contractor/sub-vendors and subgrantees in the fulfillment of this Agreement. The 
Vendor assures that where the state or local jurisdictions require licensure for the provision of services, agencies 
providing such services shall be licensed. 

5.6 Vendor shall not engage in employment practices which have the effect of discriminating against any employee 
or applicant for employment, and, will take affinnative steps to ensure that applicants are employed and 
employees are treated during employment without regard to their race, color, religion, national origin, sex, age, 
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handicap, or political belief or affiliation. Additionally, Vendor agrees to abide by all applicable provisions of 
San Antonio City Code Section 2-8 , as amended. Also, Vendor certifies that it will comply fully with the 
following nondiscrimination , minimum wage and equal opportunity provisions, including but not limited to: 

(a) Title VII of the Civil Rights Act of 1964, as amended; 
(b) Section 504 of the Rehabilitation Act of 1973, as amended; 
(c) The Age Discrimination Act of 1975 , as amended; 
(d) Title IX of the Education Amendments of 1972, as amended; (Title 20 USC sections 1681-1688) 
(e) Fair Labor Standards Act of I 938, as amended; 
(f) Equal Pay Act of 1963, P.L. 88-38; and 
(g) All applicable regulations implementing the above laws. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.6. 1 The Vendor agrees not to hire or use in any capacity including as a volunteer any person that the 
Vendor receives notice from the City is ineligible to participate as an employee, volunteer or any 
other capacity in connection with the delivery of services under this Agreement. 

5.7 The Vendor certifies that it will provide a drug-free workplace in compliance with the Drug-Free Workplace 
Act of 1988 and the Drug-Free Workplace Rules established by the Texas Worker' s Compensation Commission 
effective April 17, 1991. Failure to comply with the above referenced law and regulations could subject the 
Vendor to suspension of payments, tem1ination of Agreement, and debam1ent and suspension actions. 

5.8 Vendor certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment, 
declared ineligible or voluntarily excluded from participation in any state or federal program. 

5.9 It is expressly understood and agreed by the City and Vendor that the City's obligations under this Agreement 
are contingent upon the actual receipt of adequate grant funds to meet City's liabilities hereunder. Jn the event 
that any disagreement or dispute should arise between the parties hereto pertaining to the interpretation or 
meaning of any part of this Agreement or its governing rules, regulations, laws, codes or ordinances, City, as 
the party ultimately responsible for all matters of compliance with Alamo Area Council of Governments and/or 
Citv o{San Antonio rules and regulations, shall have the final authority to render or secure an interpretation. 

5.10 Vendor agrees to comply with the following Small, Minority or Woman-owned Business Advocacy Policies: 

(a) Vendor is hereby advised that it is the policy of the City of San Antonio that Small, Minority or Woman­
owned Business Enterprises shall have the maximum practical opportunity to participate in the performance 
of public contracts. Vendor agrees to submit in writing to the City no later than six (6) months from the 
date of execution of this contract its policies regarding small, minority, or women-owned business policy 
regarding procurement, construction and professional service contracts. Vendor also agrees that Vendor 
will not discriminate against any individual or group on account of race, color, sex, age, religion, national 
origin or disability and will not engage in employment practices which have the effect of discriminating 
against employees or prospective employees because of race, color, religion, national origin, sex, age or 
disability. Vendor further agrees that Vendor will abide by all applicable tem1s and provisions of City's 
Non-Discrimination Policy, City's Small Business Economic Development Advocacy Policy and City's 
Equal Opportunity Affim1ative Action Policy, these policies being available in City's Department of 
Economic Development, and the City Clerk's Office. 

(b) The Vendor agrees to submit to the City a List of Subcontractors/Suppliers Fonn (the "List") for contracts 
between $25,000 to $200,000 or for contracts over $200,000, a Good Faith Eff011 Plan ("GFEP"), either of 
which indicates Vendor's utilization of Small , Minority and Woman-owned Business. If City approves the 
List or GFEP, and the City subsequently finds material deficiencies in any aspect of the List or GFEP, 
Vendor will be required to submit a written report to City's Department of Economic Development, 
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including a Supplemental List or Good Faith Effort Plan indicating efforts to resolve any deficiencies. A 
denied Supplemental List or Good Faith Effo11 Plan, by the City ' s Department of Economic Development, 
will constitute failure to satisfactorily resolve any deficiencies by the Vendor. Failure to obtain an 
approved List or Supplemental Good Faith Effort Plan, within ninety (90) days of initial denial shall 
constitute a default and result in $1,000.00 per day as liquidated damages for the default until all 
deficiencies are resolved. Failure to cure all deficiencies within another ninety (90) days of the date the 
amount of liquidated damages is initially assessed constitute a further (additional) condition of default by 
the Vendor and which can, at the option of the Director of the Managing City Department, result in 
forfeiture of the entirety of this Contract. 

(c) The Vendor shall submit to the City no later than six (6) months from the date of execution of this contract a 
report indicating the utilization of small, minority and women-owned businesses within its agency to the 
Managing City Department and the Department of Economic Development. 

5.11 Additionally, Vendor shall comply with the following: 

(a) Local Government Records Act of 1989 and the official record retention schedules found at 
http: //www. ts!. state. tx. us/slrn1/recordspubs/ gr.html 

(b) Government Code Chapter 552 pertaining to Texas Public lnfonnation Act found at 
http ://www.capi tol.state. tx. us/statutes/ go/ go00 55200toc.h tml 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.12The Vendor warrants that any and all taxes that the Vendor may be obligated for, including but not limited to, 
federal , state, and local taxes, fees, special assessments, federal and state payroll and income taxes, personal 
property, real estate, sales and franchise taxes, are current. and paid to the fullest extent liable as of the 
execution date of the Agreement. The Vendor shall comply with all applicable local, state, and federal laws 
including, but not limited to: 

(a) worker's compensation; 
(b) unemployment insurance; 
(c) timely deposits of payroll deductions ; 
(d) filing oflnfonnation on Tax Return fonn 990 or 990T, Quarterly Tax Return Forn1 941, W-2 's Forn1 1099 

on individuals who received compensation other than wages, such as car allowance, Forms 1099 and 1096 
for contract or consultant work, non-employee compensation, etc; 

(e) Occupational Safety and Health Act regulations; and 
(f) Employee Retirement Income Security Act of 1974, P.L. 93-406. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.13Vendor agrees to comply with the Americans with Disabilities Act P.L. 101-336, enacted July 26, 1990, and all 
regulations thereunder. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control , and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such forn1 as may be 
required by the Department of Community Initiatives, the Vendor shall furnish to the Department of 
Community Initiatives and AACOG , the Grantor of the grant funds, if applicable, such statements, records, 
data, and infonnation and permit the City and the Grantor of the grant funds , if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of agreement; issuance of 
payments may be discontinued by the City and legal remedy for the loss taken by the City. 
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6.2 The Vendor shall submit to the Department of Community Initiatives such reports as may be required by 
AACOG and/or City. 

6.3 Vendor agrees to maintain in confidence all information pertaining to the Project or other inforn1ation and 
materials prepared for, provided by, or obtained from City including, without limitation, reports, information, 
project evaluation, project designs. data, other related information (collectively, the "Confidential Information") 
and to use the Confidential Information for the sole purpose of performing its obligations pursuant to this 
Agreement. Vendor shall protect the Confidential Information and shall take all reasonable steps to prevent the 
unauthorized disclosure, dissemination , or publication of the Confidential Information. If disclosure is required 
(i) by law or (ii) by order of a governmental agency or court of competent jurisdiction, Vendor shall give the 
Director of the Department of Community Initiatives prior written notice that such disclosure is required with a 
full and complete description regarding such requirement. Vendor shall establish specific procedures designed 
to meet the obligations of this Article VI , Section 6.3, including, but not limited to execution of confidential 
disclosure agreements, regarding the Confidential Information with Vendor's employees and subcontractors 
prior to any disclosure of the Confidential Information. This Article VI, Section 6.3 shall not be construed to 
limit the City's or its authorized representatives' right of access to records or other information, confidential or 
otherwise, under this Agreement. Upon te1mination of this Agreement, Vendor shall return to City all copies of 
materials related to the Project/Projects, including the Confidential Inforn1ation. 

6.4 The Public Infonnation Act, Government Code Section 552.02 I, requires the City to make public infonnation 
available to the public. Under Government Code Section 552 .002(a), public inforn1ation means inforn1ation that 
is collected, assembled or maintained under a law or ordinance or in connection with the transaction of official 
business: 1) by a governmental body; or 2) for a governmental body and the governmental body owns the 
infonnation or has a right of access to it. Therefore, if Vendor receives inquiries regarding documents within its 
possession pursuant to this Agreement, Vendor shall within twenty-four (24) hours of receiving the requests 
forward such requests to City for disposition. If the requested inforn1ation is confidential pursuant to state or 
federal law, the Vendor shall submit to City the list of specific statutory authority mandating confidentiality no 
later than three (3) business days of Vendor's receipt of such request. 

6.5 In accordance with Texas law, Vendor acknowledges and agrees that all local government records as defined in 
Chapter 201 , Section 201.003 (8) of the Texas Local Government Code created or received in the transaction of 
official business or the creation or maintenance of which were paid for with public funds are declared to be 
public property and subject to the provisions of Chapter 201 of the Texas Local Government Code and 
Subchapter J, Chapter 441 of the Texas Government Code. Thus, Vendor agrees that no such local government 
records produced by or on the behalf of Vendor pursuant to this Agreement shall be the subject of any copyright 
or proprietary claim by Vendor. 

6.6 Vendor acknowledges and agrees that all local government records, as described herein, produced in the course 
of the work required by this Agreement, shall belong to and be the property of City and shall be made available 
to the City at any time. Vendor further agrees to turn over to City all such records upon termination of this 
Agreement. Vendor agrees that it shall not, under any circumstances, release any records created during the 
course of perforn1ance of the Agreement to any entity without the written pennission of the Director of the 
Department of Community Initiatives, unless required to do so by a court of competent jurisdiction. The 
Department of Community Initiatives shall be notified of such request as set forth in Article XIV, Section 14.1 
of this Agreement. 

6.7 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Vendor agrees to submit to such monitoring and evaluation. 

6.8 The Vendor shall give the City, AACOG , Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the state of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement term. Vendor shall include the substance of this provision in all subcontracts. 
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Vil. Termination 

7.1 Termination for Convenience - This Agreement may be terminated in whole or in part when the City determines 
that continuation of the Project would not produce beneficial results commensurate with the further expenditure 
of funds. Such tennination by City shall specify the date thereof, which date shall not be sooner than thirty (30) 
days following the date on which notice is sent. The Vendor shall also have the right to terminate this 
Agreement and specify the date thereof, which date shall not be sooner than the end of thirty (30) days 
following the day on which notice is sent. The Vendor shall be entitled to receive just and equitable 
compensation for any work satisfactorily completed prior to such termination date. The question of satisfactory 
completion of such work shall be determined by the City alone, and its decision shall be final. It is further 
expressly understood and agreed by the parties that Vendor's perfonnance upon which final payment is 
conditioned shall include, but not be limited to, the Vendor's complete and satisfactory perfomrnnce of its 
obligations for which final payment is sought. 

7.2 Tennination for Cause - Should the Vendor fail to fulfill , in a timely and proper manner, obligations under this 
Agreement to include perfomrnnce standards established by the City, or if this Vendor should violate any of the 
covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tem1inate this 
Agreement by sending written notice to the Vendor of such termination and specify the effective date thereof 
(which date shall not be sooner than the end of ten (10) days following the day on which such notice is sent). 
The Vendor shall be entitled to receive just and equitable compensation for any work satisfactorily completed 
prior to such termination date. The question of satisfactory completion of such work shall be determined by the 
City alone, and its decision shall be final. It is further expressly understood and agreed by the parties that 
Vendor's perfonnance upon which final payment is conditioned shall include, but not be limited to, the 
Vendor's complete and satisfactory perfom1ance, of its obligations for which final payment is sought. 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG, Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of Vendor or its sub-contractor/sub-vendors supported under provision of this Agreement, the City 
may elect to tenninate this Agreement upon ten (10) days written notice from the City to the Vendor. 

7.4 Notwithstanding the provisions set forth in sections 7.1, 7.2 and 7.3 of this Agreement, the Vendor shall not be 
relieved of liability to the City for damages sustained by the City by virtue of any breach of this Agreement, and 
the City may withhold funds otherwise due as damages. 

7 .5 In the event of tem1ination, final billings for units of services delivered pursuant to the Agreement will be 
submitted by the Vendor to the City of San Antonio within ten ( I 0) calendar days from the date of tem1ination. 
Vendor understands that no units of services delivered after the termination date will be reimbursed. 

7 .6 Vendor agrees and understands that City has projected costs for this Agreement and that City expects to pay all 
obligations of this Agreement from projected revenue sources, including AACOG grant agreement funds , but if 
the parties execute an agreement covering a multi-year period, then all obligations of City are subject to annual 
appropriation by the City Council in future years after the first year of the Agreement. Accordingly, if City 
shall fail to appropriate sums to pay any of City's obligations under the tenns of this Agreement, which results 
in the unavailability of funds, City may tem1inate this Agreement and neither Vendor nor City shall have any 
further obligations hereunder. Lack of funding is not and shall not be considered a breach of this Agreement. 

7.7 In the event that this Agreement is terminated, as provided above, the City or AACOG may require the Vendor 
to transfer title and deliver to the City or AACOG or to another authorized vendor, any property acquired by 
federal or state funds or assigned to the Vendor by the AACOG for the purpose of this Agreement. 

Vlll. Insurance 

8.1 Vendor agrees to comply with the following insurance provisions: 

(a) Vendor shall be responsible for insuring its employees and sub-recipients for Worker's Compensation or 
Alternative Plan. In no event will the City be required to maintain any insurance coverage for Vendor. If a 
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Worker's Compensation Policy is maintained, a copy of their insurance certificate shall be provided to City 
of San Antonio , Dept. of Community Initiatives. 

(b) Vendor shall be responsible for insuring its own Property, Equipment, Autos and Legal Liability. In no 
event will the City be required to maintain any insurance coverage for Vendor. In the event that Property, 
Autos, and Legal Liability (Commercial General Liability) policies are maintained, a copy of their 
insurance certificate and additional insured endorsement shall be provided to City of San Antonio , Dept. of 
Community Initiatives. 

IX. Indemnity 

9.1 VENDOR AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Vendor covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City and the 
elected officials, employees, officers, directors, volunteers, and representatives of the City, 
individually or collectively, from and against any and all costs, claims, liens, damages, losses, 
expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, liability and suits of 
any kind and nature, including but not limited to, personal or bodily injury, death and property 
damage, made upon the City and the elected officials, employees, officers, directors, volunteers, and 
representatives of the City, individually or collectively, directly or indirectly arising out of, resulting 
from or related to Vendor's activities under this Agreement, including any acts or omissions of 
VENDOR, any agent, officer, director, representative, employee, consultant or sub-contractor/sub­
vendor of Vendor, and their respective officers, agents, employees, directors and representatives 
while in the exercise of performance of the rights or duties under this Agreement, all without 
however, waiving any governmental immunity available to the CITY under Texas Law and without 
waiving any defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND 
AGREED THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, DEMANDS, 
CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART FROM THE 
NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, OFFICERS, 
DIREECTORS AND REPRESENTATIVES OF CITY, UNDER THIS AGREEMENT. The 
provisions of this INDEMNITY are solely for the benefit of the parties hereto and not intended to 
create or grant any rights, contractual or otherwise, to any other person or entity. Vendor shall 
promptly advise the City in writing of any claim or demand against the CITY or VENDOR known to 
Vendor related to or arising out of Vendor's activities under this AGREEMENT and shall see to the 
investigation of and defense of such claim or demand at Vendor's cost. The City shall have the right, 
at its option and at its own expense, to participate in such defense without relieving Vendor of any of 
its obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY provided for in 
this Section, is an INDEMNITY extended by Vendor to INDEMNIFY, PROTECT and HOLD 
HARMLESS, the City from the consequences of the CITY's OWN NEGLIGENCE, provided 
however, that the INDEMNITY provided for in this section SHALL APPLY only when the 
NEGLIGENT ACT of the City is a CONTRIBUTORY CAUSE of the resultant injury, death, or 
damage, and shall have no application when the negligent act of the City is the sole cause of the 
resultant injury, death, or damage. VENDOR further AGREES TO DEFEND, AT ITS OWN 
EXPENSE, and ON BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or 
litigation brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Legal Requirements 

I 0.1 The Vendor warrants that no person or selling agency or other organization has been employed or retained to 
solicit or secure this Agreement upon an agreement or understanding for a commission, percentage, brokerage, 
or contingent fee. For breach or violation of this warrant, the City shall have the right to terminate this 
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Agreement without liability or, at its discretion, to deduct from the Agreement or otherwise recover the full 
amount of such commission, percentage, brokerage, or contingent fee, or to seek such other remedies as legally 
may be available. 

I 0.2 No elected official , director, officer, agent or employee of City or Vendor shall be charged personally or held 
contractually liable by or to City or Vendor under any term or provision of this Agreement, or because of any 
breach thereof, or because of execution, approval , or attempted execution of this Agreement. 

XI. Amendments 

11. l Except when the terms of this Agreement expressly provide othenvise, any alterations additions or deletions to 
the terms hereof shall be by amendment in writing executed by both City and Vendor and evidenced by 
passage of a subsequent City ordinance, as to City's approval. 

XII. Subcontracting and Assignment 

12.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community lnitiatives. 

XIII. Independent Contractor 

13.1 In performance of obligations under this Agreement, the Vendor shall act as an independent contractor and not 
as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Vendor shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to City employees. 

XIV. Communication 

14.1 For purposes of this Agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail, postage prepaid, to the addresses set forth 
below: 

CITY 
Director 
Department of Community Initiatives 
Senior Services Division 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

Vendor 
Palacio de] Sol Apartments 
400 N. Frio 
San Antonio, Texas 78207 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. 

XV. Venue 

15. l Vendor and City agree that this Agreement shall be governed by and construed in accordance with the laws of 
the state of Texas. Any action or proceeding brought to enforce the tem1s of this Agreement or adjudicate any 
dispute arising out of this Agreement shall be bought in a court of competent jurisdiction in San Antonio, Bexar 
County, Texas. 
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XVI. Gender 

16.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural, unless the context otherwise requires. 

XVII. Licensing/Training 

17 .1 Vendor warrants and certifies that Vendor and any other person designated to provide services hereunder has 
the requisite training, license and/or certification to provide said services, and meets all competence standards 
promulgated by all other authoritative bodies, as applicable to the services provided herein. 

17.2Vendor shall ensure that the Center Manager is Food Manager Certified, as required under state and local law, 
within 90 days of hire, and that staff maintain certification. 

17.3The Vendor shall furnish all necessary personnel with professional classification, qualifications, skill and 
expertise required to perfom1 the services to be rendered and the responsibilities accepted pursuant to the 
activities conducted under this Agreement. The Vendor shall be responsible for completion of the services to be 
rendered in accordance with published service standards. The Vendor will provide all necessary supervision and 
coordination of activities that may be required to complete the services and fulfill all contractual obligations. 

XVIII. Obligations 

18 .1 The Project Office staff will provide monitoring, technical assistance, training, planning and evaluation with the 
Vendor and center personnel for the services specified in this Agreement as required by the Texas Department 
on Aging and Disability Services (DADS) guidelines and the Project Office. 

18.2The Project Office staff will detem1ine eligibility of all recipients and will ensure that at least 50% of the total 
individuals served in the Project will be persons with incomes at or below the poverty level threshold 
established by the Bureau of the Census, and that at least 50% of the total persons served will be in greatest 
social need. Vendor will refer all individuals requesting services to the Project Office for eligibility 
detem1ination. 

XIX. Authority to Contract 

19 .1 The signer of this Agreement for City and Vendor each represents, warrants, assures and guarantees that he has 
full legal authority to execute this Agreement on behalf of City and Vendor respectively, and to bind City and 
Vendor to all of the terms, conditions, provisions and obligations herein contained. 

XX. Emergency Management 

20.1 In the event of a disaster, whether man-made, natural , or of a civil defense nature, the Vendor will provide 
and/or coordinate appropriate resources to federal , state, or local disaster relief and may provide equipment and 
resources for the following activities: temporary shelter; nutrition services; food preparation; transportation; and 
volunteers. 

XXI. Entire Agreement 

21.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the terms and conditions agreed upon , and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

2 l.2lf any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal , state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
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the parties hereto that in lieu of each clause or prov1s1on of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in terms to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal, valid and enforceable. 

XXII. Acceptance of Agreement 

22.1 I the undersigned, certify that I have read and understand the terms of this Agreement and that the entity for 
which I execute this Agreement will abide by them. I further certify that I am authorized to sign for this Vendor. 

In witness of which this Agreement has been executed effective the ~-1--h day ofJ@l.LCO'\j , '}a)Y . 

CITY OF SAN ANTONIO: 

APPROVED AS TO FORM: 

Assistant City Attorney 

ATTACHMENTS : 

Attachment I-Project Roster 
Attachment II-Cash Handling Procedures 
Attachment III- Nutrition Service Requirements 

CONTRACTOR: 

(Name of Contractor) 

400 N. Frio 
(Street Address) 

San Antonio, TX 7820 7 
(City, State, Zip Code) 

Attachment IV- Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment V- AACOG Policies and Procedures 

13 



Document Cover Sheet 

I IIIIIII IIIIII Ill lllll lllll lllll lllll lllll lllll lllll lllll lllll llll llll 

CMS or Ordinance Number: CN4600006639 

TSLGRS File Code: 1000-25 

Document Title: 
CONT - Presa Community Center 
Comprehensive Nutrition Program 

Commencement Date: 
10/1/2007 

Expiration Date: 
9/30/2008 

Page 1 of 1 

1/29/2008 



STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

VENDOR AGREEMENT 

Contract# '-/~0()D"'1?1 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City''), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1104, passed and approved on October 18 , 2007 and Presa Senior Center (hereinafter 
refeITed to as "Vendor"). 

WITNESSETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project'') ; and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS, the City ' s Department of Community initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Vendor to carry out the Project at Presa Senior family Center, a nutrition 
center site (the "Center"); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Vendor shall provide, oversee, administer, and carry out all activities and services in a manner satisfactory 
to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV of this 
Agreement at the Center. 

1.2 ln consideration, the City shall reimburse Vendor on a fixed unit rate basis for meals served as described in 
Article IV of this Agreement at the fixed unit rate price of $1.72 for Congregate Site Management and $1.38 for 
Homebound Site Management. These fixed unit rates are the gross receipt amounts. 

1.3 The Vendor acknowledges that the City ' s obligation hereunder for payment in consideration of full and 
satisfactory perfonnance of activities described in this Agreement is limited to monies allocated from the 
General fund and received from AACOG program income, and any other originating funding source. 

1.4 Payment and financial transactions shall be as follows: 

(a) Reimbursement to the Vendor on a fixed unit rate price by the City's Department of Community Initiatives 
shall be made monthly upon receipt of billing from the Vendor. Vendor shall comply with the Project 
Roster Due Date schedule which is attached hereto and incorporated herein for all purposes as Attachment 
I; 

(b) The costs of goods purchased through the City of San Antonio's Central Purchasing (hereinafter referred to 
as "Central Purchasing") will be paid directly by the City and are included in the fixed unit rate for 
Congregate Site Management in Section 1.2 of this Agreement. The costs of goods purchased through 



Central Purchasing are not included in the fixed unit rate for Homebound Site Management in Section 1.2 
of this Agreement. 

1. The amount of nine cents ($0.09) per fixed unit , which is the estimated cost to the City of 
goods purchased through Central Purchasing per fixed unit, shall be withheld by the City 
from the reimbursements to Vendor for Congregate Site Management. 

11. If at the end of the fiscal year, the actual cost to the City of goods purchased through 
Central Purchasing is less than nine cents ($0.09) per fixed unit, then the City shall 
reimburse Vendor the amount that represents the difference between the amount withheld 
and the cost of the goods to the City. If at the end of the fiscal year, the actual cost to the 
City of goods purchased through Central Purchasing is greater than nine cents ($0.09) per 
fixed unit , then the City shall deduct, from the final payment to Vendor, the amount that 
represents the difference between the cost to the City of the goods and the amount withheld 
during the year. 

(c) All requests for payment shall be accompanied by documentation as may be required by the City's 
Department of Community Initiatives. 

i. The Vendor shall be reimbursed only for those meals served pursuant to this Agreement. 

(d) Vendor shall maintain an accounting system based on generally acceptable accounting principles which 
accurately reflects all costs chargeable (paid and unpaid) to the Project. Vendor shall maintain a Receipts 
and Disbursements Ledger. Vendor shall maintain a general ledger with an Income and Expense Account 
for each budgeted line item, and shall file paid invoices revealing check number, date paid and evidence of 
goods or services received according to the expense account to which they were charged. 

(e) The City shall not be obligated to any third parties including any sub-contractor/sub-vendors of the Vendor. 

(f) Notwithstanding any other remedy contained herein, or provided by law, the City may delay, suspend, 
limit, or cancel rights or privileges herein given the Vendor for failure to comply with the letter or spirit of 
this Agreement. Specifically, the City may withhold reimbursements in cases where it determines that the 
Vendor is not in compliance with this Agreement or has not obtained satisfactory accomplishment of 
projected program goals. All program income collected by Vendor during the grant period shall be 
forwarded to the City of San Antonio monthly in conjunction with the roster due dates as specified in 
Attachment I, and as stated in paragraph 1 .4 . herein. The Vendor shall comply with the provisions of the 
Department of Community Initiatives (DCI) Department Directive 35 entitled. CASH HANDLING 
PROCEDURES, DATED October l l. 2004 which is attached hereto and incorporated herein for all 
purposes as Attachment II. 

(g) The Vendor shall regularly administer its Project's accounting on an accrual basis which accurately reflects 
all costs incurred (paid and owed) by the Vendor and shall maintain separate accounting records on the 
Project and a separate bank checking account of Project funds. 

(h) Vendor costs or earnings under this Agreement may not be claimed under another agreement or grant. 

II. Recapture of Payments 

2.1 If the Vendor has failed to comply with the terms of this Agreement, which governs the use of monies 
appropriated under this Agreement, or if the Vendor has received funds in excess of those actually earned, the 
City may take appropriate action including the recapture of payment and/or withholding of funds. 

III. Agreement Period 

3.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October 1, 
2007 and shall terminate on September 30, 2008. 
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IV. Scope of Work/ Project Requirements 

4.1 The Vendor shall provide management for the Project at the Center and at a minimum offer the following 
services: transportation , outreach, escort, nutrition education, shopping assistance, recreation and physical 
fitness and a hot noon meal as prescribed in the Texas Administrative Code Title 40, Part 1, Chapter 84, Rule 
84.5 , Nutrition Service Requirements, which is attached hereto and incorporated herein for all purposes as 
Attachment III, and in the Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual), 
as revised, which is attached hereto and incorporated herein for all purposes as Attachment IV and other 
services that the Department of Community Initiatives deems appropriate. 

4.1.1 Regarding outreach services, the Vendor shall assist seniors with community social service 
information and referrals as needed. These outreach services shall include form and application 
preparation assistance as may be required for other community services such as Food Bank 
applications, utility assistance, and rental assistance. Additionally, the Vendor shall supervise and 
direct chauffeur services as needed in support of senior transportation. 

4.1.2 Vendor shall ensure that nutrition education classes are conducted a minimum of two times per 
calendar month for 15 minutes per class. 

4.1.3 The Vendor shall be responsible for safety and security at the Center during hours of operation in 
support of the Project. This shall include ensuring ADA compliance for individuals needing 
additional mobility assistance, and providing for supervision of Center custodians to ensure that 
the Center is clean and hazard free. 

4.1.4 The Vendor shall coordinate monthly workshops to disseminate information regarding issues 
germane to senior health, nutrition, and well-being; as well as, local, state, and federal issues of 
the day affecting seniors. Workshops may include such topics as food preparation and storage, 
fraud and crime prevention, elderly abuse, understanding current legislative initiatives, and health 
awareness such as diabetes, stroke, heart attack, stress awareness. Coordination shall include 
advance advertisement through announcements, bulletins, or flyers . Additionally, the Vendor 
shall provide staff support as needed for a successful workshop, including handing out 
presentation materials and ensuring an interpreter is on hand to accommodate Spanish and English 
speaking congregates. 

4.1.5 The Vendor shall encourage the formation and continuity of a Center Senior Advisory Council to 
solicit input and feedback from congregates on services provided or desired at the Center. 

4.1.6 The Vendor shall coordinate with its respective Project Office supervisor for consultation and 
technical assistance as needed in support of this Agreement. 

4.2 Vendor shall attend planning, training and instructional sessions conducted or called by the Project Office, as 
may be scheduled. 

4.2.1 The Vendor shall provide in-service training to all personnel relative to the perfomrnnce of this 
Agreement. The Vendor shall secure appropriate training and certification for all personnel 
delegated duties which require such specialized in-service training and/or certification. 

4.3 With regard to the serving of meals: 

4.3.1 The Vendor agrees to provide a projected total of 12,838 Congregate Meals and a projected total 
of 8,908 Homebound Meals per year. 

4.3.2 Serving: The serving of meals will conform to health standards prescribed by the San Antonio 
Metropolitan Health District (SAMHD). 

(a) The Vendor shall ensure that the meals are served within the prescribed time frames daily . 
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(b) The serving shall be in accordance with sanitary requirements as stipulated by the SAMHD 
and as specified by the approved Project menu. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Vendor shall insure that proper portion controls are established and used. City shall 
perfom1 periodic inspections to insure compliance by the Vendor with health codes, menu, 
and portion control. 

4.3.3 The Vendor shall be operational for a minimum of four (4) hours, from 10:00 a.m. to 2:00 p.m., 
five (5) days per week, Monday through Friday (including holidays) , 52 weeks a year. Deviation 
from this schedule may be pennitted by the Project Office with the understanding that meals will 
be served to the participants as per Part IV of this Agreement, and no less than 250 days during the 
Project year. Changes to accommodate special cultural and religious days will be made ten ( I 0) 
operational days in advance. Lost operational days will be scheduled for make-up within the 
succeeding seven (7) days. To ensure meals are served to participants no less than 250 days 
during each agreement year, Vendor shall close the Center no more than once per quarter, 
excluding City holidays. 

4.3.4 The Vendor shall ensure that someone certified by the American Red Cross in Standard First Aid 
is available in the Center during operational hours. 

4.3.5 Vendor shall utilize the City's established "Meal Reservation System." Under this system, all 
Vendors shall notify the Project Office by Friday at 2:00 PM, of the number of meals to be served 
at their site the following week. 

4.3 .6 The Vendor shall ensure that a meal fee, to recover the full cost of the meal , is collected from all 
persons who are not eligible for services. Meals may be provided to guests and others who are not 
eligible if the provision of this meal does not deprive an eligible person of a meal. The Vendor 
shall provide a voluntary opportunity for eligible participants to contribute to the cost of services 
while protecting the individual ' s privacy. The Vendor shall safeguard and account for such 
contributions as program income in accordance with the CNP Manual in Attachment IV. 

4.3.7 The Vendor shall allow the City to post a sign at Vendor's Center, which identifies the full cost of 
the services, the suggested eligible participant contribution, and a statement that services shall not 
be denied because the eligible participant cannot or will not contribute. 

4.3.8 In accordance with City Code Chapter 13 , Food and Food Handlers, Article XIII, Certification of 
Supervisory Personnel of Food Products Establishment and applicable state standards, as 
amended, Vendors shall ensure that food handlers are properly trained and certifed. 

4.3.9 Vendor shall ensure that all foods are maintained and transported to homes/sites at adequate 
temperatures at all times. Hot and cold foods shall be maintained at safe temperatures throughout 
transport. Food items shall be maintained at the temperatures identified below: 

• Hot Foods: 140 degrees Fahrenheit or higher 
• Cold Foods: 41 degrees Fahrenheit or lower 

4.3.10 Vendor shall ensure that the holding time for hot foods shall not exceed four (4) hours from the 
time when the food is taken from the equipment in which cooking or reheating is completed until 
it is served. The Meal Preparation Vendor shall clearly label on each container the time when the 
food was taken from the equipment in which cooking or reheating is completed. 
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4.4 Vendor agrees to transport the seniors in the Project to and from the Center during the hours set forth in 4.3 .3 of 
this Agreement and shall transport the seniors in the Project to special events and to scheduled Project Council 
meetings. Additionallv, the Vendor shall: 

4.4. 1 Ascertain that the operator of the vehicle is properly licensed to operate the vehicle described in 
this Agreement; that the vehicle is clean and maintained at all times in excellent mechanical 
condition; and that the operator presents a good appearance, observes normal courtesies and 
rigidly adheres to safe driving and operational practices. 

4.4.2 Assure that the operator of the vehicle carry and have on hand at all times emergency equipment 
(fire extinguisher and first aid kit). This emergency equipment must be maintained in good, 
operable, and usable condition at all times. 

4.4.3 Assure that the operator of the vehicle maintains a list of participants for pick-up and a copy of the 
list is filed monthly with the Project Office. 

4.4.4 Assure that transportation is provided for participants to shopping centers for purchases of goods a 
minimum of once each week or at least four (4) trips each month. (Rural centers are required to 
provide transportation a minimum of twice monthly). 

4.4.5 Honor special transportation requests from disabled participants who require special assistance. 

4.4.6 Assure that drivers obtain and maintain a valid Defensive Driving Certificate within sixty (60) 
days after employment and renewal of such certificate every three (3) years. 

V. Applicable Laws and Regulations 

5.1 Vendor shall comply with all applicable laws, rules, regulations and codes of the United States and the state of 
Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and County of 
Bexar in its perfomrnnce of all of the work under this Agreement. 

5.2 The Vendor understands that certain funds provided to it pursuant to this Agreement are funds which have been 
made available by the City and that it will , therefore, comply with all rules, regulations, policies, and procedures 
applicable to these funds as directed by the City. This section shall also incorporate and the Vendor agrees to 
abide by any and all future amendments or additions to such rules and regulations as they may be promulgated. 

5.3 The Vendor agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging and Disabilities 
(DADS), the Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S . 
Depa11ment of Agriculture. 

5.4 The Vendor shall adhere to AACOG policies and procedures, as they now exist or as they may subsequently be 
adopted, in all respects. A copy of said policies and procedures are attached hereto and incorporated herein as 
Attachment V. Vendor shall also adhere to Texas Administrative Code Title 40, Part I, Chapter 84, Rule 84.5, 
Nutrition Service Requirements, previously identified as Attachment III. 

5.5 The Vendor providing services under this Agreement shall operate fully in conformance with all federal, state 
and local fire, health, safety, sanitation, and other standards prescribed in law or regulations. Such requirement 
shall also be passed to all sub-contractor/sub-vendors and subgrantees in the fulfillment of this Agreement. The 
Vendor assures that where the state or local jurisdictions require licensure for the provision of services, agencies 
providing such services shall be licensed. 

5.6 Vendor shall not engage in employment practices which have the effect of discriminating against any employee 
or applicant for employment, and, will take affirmative steps to ensure that applicants are employed and 
employees are treated during employment without regard to their race, color, religion, national origin, sex, age, 

5 



handicap, or political belief or affiliation. Additionally, Vendor agrees to abide by all applicable provisions of 
San Antonio City Code Section 2-8, as amended. Also, Vendor certifies that it will comply fully with the 
following nondiscrimination, minimum wage and equal opportunity provisions, including but not limited to: 

(a) Title Vil of the Civil Rights Act of 1964, as amended; 
(b) Section 504 of the Rehabilitation Act of 197 3, as amended; 
(c) The Age Discrimination Act of 1975, as amended; 
(d) Title IX of the Education Amendments of 1972, as amended; (Title 20 USC sections 1681-1688) 
(e) Fair labor Standards Act of 1938, as amended; 
(f) Equal Pay Act of 1963, P.l. 88-38 ; and 
(g) All applicable regulations implementing the above laws. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.6.1 The Vendor agrees not to hire or use in any capacity including as a volunteer any person that the 
Vendor receives notice from the City is ineligible to participate as an employee, volunteer or any 
other capacity in connection with the delivery of services under this Agreement. 

5. 7 The Vendor certifies that it will provide a drug-free workplace in compliance with the Drug-Free Workplace 
Act of 1988 and the Drug-Free Workplace Rules established by the Texas Worker's Compensation Commission 
effective April 17, 1991. Failure to comply with the above referenced law and regulations could subject the 
Vendor to suspension of payments, tennination of Agreement, and debarment and suspension actions. 

5.8 Vendor certifies that neither it nor its principals are presently debmTed, suspended, proposed for debarment, 
declared ineligible or voluntarily excluded from participation in any state or federal program. 

5.9 It is expressly understood and agreed by the City and Vendor that the City's obligations under this Agreement 
are contingent upon the actual receipt of adequate grant funds to meet City's liabilities hereunder. In the event 
that any disagreement or dispute should arise between the parties hereto pertaining to the interpretation or 
meaning of any part of this Agreement or its governing rules, regulations, laws, codes or ordinances, City. as 
the party ultimately responsible for all matters of compliance with Alamo Area Council of Governments and/or 
Citv o{San Antonio rules and regulations, shall have the final authority to render or secure an interpretation. 

5.10 Vendor agrees to comply with the following Small , Minority or Woman-owned Business Advocacy Policies: 

(a) Vendor is hereby advised that it is the policy of the City of San Antonio that Small, Minority or Woman­
owned Business Enterprises shall have the maximum practical opportunity to participate in the performance 
of public contracts . Vendor agrees to submit in writing to the City no later than six (6) months from the 
date of execution of this contract its policies regarding small, minority, or women-owned business policy 
regarding procurement, construction and professional service contracts. Vendor also agrees that Vendor 
will not discriminate against any individual or group on account of race, color, sex, age, religion, national 
origin or disability and will not engage in employment practices which have the effect of discriminating 
against employees or prospective employees because of race, color, religion, national origin , sex, age or 
disability. Vendor further agrees that Vendor will abide by all applicable tenns and provisions of City 's 
Non-Discrimination Policy, City 's Small Business Economic Development Advocacy Policy and City's 
Equal Opportunity Affirmative Action Policy, these policies being available in City' s Department of 
Economic Development, and the City Clerk 's Office. 

(b) The Vendor agrees to submit to the City a List of Subcontractors/Suppliers Fonn (the "list") for contracts 
between $25,000 to $200,000 or for contracts over $200,000, a Good Faith Effort Plan ("GFEP"), either of 
which indicates Vendor's utilization of Small, Minority and Woman-owned Business. If City approves the 
list or GFEP, and the City subsequently finds material deficiencies in any aspect of the List or GFEP, 
Vendor will be required to submit a written report to City's Department of Economic Development, 
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including a Supplemental List or Good Faith Effort Plan indicating efforts to resolve any deficiencies. A 
denied Supplemental List or Good Faith Effort Plan, by the City's Department of Economic Development, 
will constitute failure to satisfactorily resolve any deficiencies by the Vendor. Failure to obtain an 
approved List or Supplemental Good Faith Effort Plan, within ninety (90) days of initial denial shall 
constitute a default and result in $1.000 .00 per day as liquidated damages for the default until all 
deficiencies are resolved. Failure to cure all deficiencies within another ninety (90) days of the date the 
amount of liquidated damages is initially assessed constitute a further (additional) condition of default by 
the Vendor and which can, at the option of the Director of the Managing City Department, result in 
forfeiture of the entirety of this Contract. 

(c) The Vendor shall submit to the City no later than six (6) months from the date of execution of this contract a 
report indicating the utilization of small, minority and women-owned businesses within its agency to the 
Managing City Department and the Department of Economic Development. 

5. 11 Additionally, Vendor shall comply with the following : 

(a) Local Government Records Act of 1989 and the official record retention schedules found at 
http: //www. ts!. state. tx . us/slrm/recordspubs/ gr. htm I 

(b) Government Code Chapter 552 pertaining to Texas Public Infomrntion Act found at 
http: //www.capitol.state. tx . us/statutes/go/ go00 5 5200toc.html 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.12The Vendor warrants that any and all taxes that the Vendor may be obligated for, including but not limited to, 
federal , state, and local taxes, fees, special assessments, federal and state payroll and income taxes, personal 
property, real estate, sales and franchise taxes, are current, and paid to the fullest extent liable as of the 
execution date of the Agreement. The Vendor shall comply with all applicable local, state, and federal laws 
including, but not limited to: 

(a) worker ' s compensation; 
(b) unemployment insurance; 
(c) timely deposits of payroll deductions; 
(d) filing oflnfonnation on Tax Return fonn 990 or 990T, Quarterly Tax Return Form 941 , W-2's Fo1111 1099 

on individuals who received compensation other than wages, such as car allowance, Fonns I 099 and I 096 
for contract or consultant work, non-employee compensation, etc; 

(e) Occupational Safety and Health Act regulations; and 
(f) Employee Retirement Income Security Act of 1974, P.L. 93-406. 

Vendor agrees to abide by any and a ll future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.13 Vendor agrees to comply with the Americans with Disabilities Act P.L. l 0 1-336, enacted July 26, 1990, and all 
regulations thereunder. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control, and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such fonn as may be 
required by the Department of Community Initiatives, the Vendor shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds , if applicable, such statements, records, 
data, and infomrntion and permit the City and the Grantor of the grant funds , if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement . Failure to comply with these requirements shall constitute a breach of agreement; issuance of 
payments may be discontinued by the City and legal remedy for the loss taken by the City. 
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6.2 The Vendor shall submit to the Department of Community Initiatives such reports as may be required by 
AACOG and/or City. 

6.3 Vendor agrees to maintain in confidence all inforn1ation pertaining to the Project or other infonnation and 
materials prepared for, provided by, or obtained from City including, without limitation, rep011s, information, 
project evaluation, project designs, data, other related inforniation ( collectively, the "Confidential Inforniation") 
and to use the Confidential Inforniation for the sole purpose of performing its obligations pursuant to this 
Agreement. Vendor shall protect the Confidential Inforniation and shall take all reasonable steps to prevent the 
unauthorized disclosure, dissemination, or publication of the Confidential Information. If disclosure is required 
(i) by law or (ii) by order of a governmental agency or court of competent jurisdiction, Vendor shall give the 
Director of the Department of Community Initiatives prior written notice that such disclosure is required with a 
full and complete description regarding such requirement. Vendor shall establish specific procedures designed 
to meet the obligations of this Article VI, Section 6.3, including, but not limited to execution of confidential 
disclosure agreements, regarding the Confidential Infonnation with Vendor's employees and subcontractors 
prior to any disclosure of the Confidential Information. This Article VI, Section 6.3 shall not be construed to 
limit the City's or its authorized representatives' right of access to records or other information, confidential or 
otherwise, under this Agreement. Upon tennination of this Agreement, Vendor shall return to City all copies of 
materials related to the Project/Projects, including the Confidential Information. 

6.4 The Public Information Act, Government Code Section 552.021, requires the City to make public infom1ation 
available to the public. Under Government Code Section 552 .002(a), public inforniation means infomiation that 
is collected, assembled or maintained under a law or ordinance or in connection with the transaction of official 
business: 1) by a governmental body; or 2) for a governmental body and the governmental body owns the 
infonnation or has a right of access to it. Therefore, if Vendor receives inquiries regarding documents within its 
possession pursuant to this Agreement, Vendor shall within twenty-four (24) hours of receiving the requests 
forward such requests to City for disposition. If the requested infom1ation is confidential pursuant to state or 
federal law, the Vendor shall submit to City the list of specific statutory authority mandating confidentiality no 
later than three (3) business days of Vendor's receipt of such request. 

6.5 In accordance with Texas law, Vendor acknowledges and agrees that all local government records as defined in 
Chapter 20 l , Section 201.003 (8) of the Texas Local Government Code created or received in the transaction of 
official business or the creation or maintenance of which were paid for with public funds are declared to be 
public property and subject to the provisions of Chapter 201 of the Texas Local Government Code and 
Subchapter J, Chapter 441 of the Texas Government Code. Thus, Vendor agrees that no such local government 
records produced by or on the behalf of Vendor pursuant to this Agreement shall be the subject of any copyright 
or proprietary claim by Vendor. 

6.6 Vendor acknowledges and agrees that all local government records, as described herein, produced in the course 
of the work required by this Agreement, shall belong to and be the property of City and shall be made available 
to the City at any time. Vendor further agrees to tum over to City all such records upon tennination of this 
Agreement. Vendor agrees that it shall not, under any circumstances, release any records created during the 
course of performance of the Agreement to any entity without the written pennission of the Director of the 
Department of Community Initiatives, unless required to do so by a court of competent jurisdiction. The 
Department of Community Initiatives shall be notified of such request as set forth in Article XIV, Section 14.1 
of this Agreement. 

6.7 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Vendor agrees to submit to such monitoring and evaluation. 

6.8 The Vendor shall give the City, AACOG, Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the state of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement tenn. Vendor shall include the substance of this provision in all subcontracts. 
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VII. Termination 

7. I Tennination for Convenience - This Agreement may be tenninated in whole or in part when the City determines 
that continuation of the Project would not produce beneficial results commensurate with the further expenditure 
of funds. Such tem1ination by City shall specify the date thereof, which date shall not be sooner than thirty (30) 
days foll owing the date on which notice is sent. The Vendor shall also have the right to terminate this 
Agreement and specify the date thereof, which date shall not be sooner than the end of thirty (30) days 
following the day on which notice is sent. The Vendor shall be entitled to receive just and equitable 
compensation for any work satisfactorily completed prior to such tennination date. The question of satisfactory 
completion of such work shall be detem1ined by the City alone, and its decision shall be final. It is further 
expressly understood and agreed by the parties that Vendor' s performance upon which final payment is 
conditioned shall include, but not be limited to, the Vendor's complete and satisfactory perfomrnnce of its 
obligations for which final payment is sought. 

7.2 Tem1ination for Cause - Should the Vendor fail to fulfill, in a timely and proper manner, obligations under this 
Agreement to include perfomrnnce standards established by the City, or if this Vendor should violate any of the 
covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tem1inate this 
Agreement by sending written notice to the Vendor of such ten11ination and specify the effective date thereof 
(which date shall not be sooner than the end of ten (10) days following the day on which such notice is sent). 
The Vendor shall be entitled to receive just and equitable compensation for any work satisfactorily completed 
prior to such tennination date. The question of satisfactory completion of such work shall be detem1ined by the 
City alone, and its decision shall be final. It is further expressly understood and agreed by the parties that 
Vendor ' s perfom1ance upon which final payment is conditioned shall include, but not be limited to, the 
Vendor 's complete and satisfactory perfonnance, of its obligations for which final payment is sought. 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG, Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of Vendor or its sub-contractor/sub-vendors supported under provision of this Agreement, the City 
may elect to tem1inate this Agreement upon ten ( I 0) days written notice from the City to the Vendor. 

7.4 Notwithstanding the provisions set forth in sections 7.1 , 7.2 and 7.3 of this Agreement, the Vendor shall not be 
relieved of liability to the City for damages sustained by the City by virtue of any breach of this Agreement, and 
the City may withhold funds otherwise due as damages. 

7.5 In the event of te1mination, final billings for units of services delivered pursuant to the Agreement will be 
submitted by the Vendor to the City of San Antonio within ten ( 10) calendar days from the date of termination. 
Vendor understands that no units of services delivered after the tem1ination date will be reimbursed. 

7.6 Vendor agrees and understands that City has projected costs for this Agreement and that City expects to pay all 
obligations of this Agreement from projected revenue sources, including AACOG grant agreement funds , but if 
the parties execute an agreement covering a multi-year period. then all obligations of City are subject to annual 
appropriation by the City Council in future years after the first year of the Agreement. Accordingly, if City 
shall fail to appropriate sums to pay any of City's obligations under the tem1s of this Agreement, which results 
in the unavailability of funds, City may terminate this Agreement and neither Vendor nor City shall have any 
further obligations hereunder. Lack of funding is not and shall not be considered a breach of this Agreement. 

7.7 In the event that this Agreement is tenninated, as provided above, the City or AACOG may require the Vendor 
to transfer title and deliver to the City or AACOG or to another authorized vendor, any property acquired by 
federal or state funds or assigned to the Vendor by the AACOG for the purpose of this Agreement. 

VIII. Insurance 

8.1 Vendor agrees to comply with the following insurance provisions: 

(a) Vendor shall be responsible for insuring its employees and sub-recipients for Worker's Compensation or 
Alternative Plan. In no event will the City be required to maintain any insurance coverage for Vendor. If a 
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Worker's Compensation Policy is maintained, a copy of their insurance certificate shall be provided to City 
of San Antonio, Dept. of Community Initiatives. 

(b) Vendor shall be responsible for insuring its own Property, Equipment, Autos and Legal Liability. In no 
event will the City be required to maintain any insurance coverage for Vendor. In the event that Property, 
Autos, and Legal Liability (Commercial General Liability) policies are maintained, a copy of their 
insurance certificate and additional insured endorsement shall be provided to City of San Antonio, Dept. of 
Community Initiatives. 

IX. Indemnity 

9.1 VENDOR AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Vendor covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City and the 
elected officials, employees, officers, directors, volunteers, and representatives of the City, 
individually or collectively, from and against any and all costs, claims, liens, damages, losses, 
expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, liability and suits of 
any kind and nature, including but not limited to, personal or bodily injury, death and property 
damage, made upon the City and the elected officials, employees, officers, directors, volunteers, and 
representatives of the City, individually or collectively, directly or indirectly arising out of, resulting 
from or related to Vendor's activities under this Agreement, including any acts or omissions of 
VENDOR, any agent, officer, director, representative, employee, consultant or sub-contractor/sub­
vendor of Vendor, and their respective officers, agents, employees, directors and representatives 
while in the exercise of performance of the rights or duties under this Agreement, all without 
however, waiving any governmental immunity available to the CITY under Texas Law and without 
waiving any defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND 
AGREED THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, DEMANDS, 
CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART FROM THE 
NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, OFFICERS, 
DIREECTORS AND REPRESENTATIVES OF CITY, UNDER THIS AGREEMENT. The 
provisions of this INDEMNITY are solely for the benefit of the parties hereto and not intended to 
create or grant any rights, contractual or otherwise, to any other person or entity. Vendor shall 
promptly advise the City in writing of any claim or demand against the CITY or VENDOR known to 
Vendor related to or arising out of Vendor's activities under this AGREEMENT and shall see to the 
investigation of and defense of such claim or demand at Vendor's cost. The City shall have the right, 
at its option and at its own expense, to participate in such defense without relieving Vendor of any of 
its obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY provided for in 
this Section, is an INDEMNITY extended by Vendor to INDEMNIFY, PROTECT and HOLD 
HARMLESS, the City from the consequences of the CITY's OWN NEGLIGENCE, provided 
however, that the INDEMNITY provided for in this section SHALL APPLY only when the 
NEGLIGENT ACT of the City is a CONTRIBUTORY CAUSE of the resultant injury, death, or 
damage, and shall have no application when the negligent act of the City is the sole cause of the 
resultant injury, death, or damage. VENDOR further AGREES TO DEFEND, AT lTS OWN 
EXPENSE, and ON BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or 
litigation brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Legal Requirements 

10.1 The Vendor warrants that no person or selling agency or other organization has been employed or retained to 
solicit or secure this Agreement upon an agreement or understanding for a commission, percentage, brokerage, 
or contingent fee. For breach or violation of this warrant, the City shall have the right to tem1inate this 
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Agreement without liability or, at its discretion, to deduct from the Agreement or otherwise recover the full 
amount of such commission, percentage, brokerage, or contingent fee, or to seek such other remedies as legally 
may be available. 

I 0.2 No elected official , director, officer, agent or employee of City or Vendor shall be charged personally or held 
contractually liable by or to City or Vendor under any tem1 or provision of this Agreement, or because of any 
breach thereof, or because of execution, approval , or attempted execution of this Agreement. 

XI. Amendments 

11.1 Except when the terms of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the tem1s hereof shall be by amendment in writing executed by both City and Vendor and evidenced by 
passage of a subsequent City ordinance, as to City's approval. 

XII. Subcontracting and Assignment 

12.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

XIII. Independent Contractor 

13.1 In perfomrnnce of obligations under this Agreement, the Vendor shall act as an independent contractor and not 
as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Vendor shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to City employees. 

XIV. Communication 

14.1 For purposes of this Agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail , postage prepaid, to the addresses set fo1ih 
below: 

CITY 
Director 
Department of Community Initiatives 
Senior Services Division 
2300 W. Commerce, Suite 203 
San Antonio , Texas 78207 

Vendor 
Presa Senior Center 
3721 S. Presa St. 
San Antonio, Texas 78210 

Notices of changes of address by either party must be made in writing delivered to the other party 's last known 
address within five (5) business days of the change. 

XV. Venue 

15.1 Vendor and City agree that this Agreement shall be governed by and construed in accordance with the laws of 
the state of Texas. Any action or proceeding brought to enforce the tem1s of this Agreement or adjudicate any 
dispute arising out of this Agreement shall be bought in a court of competent jurisdiction in San Antonio, Bexar 
County, Texas. 
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XVI. Gender 

16.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural , unless the context otherwise requires. 

XVII. Licensing/Training 

17.1 Vendor warrants and certifies that Vendor and any other person designated to provide services hereunder has 
the requisite training, license and/or certification to provide said services, and meets all competence standards 
promulgated by all other authoritative bodies, as applicable to the services provided herein. 

l7.2Vendor shall ensure that the Center Manager is Food Manager Certified, as required under state and local law, 
within 90 days of hire, and that staff maintain certification. 

l 7.3The Vendor shall furnish all necessary personnel with professional classification, qualifications, skill and 
expertise required to perform the services to be rendered and the responsibilities accepted pursuant to the 
activities conducted under this Agreement. The Vendor shall be responsible for completion of the services to be 
rendered in accordance with published service standards. The Vendor will provide all necessary supervision and 
coordination of activities that may be required to complete the services and fulfill all contractual obligations. 

XVIJI. Obligations 

18.1 The Project Office staff will provide monitoring, technical assistance, training, planning and evaluation with the 
Vendor and center personnel for the services specified in this Agreement as required by the Texas Department 
on Aging and Disability Services (DADS) guidelines and the Project Office. 

18.2The Project Office staff will detem1ine eligibility of all recipients and will ensure that at least 50% of the total 
individuals served in the Project will be persons with incomes at or below the poverty level threshold 
established by the Bureau of the Census, and that at least 50% of the total persons served will be in greatest 
social need. Vendor will refer all individuals requesting services to the Project Office for eligibility 
dete1mination. 

XIX. Authority to Contract 

19.1 The signer of this Agreement for City and Vendor each represents, warrants, assures and guarantees that he has 
full legal authority to execute this Agreement on behalf of City and Vendor respectively, and to bind City and 
Vendor to all of the tem1s, conditions, provisions and obligations herein contained. 

XX. Emergency Management 

20.1 In the event of a disaster, whether man-made, natural , or of a civil defense nature, the Vendor will provide 
and/or coordinate appropriate resources to federal , state, or local disaster relief and may provide equipment and 
resources for the following activities: temporary shelter; nutrition services; food preparation; transportation; and 
volunteers. 

XXI. Entire Agreement 

21.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the terms and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

21.2 If any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal, state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
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the parties hereto that in lieu of each clause or prov1s1on of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in tem1s to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal, valid and enforceable. 

XXII. Acceptance of Agreement 

22.1 I the undersigned, certify that I have read and understand the terms of this Agreement and that the entity for 
which I execute this Agreement will abide by them . I further certify that I am authorized to sign for this Vendor. 

In witness of which this Agreement has been executed effective the~ day ofJ lU).~, _<}f::ttj. 

CITY OF SAN ANTONIO: 

APPROVED AS TO FORM: 

ATTACHMENTS: 

Attachment I-Project Roster 
Attachment II-Cash Handling Procedures 
Attachment IJI- Nutrition Service Requirements 

CONTRACTOR: 

Presa Senior Center 
(Name of Contractor) 

3 721 S. Presa St. 
(Street Address) 

San Antonio, TX 78210 
(City, State, Zip Code) 

Attachment IV- Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment V- AACOG Policies and Procedures 
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STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

VENDOR AGREEMENT 

Contract #lft()OtJOl,l,i./ .3 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City") , a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1 l 04, passed and approved on October 18, 2007 and Somerset Senior Center (hereinafter 
referred to as "Vend or"). 

WITNESSETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS, the City ' s Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Vendor to carry out the Project at Somerset Senior Family Center, a 
nutrition center site (the "Center"); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Vendor shall provide, oversee, administer, and carry out all activities and services in a manner satisfactory 
to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV of this 
Agreement at the Center. 

1.2 In consideration, the City shall reimburse Vendor on a fixed unit rate basis for meals served as described in 
Article IV of this Agreement at the fixed unit rate price of $1.72 for Congregate Site Management and $1 .38 for 
Homebound Site Management. These fixed unit rates are the gross receipt amounts. 

1.3 The Vendor acknowledges that the City's obligation hereunder for payment in consideration of full and 
satisfactory performance of activities described in this Agreement is limited to monies allocated from the 
General Fund and received from AACOG program income, and any other originating funding source. 

1.4 Payment and financial transactions shall be as follows: 

(a) Reimbursement to the Vendor on a fixed unit rate price by the City's Department of Community Initiatives 
shall be made monthly upon receipt of billing from the Vendor. Vendor shall comply with the Project 
Roster Due Date schedule which is attached hereto and incorporated herein for all purposes as Attachment 
I; 

(b) The costs of goods purchased through the City of San Antonio's Central Purchasing (hereinafter referred to 
as "Central Purchasing") will be paid directly by the City and are included in the fixed unit rate for 
Congregate Site Management in Section 1.2 of this Agreement. The costs of goods purchased through 



Central Purchasing are not included in the fixed unit rate for Homebound Site Management in Sect ion 1.2 
of this Agreement. 

1. The amount of nine cents ($0.09) per fixed unit, which is the estimated cost to the City of 
goods purchased through Central Purchasing per fixed unit, shall be withheld by the City 
from the reimbursements to Vendor for Congregate Site Management. 

11. If at the end of the fiscal year, the actual cost to the City of goods purchased through 
Central Purchasing is less than nine cents ($0.09) per fixed unit, then the City shall 
reimburse Vendor the amount that represents the difference between the amount withheld 
and the cost of the goods to the City. If at the end of the fiscal year, the actual cost to the 
City of goods purchased through Central Purchasing is greater than nine cents ($0.09) per 
fixed unit, then the City shall deduct, from the final payment to Vendor, the amount that 
represents the difference between the cost to the City of the goods and the amount withheld 
during the year. 

(c) All requests for payment shall be accompanied by documentation as may be required by the City's 
Department of Community Initiatives. 

i. The Vendor shall be reimbursed only for those meals served pursuant to this Agreement. 

(d) Vendor shall maintain an accounting system based on generally acceptable accounting principles which 
accurately reflects all costs chargeable (paid and unpaid) to the Project. Vendor shall maintain a Receipts 
and Disbursements Ledger. Vendor shall maintain a general ledger with an Income and Expense Account 
for each budgeted line item, and shall file paid invoices revealing check number, date paid and evidence of 
goods or services received according to the expense account to which they were charged. 

(e) The City shall not be obligated to any third parties including any sub-contractor/sub-vendors of the Vendor. 

(f) Notwithstanding any other remedy contained herein, or provided by law, the City may delay, suspend, 
limit, or cancel rights or privileges herein given the Vendor for failure to comply with the letter or spirit of 
this Agreement. Specifically, the City may withhold reimbursements in cases where it determines that the 
Vendor is not in compliance with this Agreement or has not obtained satisfactory accomplishment of 
projected program goals. All program income collected by Vendor during the grant period shall be 
forwarded to the City of San Antonio monthly in conjunction with the roster due dates as specified in 
Attachment I, and as stated in paragraph 1.4. herein. The Vendor shall comply with the provisions of the 
Department of Community Ini tiatives (DCI) Department Directive 35 entitled, CASH HANDLING 
PROCEDURES, DA TED October 11, 2004 which is attached hereto and incorporated herein for all 
purposes as Attachment II. 

(g) The Vendor shall regularly administer its Project's accounting on an accrual basis which accurately reflects 
all costs incurred (paid and owed) by the Vendor and shall maintain separate accounting records on the 
Project and a separate bank checking account of Project funds. 

(h) Vendor costs or earnings under this Agreement may not be claimed under another agreement or grant. 

II. Recapture of Payments 

2.1 If the Vendor has failed to comply with the tenns of this Agreement, which governs the use of monies 
appropriated under this Agreement, or if the Vendor has received funds in excess of those actually earned, the 
City may take appropriate action including the recapture of payment and/or withholding of funds. 

Ill. Agreement Period 

3.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October 1, 
2007 and shall terminate on September 30, 2008 . 
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IV. Scope of Work/ Project Requirements 

4.1 The Vendor shall provide management for the Project at the Center and at a minimum offer the following 
services: transportation, outreach, escort, nutrition education, shopping assistance, recreation and physical 
fitness and a hot noon meal as prescribed in the Texas Administrative Code Tille 40, Part I, Chapter 84, Rule 
84 .5, Nutrition Service Requirements, which is attached hereto and incorporated herein for all purposes as 
Attachment III, and in the Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) , 
as revised, which is attached hereto and incorporated herein for all purposes as Attachment IV and other 
services that the Department of Community Initiatives deems appropriate. 

4.1.1 Regarding outreach services, the Vendor shall assist seniors with community social service 
information and referrals as needed. These outreach services shall include fom1 and application 
preparation assistance as may be required for other community services such as Food Bank 
applications, utility assistance, and rental assistance. Additionally, the Vendor shall supervise and 
direct chauffeur services as needed in support of senior transportation. 

4.1 .2 Vendor shall ensure that nutrition education classes are conducted a minimum of two times per 
calendar month for 15 minutes per class. 

4.1.3 The Vendor shall be responsible for safety and security at the Center during hours of operation in 
support of the Project. This shall include ensuring ADA compliance for individuals needing 
additional mobility assistance, and providing for supervision of Center custodians to ensure that 
the Center is clean and hazard free. 

4.1.4 The Vendor shall coordinate monthly workshops to disseminate information regarding issues 
germane to senior health, nutrition, and well-being; as well as, local, state, and federal issues of 
the day affecting seniors. Workshops may include such topics as food preparation and storage, 
fraud and crime prevention, elderly abuse, understanding current legislative initiatives, and health 
awareness such as diabetes, stroke, heart attack, stress awareness. Coordination shall include 
advance advertisement through announcements, bulletins, or flyers. Additionally, the Vendor 
shall provide staff support as needed for a successful workshop, including handing out 
presentation materials and ensuring an interpreter is on hand to accommodate Spanish and English 
speaking congregates. 

4.1.5 The Vendor shall encourage the formation and continuity of a Center Senior Advisory Council to 
solicit input and feedback from congregates on services provided or desired at the Center. 

4.1.6 The Vendor shall coordinate with its respective Project Office supervisor for consultation and 
technical assistance as needed in support of this Agreement. 

4.2 Vendor shall attend planning, training and instructional sessions conducted or called by the Project Office, as 
may be scheduled. 

4.2.1 The Vendor shall provide in-service training to all persom1el relative to the performance of this 
Agreement. The Vendor shall secure appropriate training and certification for all personnel 
delegated duties which require such specialized in-service training and/or certification. 

4.3 With regard to the serving of meals: 

4.3.1 The Vendor agrees to provide a projected total of 8,384 Congregate Meals and a projected total of 
3,668 Homebound Meals per year. 

4.3.2 Serving: The serving of meals will conform to health standards prescribed by the San Antonio 
Metropolitan Health District (SAMHD). 

(a) The Vendor shall ensure that the meals are served within the prescribed time frames daily. 
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(b) The serving shall be in accordance with sanitary requirements as stipulated by the SAMHD 
and as specified by the approved Project menu. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Vendor shall insure that proper portion controls are established and used. City shall 
perform periodic inspections to insure compliance by the Vendor with health codes, menu, 
and portion control. 

4 .3.3 The Vendor shall be operational for a minimum of four (4) hours, from 10:00 a.m. to 2:00 p.m. , 
five (5) days per week, Monday through Friday (including holidays), 52 weeks a year. Deviation 
from this schedule may be permitted by the Project Office with the understanding that meals will 
be served to the participants as per Part IV of this Agreement, and no less than 250 days during the 
Project year. Changes to accommodate special cultural and religious days will be made ten ( I 0) 
operational days in advance. Lost operational days will be scheduled for make-up within the 
succeeding seven (7) days. To ensure meals are served to participants no less than 250 days 
during each agreement year, Vendor shall close the Center no more than once per quarter, 
excluding City holidays. 

4.3.4 The Vendor shall ensure that someone certified by the American Red Cross in Standard First Aid 
is available in the Center during operational hours. 

4.3.5 Vendor shall utilize the City's established "Meal Reservation System." Under this system, all 
Vendors shall notify the Project Office by Friday at 2:00 PM, of the number of meals to be served 
at their site the following week. 

4.3.6 The Vendor shall ensure that a meal fee , to recover the full cost of the meal, is collected from all 
persons who are not eligible for services. Meals may be provided to guests and others who are not 
eligible if the provision of this meal does not deprive an eligible person of a meal. The Vendor 
shall provide a voluntary opportunity for eligible participants to contribute to the cost of services 
while protecting the individual's privacy. The Vendor shall safeguard and account for such 
contributions as program income in accordance with the CNP Manual in Attachment IV. 

4.3.7 The Vendor shall allow the City to post a sign at Vendor's Center, which identifies the full cost of 
the services, the suggested eligible participant contribution, and a statement that services shall not 
be denied because the el igible participant cannot or will not contribute. 

4.3.8 In accordance with City Code Chapter 13 , Food and Food Handlers, Article XIII , Certification of 
Supervisory Personnel of Food Products Establishment and applicable state standards, as 
amended, Vendors shall ensure that food handlers are properly trained and certifed. 

4.3.9 Vendor shall ensure that all foods are maintained and transported to homes/sites at adequate 
temperatures at all times. Hot and cold foods shall be maintained at safe temperatures throughout 
transport. Food items shall be maintained at the temperatures identified below: 

• Hot Foods: 140 degrees Fahrenheit or higher 
• Cold Foods: 41 degrees Fahrenheit or lower 

4.3. 10 Vendor shall ensure that the holding time for hot foods shall not exceed four (4) hours from the 
time when the food is taken from the equipment in which cooking or reheating is completed until 
it is served. The Meal Preparation Vendor shall clearly label on each container the time when the 
food was taken from the equipment in which cooking or reheating is completed. 
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4.4 Vendor agrees to transport the seniors in the Project to and from the Center during the hours set forth in 4.3 .3 of 
this Agreement and shall transport the seniors in the Project to special events and to scheduled Project Council 
meetings. Additionally, the Vendor shall : 

4.4.1 Ascertain that the operator of the vehicle is properly licensed to operate the vehicle described in 
this Agreement; that the vehicle is clean and maintained at all times in excellent mechanical 
condition; and that the operator presents a good appearance, observes normal courtesies and 
rigidly adheres to safe driving and operational practices. 

4.4.2 Assure that the operator of the vehicle carry and have on hand at all times emergency equipment 
(fire extinguisher and first aid kit) . This emergency equipment must be maintained in good, 
operable, and usable condition at all times. 

4.4.3 Assure that the operator of the vehicle maintains a list of participants for pick-up and a copy of the 
list is filed monthly with the Project Office. 

4.4.4 Assure that transportation is provided for participants to shopping centers for purchases of goods a 
minimum of once each week or at least four (4) trips each month. (Rural centers are required to 
provide transportation a minimum of twice monthly) . 

4.4.5 Honor special transportation requests from disabled participants who require special assistance. 

4.4.6 Assure that drivers obtain and maintain a valid Defensive Driving Certificate within sixty (60) 
days after employment and renewal of such certificate every three (3) years. 

V. Applicable Laws and Regulations 

5.1 Vendor shall comply with all applicable laws, rules, regulations and codes of the United States and the state of 
Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and County of 
Bexar in its perfonnance of all of the work under this Agreement. 

5.2 The Vendor understands that certain funds provided to it pursuant to this Agreement are funds which have been 
made available by the City and that it will, therefore, comply with all rules, regulations, policies, and procedures 
applicable to these funds as directed by the City. This section shall also incorporate and the Vendor agrees to 
abide by any and all future amendments or additions to such rules and regulations as they may be promulgated. 

5.3 The Vendor agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging and Disabilities 
(DADS), the Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S. 
Department of Agriculture. 

5.4 The Vendor shall adhere to AACOG policies and procedures, as they now exist or as they may subsequently be 
adopted, in all respects . A copy of said policies and procedures are attached hereto and incorporated herein as 
Attachment V. Vendor shall also adhere to Texas Administrative Code Title 40, Part I, Chapter 84, Rule 84.5, 
Nutrition Service Requirements, previously identified as Attachment lII. 

5.5 The Vendor providing services under this Agreement shall operate fully in conformance with all federal , state 
and local fire, health, safety, sanitation, and other standards prescribed in law or regulations. Such requirement 
shall also be passed to all sub-contractor/sub-vendors and subgrantees in the fulfillment of this Agreement. The 
Vendor assures that where the state or local jurisdictions require licensure for the provision of services, agencies 
providing such services shall be licensed. 

5.6 Vendor shall not engage in employment practices which have the effect of discriminating against any employee 
or applicant for employment, and, will take affirnrntive steps to ensure that applicants are employed and 
employees are treated during employment without regard to their race, color, religion, national origin, sex, age, 
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handicap, or political belief or affiliation. Additionally, Vendor agrees to abide by all applicable provisions of 
San Antonio City Code Section 2-8 , as amended. Also, Vendor certifies that it will comply fully with the 
following nondiscrimination, minimum wage and equal opportunity provisions, including but not limited to: 

(a) Title VII of the Civil Rights Act of 1964, as amended; 
(b) Section 504 of the Rehabilitation Act of 1973, as amended; 
(c) The Age Discrimination Act of 1975, as amended; 
(d) Title IX of the Education Amendments of 1972, as amended; (Title 20 USC sections 1681-1688) 
(e) Fair Labor Standards Act of 1938, as amended; 
(t) Equal Pay Act of 1963, P.L. 88-38 ; and 
(g) All applicable regulations implementing the above laws. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.6.1 The Vendor agrees not to hire or use in any capacity including as a volunteer any person that the 
Vendor receives notice from the City is ineligible to participate as an employee, volunteer or any 
other capacity in connection with the delivery of services under this Agreement. 

5.7 The Vendor certifies that it will provide a drug-free workplace in compliance with the Drug-Free Workplace 
Act of 1988 and the Drug-Free Workplace Rules established by the Texas Worker' s Compensation Commission 
effective April 17, I 991. Failure to comply with the above referenced law and regulations could subject the 
Vendor to suspension of payments, termination of Agreement, and debam1ent and suspension actions. 

5.8 Vendor certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment, 
declared ineligible or voluntarily excluded from participation in any state or federal program. 

5.9 It is expressly understood and agreed by the City and Vendor that the City ' s obligations under this Agreement 
are contingent upon the actual receipt of adequate grant funds to meet City's liabilities hereunder. In the event 
that any disagreement or dispute should arise between the parties hereto pe1iaining to the interpretation or 
meaning of any part of this Agreement or its governing rules, regulations, laws, codes or ordinances, City, as 
the party ultimately responsible for all matters of compliance with Alamo Area Council of Governments and/or 
Citv o(San Antonio rules and regulations, shall have the final authority to render or secure an interpretation. 

5.10 Vendor agrees to comply with the following Small , Minority or Woman-owned Business Advocacy Policies: 

(a) Vendor is hereby advised that it is the policy of the City of San Antonio that Small , Minority or Woman­
owned Business Enterprises shall have the maximum practical opportunity to participate in the perfonnance 
of public contracts. Vendor agrees to submit in writing to the City no later than six (6) months from the 
date of execution of this contract its policies regarding small, minority, or women-owned business policy 
regarding procurement, construction and professional service contracts. Vendor also agrees that Vendor 
will not discriminate against any individual or group on account of race, color, sex, age, religion, national 
origin or disability and will not engage in employment practices which have the effect of discriminating 
against employees or prospective employees because of race, color, religion, national origin, sex, age or 
disability. Vendor further agrees that Vendor will abide by all applicable tenns and provisions of City's 
Non-Discrimination Policy, City's Small Business Economic Development Advocacy Policy and City's 
Equal Opportunity Affirmative Action Policy, these policies being available in City's Department of 
Economic Development, and the City Clerk 's Office. 

(b) The Vendor agrees to submit to the City a List of Subcontractors/Suppliers Fom1 (the "List") for contracts 
between $25,000 to $200,000 or for contracts over $200,000, a Good Faith Effort Plan ("GFEP"), either of 
which indicates Vendor' s utilization of Small , Minority and Woman-owned Business. If City approves the 
List or GFEP, and the City subsequently finds material deficiencies in any aspect of the List or GFEP, 
Vendor will be required to submit a written report to City's Department of Economic Development, 
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including a Supplemental List or Good Faith Effort Plan indicating efforts to resolve any deficiencies. A 
denied Supplemental List or Good Faith Effort Plan, by the City's Department of Economic Development, 
will constitute failure to satisfactorily resolve any deficiencies by the Vendor. Failure to obtain an 
approved List or Supplemental Good Faith Effort Plan, within ninety (90) days of initial denial shall 
constitute a default and result in $1 ,000.00 per day as liquidated damages for the default until all 
deficiencies are resolved. Failure to cure all deficiencies within another ninety (90) days of the date the 
amount of liquidated damages is initially assessed constitute a further (additional) condition of default by 
the Vendor and which can, at the option of the Director of the Managing City Department, result in 
forfeiture of the entirety of this Contract. 

(c) The Vendor shall submit to the City no later than six (6) months from the date of execution of this contract a 
report indicating the utilization of small, minority and women-owned businesses within its agency to the 
Managing City Department and the Department of Economic Development. 

5.11 Additionally, Vendor shall comply with the following: 

(a) Local Government Records Act of 1989 and the official record retention schedules found at 
http://www. tsl.state. tx. us/slrn1/recordspubs/ gr.html 

(b) Government Code Chapter 552 pertaining to Texas Public Infornrntion Act found at 
http: //www.capi to I .state. tx. us/statutes/ go/ go005 5200toc. html 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.12The Vendor warrants that any and all taxes that the Vendor may be obligated for, including but not limited to , 
federal, state, and local taxes, fees, special assessments, federal and state payroll and income taxes, personal 
property, real estate, sales and franchise taxes, are current, and paid to the fullest extent liable as of the 
execution date of the Agreement. The Vendor shall comply with all applicable local , state, and federal laws 
including, but not limited to: 

(a) worker ' s compensation; 
(b) unemployment insurance; 
(c) timely deposits of payroll deductions; 
(d) filing oflnfornrntion on Tax Return form 990 or 990T, Quarterly Tax Return Form 941 , W-2's Forn1 1099 

on individuals who received compensation other than wages, such as car allowance, Forn1s 1099 and I 096 
for contract or consultant work, non-employee compensation, etc; 

(e) Occupational Safety and Health Act regulations; and 
(f) Employee Retirement Income Security Act of 1974, P.L. 93-406. 

Vendor agrees to abide by any and all future amendments or additions to such laws, rules, regulations, policies 
and procedures as they may be promulgated. 

5.13Vendor agrees to comply with the Americans with Disabilities Act P.L. 101-336, enacted July 26, 1990, and all 
regulations thereunder. 

VI. Reporting Requirements 

6. I The Department of Community Initiatives is assigned monitoring, fiscal control, and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such form as may be 
required by the Department of Community Initiatives, the Vendor shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds , if applicable, such statements, records, 
data, and information and pe1mit the City and the Grantor of the grant funds, if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of agreement; issuance of 
payments may be discontinued by the City and legal remedy for the loss taken by the City. 
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6.2 The Vendor shall submit to the Department of Community Initiatives such reports as may be required by 
AACOG and/or City. 

6.3 Vendor agrees to maintain in confidence all information pertaining to the Project or other infomrntion and 
materials prepared for, provided by, or obtained from City including, without limitation, reports, information, 
project evaluation, project designs, data, other related infonnation (collectively, the "Confidential Information") 
and to use the Confidential lnfonnation for the sole purpose of perfonning its obligations pursuant to this 
Agreement. Vendor shall protect the Confidential lnfom1ation and shall take all reasonable steps to prevent the 
unauthorized disclosure , dissemination, or publication of the Confidential Infomrntion. If disclosure is required 
(i) by law or (ii) by order of a governmental agency or court of competent jurisdiction, Vendor shall give the 
Director of the Department of Community Initiatives prior written notice that such disclosure is required with a 
full and complete description regarding such requirement. Vendor shall establish specific procedures designed 
to meet the obligations of this Article VI , Section 6.3 , including, but not limited to execution of confidential 
disclosure agreements, regarding the Confidential Infom1ation with Vendor's employees and subcontractors 
prior to any disclosure of the Confidential Information. This Article VI, Section 6.3 shall not be construed to 
limit the City's or its authorized representatives' right of access to records or other information, confidential or 
otherwise, under this Agreement. Upon termination of this Agreement, Vendor shall return to City all copies of 
materials related to the Project/Projects, including the Confidential lnfonnation. 

6.4 The Public Information Act, Government Code Section 552.021, requires the City to make public information 
available to the public. Under Government Code Section 552.002(a), public information means information that 
is collected, assembled or maintained under a law or ordinance or in connection with the transaction of official 
business: I) by a governmental body; or 2) for a governmental body and the governmental body owns the 
information or has a right of access to it. Therefore, if Vendor receives inquiries regarding documents within its 
possession pursuant to this Agreement, Vendor shall within twenty-four (24) hours of receiving the requests 
forward such requests to City for disposition. If the requested infmmation is confidential pursuant to state or 
federal law, the Vendor shall submit to City the list of specific statutory authority mandating confidentiality no 
later than three (3) business days of Vendor' s receipt of such request. 

6.5 In accordance with Texas law, Vendor acknowledges and agrees that all local government records as defined in 
Chapter 20 I, Section 20 I .003 (8) of the Texas Local Government Code created or received in the transaction of 
official business or the creation or maintenance of which were paid for with public funds are declared to be 
public property and subject to the provisions of Chapter 20 I of the Texas Local Government Code and 
Subchapter J, Chapter 44 I of the Texas Government Code. Thus, Vendor agrees that no such local government 
records produced by or on the behalf of Vendor pursuant to this Agreement shall be the subject of any copyright 
or proprietary claim by Vendor. 

6.6 Vendor acknowledges and agrees that all local government records, as described herein , produced in the course 
of the work required by this Agreement, shall belong to and be the property of City and shall be made available 
to the City at any time. Vendor further agrees to tum over to City all such records upon tennination of this 
Agreement. Vendor agrees that it shall not, under any circumstances, release any records created during the 
course of perfornrnnce of the Agreement to any entity without the written pem1ission of the Director of the 
Department of Community Initiatives, unless required to do so by a court of competent jurisdiction. The 
Department of Community Initiatives shall be notified of such request as set forth in Article XIV, Section 14.1 
of this Agreement. 

6.7 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Vendor agrees to submit to such monitoring and evaluation. 

6.8 The Vendor shall give the City, AACOG, Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the state of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement tem1. Vendor shall include the substance of this provision in all subcontracts. 

8 



VII. Termination 

7.1 Tem1ination for Convenience - This Agreement may be tenninated in whole or in part when the City detem1ines 
that continuation of the Project would not produce beneficial results commensurate with the further expenditure 
of funds. Such termination by City shall specify the date thereof, which date shall not be sooner than thirty (30) 
days following the da~e on which notice is sent. The Vendor shall also have the right to terminate this 
Agreement and specify the date thereof, which date shall not be sooner than the end of thirty (30) days 
following the day on which notice is sent. The Vendor shall be entitled to receive just and equitable 
compensation for any work satisfactorily completed prior to such tennination date. The question of satisfactory 
completion of such work shall be determined by the City alone, and its decision shall be final. It is further 
expressly understood and agreed by the parties that Vendor's perfom1ance upon which final payment is 
conditioned shall include, but not be limited to, the Vendor's complete and satisfactory performance of its 
obligations for which final payment is sought. 

7.2 Termination for Cause - Should the Vendor fail to fulfill , in a timely and proper manner, obligations under this 
Agreement to include perfomrnnce standards established by the City, or if this Vendor should violate any of the 
covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tem1inate this 
Agreement by sending written notice to the Vendor of such termination and specify the effective date thereof 
(which date shall not be sooner than the end of ten ( I 0) days following the day on which such notice is sent) . 
The Vendor shall be entitled to receive just and equitable compensation for any work satisfactorily completed 
prior to such tem1ination date. The question of satisfactory completion of such work shall be detennined by the 
City alone, and its decision shall be final. It is further expressly understood and agreed by the parties that 
Vendor's performance upon which final payment is conditioned shall include, but not be limited to , the 
Vendor's complete and satisfactory perfomrnnce, of its obligations for which final payment is sought. 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG, Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of Vendor or its sub-contractor/sub-vendors supported under provision of this Agreement, the City 
may elect to tem1inate this Agreement upon ten ( l 0) days written notice from the City to the Vendor. 

7.4 Notwithstanding the provisions set forth in sections 7. I , 7 .2 and 7 .3 of this Agreement, the Vendor shall not be 
relieved of liability to the City for damages sustained by the City by virtue of any breach of this Agreement, and 
the City may withhold funds otherwise due as damages. 

7.5 In the event of termination, final billings for units of services delivered pursuant to the Agreement will be 
submitted by the Vendor to the City of San Antonio within ten ( l 0) calendar days from the date of tem1ination. 
Vendor understands that no units of services delivered after the tem1ination date will be reimbursed. 

7.6 Vendor agrees and understands that City has projected costs for this Agreement and that City expects to pay all 
obligations of this Agreement from projected revenue sources, including AA COG grant agreement funds , but if 
the parties execute an agreement covering a multi-year period, then all obligations of City are subject to annual 
appropriation by the City Council in future years after the first year of the Agreement. Accordingly, if City 
shall fail to appropriate sums to pay any of City's obligations under the terms of this Agreement, which results 
in the unavailability of funds, City may tenninate this Agreement and neither Vendor nor City shall have any 
further obligations hereunder. Lack of funding is not and shall not be considered a breach of this Agreement. 

7.7 In the event that this Agreement is tem1inated, as provided above, the City or AACOG may require the Vendor 
to transfer title and deliver to the City or AACOG or to another authorized vendor, any property acquired by 
federal or state funds or assigned to the Vendor by the AA COG for the purpose of this Agreement. 

VIII. Insurance 

8.1 Vendor agrees to comply with the following insurance provisions: 

(a) Vendor shall be responsible for insuring its employees and sub-recipients for Worker's Compensation or 
Alternative Plan. In no event will the City be required to maintain any insurance coverage for Vendor. If a 
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Worker's Compensation Policy is maintained, a copy of their insurance certificate shall be provided to City 
of San Antonio, Dept. of Community Initiatives. 

(b) Vendor shall be responsible for insuring its own Property, Equipment, Autos and Legal Liability. In no 
event will the City be required to maintain any insurance coverage for Vendor. In the event that Property, 
Autos, and Legal Liability (Commercial General Liability) policies are maintained, a copy of their 
insurance certificate and additional insured endorsement shall be provided to City of San Antonio, Dept. of 
Community Initiatives. 

IX. Indemnity 

9.1 VENDOR AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Vendor covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City and the 
elected officials, employees, officers, directors, volunteers, and representatives of the City, 
individually or collectively, from and against any and all costs, claims, liens, damages, losses, 
expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, liability and suits of 
any kind and nature, including but not limited to, personal or bodily injury, death and property 
damage, made upon the City and the elected officials, employees, officers, directors, volunteers, and 
representatives of the City, individually or collectively, directly or indirectly arising out of, resulting 
from or related to Vendor's activities under this Agreement, including any acts or omissions of 
VENDOR, any agent, officer, director, representative, employee, consultant or sub-contractor/sub­
vendor of Vendor, and their respective officers, agents, employees, directors and representatives 
while in the exercise of performance of the rights or duties under this Agreement, all without 
however, waiving any governmental immunity available to the CITY under Texas Law and without 
waiving any defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND 
AGREED THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, DEMANDS, 
CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE lN ANY PART FROM THE 
NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, OFFICERS, 
DIREECTORS AND REPRESENTATIVES OF CITY, UNDER THIS AGREEMENT. The 
provisions of this INDEMNITY are solely for the benefit of the parties hereto and not intended to 
create or grant any rights, contractual or otherwise, to any other person or entity. Vendor shall 
promptly advise the City in writing of any claim or demand against the CITY or VENDOR known to 
Vendor related to or arising out of Vendor's activities under this AGREEMENT and shall see to the 
investigation of and defense of such claim or demand at Vendor's cost. The City shall have the right, 
at its option and at its own expense, to participate in such defense without relieving Vendor of any of 
its obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY provided for in 
this Section, is an INDEMNITY extended by Vendor to INDEMNIFY, PROTECT and HOLD 
HARMLESS, the City from the consequences of the CITY's OWN NEGLIGENCE, provided 
however, that the INDEMNITY provided for in this section SHALL APPLY only when the 
NEGLIGENT ACT of the City is a CONTRIBUTORY CAUSE of the resultant injury, death, or 
damage, and shall have no application when the negligent act of the City is the sole cause of the 
resultant injury, death, or damage. VENDOR further AGREES TO DEFEND, AT ITS OWN 
EXPENSE, and ON BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or 
litigation brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Legal Requirements 

10.1 The Vendor warrants that no person or selling agency or other organization has been employed or retained to 
solicit or secure this Agreement upon an agreement or understanding for a commission, percentage, brokerage, 
or contingent fee. For breach or violation of this warrant, the City shall have the right to tem1inate this 

10 



Agreement without liability or, at its discretion, to deduct from the Agreement or otherwise recover the full 
amount of such commission, percentage, brokerage, or contingent fee, or to seek such other remedies as legally 
may be available. 

10.2 No elected official , director, officer, agent or employee of City or Vendor shall be charged personally or held 
contractually liable by or to City or Vendor under any term or provision of this Agreement, or because of any 
breach thereof, or because of execution, approval , or attempted execution of this Agreement. 

XI. Amendments 

11 .1 Except when the terms of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the terms hereof shall be by amendment in writing executed by both City and Vendor and evidenced by 
passage of a subsequent City ordinance, as to City ' s approval. 

XII. Subcontracting and Assignment 

12.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

XIII. Independent Contractor 

13.1 In performance of obligations under this Agreement, the Vendor shall act as an independent contractor and not 
as an agent, representative or employee of the City of San Antonio. No employee. agent, or representative of 
the Vendor shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to City employees. 

XIV. Communication 

14.1 For purposes of this Agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed , registered or certified mail , postage prepaid , to the addresses set forth 
below: 

CITY 
Director 
Department of Community Initiatives 
Senior Services Division 
2300 W. Commerce, Suite 203 
San Antonio , Texas 78207 

Vendor 
Somerset Senior Center 
193 75 "K" St. (PO Box 752) 
Somerset, Texas 78069 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. 

XV. Venue 

15.1 Vendor and City agree that this Agreement shall be governed by and construed in accordance with the laws of 
the state of Texas. Any action or proceeding brought to enforce the terms of this Agreement or adjudicate any 
dispute arising out of this Agreement shall be bought in a court of competent jurisdiction in San Antonio, Bexar 
County, Texas. 

11 



XVI. Gender 

16.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural, unless the context otherwise requires. 

XVII. Licensing/Training 

17.1 Vendor warrants and certifies that Vendor and any other person designated to provide services hereunder has 
the requisite training, license and/or certification to provide said services, and meets all competence standards 
promulgated by all other authoritative bodies, as applicable to the services provided herein. 

l 7.2Vendor shall ensure that the Center Manager is Food Manager Certified, as required under state and local law, 
within 90 days of hire, and that staff maintain certification. 

l 7.3The Vendor shall furnish all necessary personnel with professional classification, qualifications, skill and 
expertise required to perfom1 the services to be rendered and the responsibilities accepted pursuant to the 
activities conducted under this Agreement. The Vendor shall be responsible for completion of the services to be 
rendered in accordance with published service standards. The Vendor will provide all necessary supervision and 
coordination of activities that may be required to complete the services and fulfill all contractual obligations. 

XVIII. Obligations 

18 .1 The Project Office staff will provide monitoring, technical assistance, training, planning and evaluation with the 
Vendor and center personnel for the services specified in this Agreement as required by the Texas Department 
on Aging and Disability Services (DADS) guidelines and the Project Office. 

18.2The Project Office staff will detennine eligibility of all recipients and will ensure that at least 50% of the total 
individuals served in the Project will be persons with incomes at or below the poverty level threshold 
established by the Bureau of the Census, and that at least 50% of the total persons served will be in greatest 
social need. Vendor will refer all individuals requesting services to the Project Office for eligibility 
detem1ination. 

XIX. Authority to Contract 

19 .1 The signer of this Agreement for City and Vendor each represents, warrants, assures and guarantees that he has 
full legal authority to execute this Agreement on behalf of City and Vendor respectively, and to bind City and 
Vendor to all of the tem1s, conditions, provisions and obligations herein contained. 

XX. Emergency Management 

20. l In the event of a disaster, whether man-made, natural , or of a civil defense nature, the Vendor will provide 
and/or coordinate appropriate resources to federal , state, or local disaster relief and may provide equipment and 
resources for the following activities: temporary shelter; nutrition services; food preparation; transportation; and 
volunteers. 

XXI. Entire Agreement 

21.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the terms and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

2 l .2If any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal, state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
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the parties hereto that in lieu of each clause or prov1s1on of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in terms to such 
invalid , illegal or unenforceable clause or provision as may be possible, legal, valid and enforceable. 

XXII. Acceptance of Agreement 

22 .11 the undersigned, certify that I have read and understand the tem1s of this Agreement and that the entity for 
which I execute this Agreement will abide by them. I further certify that I am authorized to sign for this Vendor. 

In witness of which this Agreement has been executed effective the .X t+,-. day of /'Jol/c,11,!J;; .C ~o,:,7 

CITY OF SAN ANTONIO: 

Dennis J. Campa, 1r. ctor 
Department of Com unity Initiatives 

APPROVED AS TO FORM: 

ATTACHMENTS: 

Attachment I-Project Roster 
Attachment JI-Cash Handling Procedures 
Attachment Ill- Nutrition Service Requirements 

CONTRACTOR: 

Authorized Signature 

Somerset Senior Center 
(Name of Contractor) 

19375 "K" St. (PO Box 752) 
(Street Address) 

Somerset, TX 78069 
(City, State, Zip Code) 

Attachment IV- Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment V- AACOG Policies and Procedures 
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TO: 

FROM: 

THROUGH: 

SUBJECT: 

DATE: 

Contract: 

CITY OF SAN ANTONIO 
DEPARTMENT OF COMMUNITY INITIATIVES 

INTRADEPARTMENTAL CORRESPONDENCE SHEET 

Dennis J Campa, Director Department of Community Initiatives 

Laura Cisneros, Social Services Manager 

Cindy Schoenmakers, Assistant Director 

Alamo Area Council of Governments Fiscal Year 2008 Vendor 
Agreements, Lease Agreements and Volunteer Site Agreements 
(See Attached Listing) 

December 7, 2007 

Alamo Area Council of Governments, Comprehensive Nutrition 
Program (CNP) 

Ordinance Authorizing Contract: 2007-10-18-1104, SAP 13000000617 Atchd 

Date of Ordinance Authorizing Contract: October 18, 2007 

MAJOR PROVISIONS OF CONTRACT: 

Our FY 2008 contract with AACOG authorizes our use of vendors to provide the meal services 
to our senior clients. This is done with Vendor Agreements, Lease Agreements and Volunteer 
Site Agreements. At total of 19 of these agreements are attached. 

AMOUNT OF CONTRACT: Funding for the CNP contract is $1,763,224 

MONITORING: These vendor agreements will be monitored by Elderly Services Supervisors 
of Senior Services Division and Kevin Ayarzagoitia, Fiscal Officer. 

ur isneros, Senior Services Manager Date 
nior Services Division 

Attachments: 1. Nineteen Vendor Agreements 
2. Ordinance# 2007-10-18-1104 



DEPARTMENT OF COMMUNITY INITIATIVES RECEIVED 
CONTRACT ROUTING SLIP JAN 1 4 2008 

City Attorn ey's Office 
Sa n Antonio, Texas 

Date: 1/08/2008 

REQUEST FOR SIGNATURES: 

1. Celeste Flores, Acting Contract Coordinator 
Department of Community Initiatives 

2. Cindy Schoenmakers, Assistant Director 
Depmiment of Community Initiatives 

After review, forward to Carrie Jimenez. 
Carrie, please forward to City Attorney's Office. 

D 3. Shreya Shah, Assistant City Attorney 

INITIAL 

After signature call Carrie Jimenez 207-8153 for pickup. 5~ 
----

D 4. Dennis J. Campa, Director 
Department of Community Initiatives. 
After signatures, please return to Tina Marquez. 

ATTACHMENTS (7): FY08 CNP Agreements 

Vendor Agreements (7): 
BetheLU.nited Methodist Church-_Bethel F-amily Center 
SAP # 4600006633 
BetheJ United Me:thodist..CJuirc - \':·ua A:legr Family Cente 
SAP # 4600006633 

DATE 

\ ) .1-s / o r 

, Ella Austin Communi y Cen er - E-lla Austin €ommunity amHy Center 
SAP # 4600006635 
Kenwood Community Center - enwood Family Center 
SAP # 4600006636 
Palacio del Sol Apartments - alacio del Sol ApaTtments amily Center 
SAP # 4600006638 
Presa Senior Center - Presa Senior Family Center 
SAP # 4600006639 

1/8/2008 



Somerset Senio Cent - Some-.:sct..S-enior Family Center 
SAP # 4600006643 

For Department of Community lnitiati\'eS, Contract Section use on/v 
1 Original to: City Clerk 
1 Original to: Fernando Medellin to provide to agency 

Program Monitor, Fernando Medellin; Fiscal Monitor, Kevin 
Copies to: Ayarzagoitia; Contracts Section in OM 

DCf/OOD Mail Loe #: 8~8 ;2_ 

1/8/2008 
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TO: 

FROM: 

THROUGH: 

SUBJECT: 

DATE: 

Contract: 

CITY OF SAN ANTONIO 
DEPARTMENT OF COMMUNITY INITIATIVES 

INTRADEPARTMENTAL CORRESPONDENCE SHEET 

Dennis J Campa, Director Department of Community Initiatives 

Laura Cisneros, Social Services Manager 

Cindy Schoenmakers, Assistant Director 

Alamo Area Council of Governments Fiscal Year 2008 Vendor 
Agreements, Lease Agreements and Volunteer Site Agreements 
(See Attached Listing) 

December 7, 2007 

Alamo Area Council of Governments, Comprehensive Nutrition 
Program (CNP) 

Ordinance Authorizing Contract: 2007-10-18-1104, SAP 13000000617 Atchd 

Date of Ordinance Authorizing Contract: October 18, 2007 

MAJOR PROVISIONS OF CONTRACT: 

Our FY 2008 contract with AACOG authorizes our use of vendors to provide the meal services 
to our senior clients. This is done with Vendor Agreements, Lease Agreements and Volunteer 
Site Agreements. At total of 19 of these agreements are attached. 

AMOUNT OF CONTRACT: Funding for the CNP contract is $1,763,224 

MONITORING: These vendor agreements will be monitored by Elderly Services Supervisors 
of Senior Services Division and Kevin Ayarzagoitia, Fiscal Officer. 

ur isneros, Senior Services Manager 
nior Services Division 

Attachments: 1. Nineteen Vendor Agreements 
2. Ordinance# 2007-10-18-1104 



Contract# 

J./.lt, DODO 411-51.f 

Comprehensive Nutrition Project (CNP) 
Site Lease Agreement for Non-Governmental Entities 

This Lease Agreement is made and entered into by and between the City of San Antonio (hereinafter referred to as 
"Lessee' ') , a Texas Municipal Corporation, acting by and through the Director of the Department of Community 
Initiatives, or his designated representative, pursuant to Ordinance No. 2007-10-18-1104. passed and approved on 
October 18, 2007 and Hope of Glory Church (hereinafter referred to as "Lessor") acting by and through 
Sr. Pastor Dorothy De La Rosa. 

WITNESS ETH: 

1. For and in consideration of the mutual agreements considered herein and subject to the tem1s and 
conditions herein after stated, Lessor hereby leases to the Lessee that portion of Hope of Glory Family Center 
located at 115 W. Southcross, San Antonio, Texas 7822 l(hereinafter referred to as the "Leased Premises"). 

2. The tem1 of this Lease Agreement is for the period beginning October I, 2007 and ending September 30, 
2008. At the end of the tenn of this Lease Agreement, the Lessee shall have the option to renew this Lease 
Agreement for an additional one-year period under the same tem1s and conditions of this Lease Agreement subject 
to City Council approval. This Lease Agreement can be tenninated by the Lessor or Lessee with thirty (30) days' 
written notification to the other party. 

3. The Lessee shall have the right to occupy and use the Leased Premises from Monday through Friday, 
from 7:00 a.m. to 2:00 pm. (the ''Project Hours") for the following purpose and no other, and this tenancy shall not 
be assigned or sublet: to provide nutrition services for persons 60+ years of age and their spouses, regardless of 
spouse 's age. 

4. Lessor represents and warrants that the Leased Premises are in compliance with the applicable 
accessibility requirements for facilities under the American with Disabilities Act, as amended. 

5. Lessee shall not conduct or pem1it to be conducted on the Leased Premises any activities or events 
which violate the law, constitute a nuisance or hazard, or which in the opinion of the Lessor would offend the 
sensibilities of the people living in the area. Any attempt by Lessee to conduct or permit such activities or events 
shall be good cause for immediate termination of the Lease Agreement by Lessor. 

6. Lessee shall comply promptly with all laws, rules and orders of federal , state, and municipal 
governments and their departments and agencies applicable to the Leased Premises. 

7. Lessee shall have the sole responsibility to secure in Lessee's name any pem1its or licenses required for 
Lessee's activities or events held on the Leased Premises, except as detern1ined by Lessor. 

8. Lessee shall pay $500 .00 monthly to the authorized representative of Lessor for the time reserved in 
paragraph 2 of this Lease. Said sum is to be paid to Lessor's representative not later than one week prior to the 
commencement of the activities scheduled. Monthly payments are due between the 1st and I 5th of each month. 

9. Lessor agrees and understands that Lessee has projected costs for this Lease Agreement and Lessee 
expects to pay all obligations of the Lease Agreement from projected revenue sources, but all obligations of Lessee 
are subject to annual appropriation by the San Antonio City Council or, if applicable, availability of State of Texas 
or Federal grant funds , in future years after the City of San Antonio fiscal year ending September 30, 2008 should 
this Lease Agreement continue for any additional period or periods beyond such date . lf City Council does not 
appropriate funds for any given year of this Lease Agreement or if grant funds are not received from the State or 
Federal government, then this Lease Agreement shall automatically terminate without recourse to Lessor. 

10. The Lessee acknowledges that it has fully inspected the Leased Premises and on the basis of such 
inspection Lessee hereby accepts the Leased Premises as suitable for the purpose for which same is leased including 
any building, furnishings , fixtures , and equipment. 



11. Time is of the essence with reference to all payments and time of tenancy and any extra time for any 
reason desired by Lessee must first be approved in writing by the Lessor's representatives and must be paid for in 
accordance with the current rules and regulations governing the rental fees for the subject facility. 

12. Lessor shall pay for all fees and costs for electricity, gas, water, wastewater, and garbage. 

13. It is expressly understood and agreed that Lessee shall not have the use of any furnishings and 
equipment within said Leased Premises with the exception of any item described in writing below. Tables and 
chairs in the Leased Premises, the kitchen. and all the kitchen equipment. 

14. Lessee shall provide and keep in force during the tenn of this Lease Agreement, liability insurance 
covering Lessee for liability to the extent pennitted by law, for property damage and personal injury in an amount 
not less than $500,000.00, or be self-insured to the applicable limit. 

15. LESSOR covenants and agrees to FULLY INDEMNIFY and HOLD HARMLESS, the LESSEE and 
the elected officials, employees, officers, directors, volunteers and representatives of the LESSEE, individually or 
collectively, from and against any and all costs, claims, liens, damages, losses, expenses, fees , fines, penalties, 
proceedings, actions, demands, causes of action, liability and suits of any kind and nature, including but not limited 
to, personal or bodily injury. death and property damage, made upon the LESSEE and the elected officials, 
employees, officers, directors, volunteers, and representatives of the LESSEE directly or indirectly arising out of, 
resulting from or related to LESSOR's activities under this LEASE AGREEMENT, including any acts or omissions 
of LESSOR, any agent, officer, director, representative, employee, consultant or subcontractor of LESSOR, and 
their respective officers, agents, employees, directors and representatives while in the exercise of performance of the 
rights or duties under this LEASE AGREEMENT, all without however, waiving any governmental immunity 
available to the LESSEE under Texas Law and without waiving any defenses of the parties under Texas Law. lT IS 
FURTHER COVENANTED AND AGREED THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH 
COSTS, CLAIMS, LIENS , DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, 
DEMANDS, CAUSES OF ACTION. LIABILITY AND/OR SUJTS ARISE IN ANY PART FROM THE 
NEGLIGENCE OF LESSEE, THE ELECTED OFFICIALS, EMPLOYEES, OFFICERS, DIRECTORS AND 
REPRESENTATIVES OF LESSEE, UNDER THIS LEASE AGREEMENT. The provisions of this INDEMNITY 
are solely for the benefit of the parties hereto and not intended to create or grant any rights, contractual or otherwise, 
to any other person or entity. LESSOR shall promptly advise the LESSEE in writing of any claim or demand against 
the LESSEE or LESSOR known to LESSOR related to or arising out of LESSOR's activities under this LEASE 
AGREEMENT and shall see to the investigation and defense of such claim or demand at LESSOR's cost. The 
LESSEE shall have the right, at its option and at its own expense, to participate in such defense without relieving 
LESSOR of any of its obligations under this paragraph. 

It is the EXPRESS INTENT of the parties to this LEASE AGREEMENT, that the INDEMNITY provided for in this 
section (Section 15), is an INDEMNITY extended by LESSOR to INDEMNIFY, PROTECT and HOLD 
HARMLESS, the LESSEE from the consequences of the LESSEE's OWN NEGLIGENCE, provided however, that 
the INDEMNITY provided for in this section SHALL APPLY only when the NEGLIGENT ACT of the LESSEE is 
a CONTRIBUTORY CAUSE of the resultant injury, death, or damage, and shall have no application when the 
negligent act of the LESSEE is the sole cause of the resultant injury, death, or damage. LESSOR further AGREES 
TO DEFEND, AT JTS OWN EXPENSE and ON BEHALF OF THE LESSEE AND IN THE NAME OF THE 
LESSEE, any claim or litigation brought against the LESSEE and its elected officials, employees, officers, directors, 
volunteers and representatives, in connection with any such injury, death, or damage for which this INDEMNITY 
shall apply, as set forth above. 

16. Throughout the tern1 of this Lease Agreement, Lessee and its representatives, agents and employees, 
shall have first priority to all parking spaces adjacent to the Leased Premises during Project Hours. Lessee 
recognizes that Lessor may utilize the parking lot area for parking during non-Project Hours. 

17. Unless otherwise provided herein, any notice, tender or delivery to be given hereunder by either party 
to the other may be effected by personal delivery, or in writing by certified mail, postage prepaid, return receipt 
requested. 



LESSOR: 

LESSEE: 

Hope ofGlorv Church 
339 W. Hutchins 
San Antonio, Texas 78221 

Social Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Community Initiatives 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

with a copy to the City Clerk, City of San Antonio, P.O. Box 839966 2nd floor San Antonio, Texas 78283-3966. 

18. This Lease Agreement shall be construed under and in accordance with the laws of the State of Texas, 
and all obligations of the parties created hereunder are perfomrnble in Bexar County, Texas. Venue for any legal 
action, claim or dispute arising directly or indirectly as a result of this Lease Agreement shall be in Bexar County, 
Texas. 

19. This Lease Agreement constitutes the final and entire agreement between the parties hereto and 
contains all of the tem1s and conditions agreed upon. No other agreements, oral or otherwise regarding the subject 
matter of this Lease Agreement shall be deemed to exist or to bind the parties hereto unless same be in writing, 
dated subsequent to the date hereof and duly executed by the parties. 

AGREEDTOTHIS /? DAY, OF ,11fl)~ 2007. 

LESSOR: 

Authorized Representative Signature 

f~ 
Title 

Date 

LESSEE: 

Dennis J. Cam irector 
Community Initiatives Department 
City of San Antonio 

l-t'-f iJJ 
Date 



DEPARTMENT OF COMMUNITY INITIATIVES 

CONTRACT ROUTING SLIP 

Date: 1/8/2008 

REQUEST FOR SIGNATURES: 

1. Celeste Flores, Acting Contract Coordinator 
Department of Community Initiatives 

2. Cindy Schoenmakers, Assistant Director 
Department of Community Initiatives 

INITIAL DATE 

After review, forward to Carrie Jimenez. 
Carrie, forward to Director's Office. ~ ~ 

[1 3. Dennis J. Campa, Director 
Department of Community Initiatives ~ 1lj{luJ 

After signatures, please return to Tina Marquez. 

ATTACHMENTS (2): Site Lease Agreements -Non-Governmental City Sites 

Hope of Glory hurch - Ho e of Glory amily Center 
SAP #4600006754 
St. Andt:ew's United 1ethodist Church - S1. Andrew's Eamily Ce_nt 
SAP #4600006756 

For Department of Community Initiatives, Contract Section use only 
I Original to: City Clerk 
I Original to: Fernando Medellin to provide to agency 

Program Monitor, Fernando Medellin; Fiscal Monitor, Kevin 
Copies to: Ayarzagoitia ; Contracts Section in DM 

DCl/OOD Mail Log #: Rh 8 / 

1/8/2008 



Document Cover Sheet 

I IIIIIII IIIIII Ill lllll lllll lllll lllll lllll lllll lllll 111111111111111111 

CMS or Ordinance Number: CN4600006756 

TSLGRS File Code: 1000-25 

Document Title: 
CONT - St. Andrews-CNP Lease 
FY 08 $6000. 00 

Commencement Date: 
10/1/2007 

Expiration Date: 
9/30/2008 

Page 1 of 1 ef 
v 

1/16/2008 



Contract# 

J/,1, l)(}00 t,15°(p 
Comprehensive Nutrition Project (CNP) 

Site Lease Agreement for Non-Governmental Entities 

This Lease Agreement is made and entered into by and between the City of San Antonio (hereinafter referred to as 
"Lessee"), a Texas Municipal Corporation, acting by and through the Director of the Department of Community 
Initiatives, or his designated representative, pursuant to Ordinance No. 2007-10-18-1104, passed and approved on 
October 18 , 2007 and St. Andrew's United Methodist Church (hereinafter referred to as "Lessor") acting by and 
through Sr. Pastor Bradley L. DeHaven. 

WlTNESSETH: 

1. For and in consideration of the mutual agreements considered herein and subject to the tem1s and 
conditions hereinafter stated, Lessor hereby leases to the Lessee that portion of St. Andrew's United Methodist 
Church Family Center located at 722 Robinhood San Antonio, Texas 78209 (hereinafter referred to as the "Leased 
Premises"). 

2. The tern1 of this Lease Agreement is for the period beginning October 1, 2007 and ending September 30, 
2008. At the end of the term of this Lease Agreement, the Lessee shall have the option to renew this Lease 
Agreement for an additional one-year period under the same terms and conditions of this Lease Agreement subject 
to City Council approval. This Lease Agreement can be terminated by the Lessor or Lessee with thirty (30) days' 
written notification to the other party. 

3. The Lessee shall have the right to occupy and use the Leased Premises from Monday through Friday, 
from 7:00 a.m. to 2:00 pm. (the "Project Hours") for the following purpose and no other, and this tenancy shall not 
be assigned or sublet: to provide nutrition services for persons 60+ vears of age and their spouses. regardless of 
spouse's age. 

4. Lessor represents and warrants that the Leased Premises are in compliance with the applicable 
accessibility requirements for facilities under the American with Disabilities Act, as amended. 

5. Lessee shall not conduct or pern1it to be conducted on the Leased Premises any activities or events 
which violate the law, constitute a nuisance or hazard, or which in the opinion of the Lessor would offend the 
sensibilities of the people living in the area. Any attempt by Lessee to conduct or pennit such activities or events 
shall be good cause for immediate tcrn1ination of the Lease Agreement by Lessor. 

6. Lessee shall comply promptly with all laws, rules and orders of federal, state, and municipal 
governments and their depm1ments and agencies applicable to the Leased Premises. 

7. Lessee shall have the sole responsibility to secure in Lessee's name any permits or licenses required for 
Lessee's activities or events held on the Leased Premises, except as determined by Lessor. 

8. Lessee shall pay $500.00 monthly to the authorized representative of Lessor for the time reserved in 
paragraph 2 of this Lease. Said sum is to be paid to Lessor's representative not later than one week prior to the 
commencement of the activities scheduled. Monthly payments are due between the I st and 15th of each month. 

9. Lessor agrees and understands that Lessee has projected costs for this Lease Agreement and Lessee 
expects to pay all obligations of the Lease Agreement from projected revenue sources, but all obligations of Lessee 
are subject to annual appropriation by the San Antonio City Council or, if applicable, availability of State of Texas 
or Federal grant funds, in future years after the City of San Antonio fiscal year ending September 30, 2008 should 
this Lease Agreement continue for any additional period or periods beyond such date. If City Council does not 
appropriate funds for any given year of this Lease Agreement or if grant funds are not received from the State or 
Federal government, then this Lease Agreement shall automatically tem1inate without recourse to Lessor. 

I 0. The Lessee acknowledges that it has fully inspected the Leased Premises and on the basis of such 
inspection Lessee hereby accepts the Leased Premises as suitable for the purpose for which same is leased including 
any building, furnishings, fixtures, and equipment. 



11. Time is of the essence with reference to all payments and time of tenancy and any extra time for any 
reason desired by Lessee must first be approved in writing by the Lessor's representatives and must be paid for in 
accordance with the current rules and regulations governing the rental fees for the subject facility . 

12. Lessor shall pay for all fees and costs for electricity, gas, water, wastewater, and garbage. 

13. It is expressly understood and agreed that Lessee shall not have the use of any furnishings and 
equipment within said Leased Premises with the exception of any item described in writing below. Tables and 
chairs in the Leased Premises. the kitchen, and all the kitchen equipment. 

14. Lessee shall provide and keep in force during the term of this Lease Agreement, liability insurance 
covering Lessee for liability to the extent pern1itted by law, for property damage and personal injury in an amount 
not less than $500,000.00, or be self-insured to the applicable limit. 

15. LESSOR covenants and agrees to FULLY INDEMNIFY and HOLD HARMLESS, the LESSEE and 
the elected officials, employees, officers, directors, volunteers and representatives of the LESSEE, individually or 
collectively, from and against any and all costs, claims, liens, damages, losses, expenses, fees, fines , penalties, 
proceedings, actions, demands, causes of action, liability and suits of any kind and nature, including but not limited 
to, personal or bodily injury, death and property damage, made upon the LESSEE and the elected officials, 
employees, officers, directors, volunteers, and representatives of the LESSEE directly or indirectly arising out of, 
resulting from or related to LESSOR's activities under this LEASE AGREEMENT, including any acts or omissions 
of LESSOR, any agent, officer, director, representative, employee, consultant or subcontractor of LESSOR, and 
their respective officers, agents, employees, directors and representatives while in the exercise of performance of the 
rights or duties under this LEASE AGREEMENT, all without however, waiving any governmental immunity 
available to the LESSEE under Texas Law and without waiving any defenses of the parties under Texas Law. IT lS 
FURTHER COVENANTED AND AGREED THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH 
COSTS, CLAIMS, LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENALTIES, ACTIONS, 
DEMANDS , CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE lN ANY PART FROM THE 
NEGLIGENCE OF LESSEE, THE ELECTED OFFICIALS, EMPLOYEES , OFFICERS, DIRECTORS AND 
REPRESENTATIVES OF LESSEE, UNDER THIS LEASE AGREEMENT. The provisions of this INDEMNITY 
are solely for the benefit of the parties hereto and not intended to create or grant any rights, contractual or otherwise, 
to any other person or entity. LESSOR shall promptly advise the LESSEE in writing of any claim or demand against 
the LESSEE or LESSOR known to LESSOR related to or arising out of LESSOR's activities under this LEASE 
AGREEMENT and shall see to the investigation and defense of such claim or demand at LESSOR's cost. The 
LESSEE shall have the right, at its option and at its own expense, to participate in such defense without relieving 
LESSOR of any of its obligations under this paragraph. 

It is the EXPRESS INTENT of the parties to this LEASE AGREEMENT, that the JNDEMNITY provided for in this 
section (Section 15), is an INDEMNITY extended by LESSOR to INDEMNIFY, PROTECT and HOLD 
HARMLESS, the LESSEE from the consequences of the LESSEE's OWN NEGLIGENCE, provided however, that 
the INDEMNlTY provided for in this section SHALL APPLY only when the NEGLIGENT ACT of the LESSEE is 
a CONTRIBUTORY CAUSE of the resultant injury, death, or damage, and shall have no application when the 
negligent act of the LESSEE is the sole cause of the resultant injury, death, or damage. LESSOR fu11her AGREES 
TO DEFEND, AT ITS OWN EXPENSE and ON BEHALF OF THE LESSEE AND IN THE NAME OF THE 
LESSEE, any claim or litigation brought against the LESSEE and its elected officials, employees, officers, directors, 
volunteers and representatives, in connection with any such injury, death , or damage for which this INDEMNITY 
shall apply, as set forth above . 

16. Throughout the te1m of this Lease Agreement, Lessee and its representatives, agents and employees, 
shall have first priority to all parking spaces adjacent to the Leased Premises during Project Hours. Lessee 
recognizes that Lessor may utilize the parking lot area for parking during non-Project Hours. 

17. Unless otherwise provided herein, any notice. tender or delivery to be given hereunder by either party 
to the other may be effected by personal delivery, or in writing by certified mail , postage prepaid, return receipt 
requested. 



LESSOR: 

LESSEE: 

St. Andrew's United Methodist Church 
722 Robinhood 
San Antonio, Texas 78209 

Social Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Communitv Initiatives 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

with a copy to the City Clerk, City of San Antonio, P.O. Box 839966 2nd floor San Antonio, Texas 78283-3966. 

18. This Lease Agreement shall be construed under and in accordance with the laws of the State of Texas, 
and all obligations of the parties created hereunder are performable in Bexar County, Texas. Venue for any legal 
action, claim or dispute arising directly or indirectly as a result of this Lease Agreement shall be in Bexar County, 
Texas. 

19. This Lease Agreement constitutes the final and entire agreement between the parties hereto and 
contains all of the tenns and conditions agreed upon. No other agreements, oral or otherwise regarding the subject 
matter of this Lease Agreement shall be deemed to exist or to bind the parties hereto unless same be in writing, 
dated subsequent to the date hereof and duly executed by the parties. 

LESSEE: 

Dennis J. Camp 
Community Initiatives Department 
City of San Antonio 

'Date 
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ST A TE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

Contract# "'l)DDDloB~1' 

COMPREHENSIVE NUTRITION PROGRAM 
VOLUNTEER SITE AGREEMENT­

WITH 
CENTRO DEL BARRIO 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City") , a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1104, passed and approved on October 18 , 2007, and Centro de! Barrio ("Volunteer") 
located at 123 Ascot, San Antonio , Texas 78224, a nutrition center site ("Center"). 

WITNESS ETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter refened to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS , the City 's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Volunteer to carry out the Project at Centro de! Barrio Family Center, a 
nutrition center site (the ·'Center"); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Volunteer shall provide, oversee, administer, and carry out all act1v1t1es and services in a manner 
satisfactory to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV 
of this Agreement at the Center. 

1.2 City shall determine eligibility of all Project recipients and shall ensure that at least 50% of the total individuals 
served in the Project will be persons with incomes at or below the poverty level threshold established by the 
Bureau of the Census, and that at least 50% of the total persons served will be in greatest social need. 
Volunteer shall refer all individuals requesting services to the City's Depaitment of Community Initiatives, 
Senior Services Division's Elderly Services Supervisor for eligibility detem1ination. 

1.3 City shall provide monitoring, technical assistance, training , planning and evaluntion services of the Project to 
the Volunteer as required by the Texas Department on Aging and Disability Services (DADS) guidelines and 
the City's Department of Community Initiatives, Senior Services Division. 

II. Agreement Period 

2.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October 1, 
2007 and shall tenninate on September 30, 2008. 



III. Collection of Meal Fees and Donations for Meals 

3.1 The Volunteer shall provide a voluntary opportunity for eligible Project recipients to contribute to the cost of 
Project services while protecting the individual 's privacy. The Volunteer shall safeguard and account for such 
contributions as program income in accordance with City's Comprehensive Nutrition Program (CNP) 
Operations' Manual , which is attached hereto and incorporated herein as Attachment I. 

3.2 The Volunteer shall allow the City to post a sign at the Center, which identifies the full cost of the services, the 
suggested eligible Project recipient contribution, and a statement that services shall not be denied because the 
eligible Project recipients cannot or will not contribute. 

3.3 Volunteer shall account for and report to the City funds received by the Volunteer from eligible Project 
recipients. questions of eligible project recipients, and visitors to the Center as prescribed by the CNP 
Operations Manual. 

3.4 The Volunteer shall ensure that a meal fee to recover the full cost of the meal provided at the Center is 
collected from all persons who are not eligible for services. Meals may be provided to guests of the eligible 
Project recipients and others who are not eligible if the provision of this meal does not deprive an eligible 
Project recipient of a meal. 

3.5 All meal fees and donations collected by the Volunteer during the grant period shall be forwarded to the City 
monthly on dates specified by the City's Senior Services Division, Department of Community Initiatives. The 
Volunteer shall comply with the provisions of the Department of Community Initiatives (DCI) Department 
Directive 35 entitled. CASH HANDLING PROCEDURES. DA TED October I I. 2004 which is attached 
hereto and incorporated herein for all purposes as Attachment 11. 

IV. Scope of Work I Project Requirements 

4.1 The Volunteer shall provide nutrition education and a hot noon meal, as prescribed in the CNP Operations 
Manual. 

4.2 The Volunteer agrees to provide a projected total of 3,668 Congregate Meals for the term of this Agreement. 

4.3 The Volunteer shall confonn to health standards prescribed by the Metropolitan Health District as described in 
the City's CNP Operations Manual, including but not limited to the following: 

(a) The Volunteer shall ensure that the Project meals are served within the prescribed time frames 
daily. 

(b) The Project meals shall be served in accordance with sanitary requirements set forth in the 
Operations Manual. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Volunteer shall ensure that proper portion controls are established and used by the 
Volunteer. City shall perfom1 periodic inspections to insure compliance by the Volunteer 
with health codes, menu, revenue and portion control. 

4.4 In accordance with City Code Chapter 13 , Food and Food Handlers, Article XIII , Certification of Supervisory 
Personnel of Food Products Establishment and applicable state standards, as amended, Volunteer shall ensure 
that food handlers are properly trained and certified. 

4.5 Volunteer shall ensure that holding time for hot foods shall not exceed four (4) hours from the time when the 
food is taken from the equipment in which cooking or reheating is completed until it is served. Volunteer shall 
clearly label on each container the time when the food was taken from the equipment in which cooking or 
reheating is completed. 

4 .6 Volunteer shall ensure that an individual certified by the American Red Cross in Standard First Aid is at the 
Center while Project meals are being served. 
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4.7 Volunteer shall utilize the City's established "'Meal Reservation System." Under this system, Volunteer shall 
notify the City by Friday at 2:00 PM, of the number of meals to be served at the Center the following week. 

4.8 The Center shall be operational for the time necessary to adequately provide satisfactory service of Project 
meals. The number of hours, days of the week and total service days of the year shall be coordinated with the 
City. Changes to accommodate special cultural and religious days shall be made ten ( 10) operational days in 
advance. 

4.9 Volunteer shall provide all necessary supervision and coordination of activities outlined in this Article IV Scope 
of Work/Project Requirements. 

4.10 Volunteer shall provide in-service training to any personnel of the Volunteer who are perforn1ing duties 
pursuant to this Agreement. 

V. Applicable Laws and Regulations 

5.1 Volunteer shall comply with all applicable laws, rules, regulations and codes of the United States and the State 
of Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and Bexar 
County in its performance of all of the work under this Agreement. 

5.2 Volunteer agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging (TDOA), the 
Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S. Department of 
Agriculture. 

5.3 Volunteer shall adhere to the Alamo Area Council of Governments (AACOG) policies and procedures, as they 
now exist or as they may subsequently be adopted, in all respects. Said policies and procedures are set forth in 
the City's CNP Operations Manual in Attachment I. Volunteer shall also adhere to Texas Administrative Code 
Title 40, Part IX, Subsection 270 .5 Nutrition Service Requirements. Said requirements are also set forth in the 
City ' s CNP Operations Manual. 

5.4 Volunteer agrees not to use in any capacity including as a volunteer any person that the Volunteer receives 
notice from the City is ineligible to participate as an employee, volunteer or in any other capacity in connection 
with the delivery of services under this Agreement. 

5.5 Volunteer certifies that neither it nor its principals are presently debarred, suspended, proposed for debannent, 
declared ineligible or voluntarily excluded from participation in any State or Federal Program. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control, and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such form as may be 
required by the Department of Community Initiatives, the Volunteer shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds, if applicable, such statements, records, 
data, and information and permit the City and the Grantor of the grant funds , if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of this Agreement, and may 
result in the termination of this Agreement. 

6.2 Volunteer shall submit to the Department of Community Initiatives such reports as may be required by AACOG 
and/or City. 

6.3 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Volunteer agrees to submit to such monitoring and evaluation. 

6.4 Volunteer shall give the City, AACOG , Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the State of Texas, through any authorized 
representative, access to and right to examine all facilities , equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement term. 
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VII. Termination 

7.1 Tem1ination for Convenience - This Agreement may be tem1inated in whole or in part by either party with thirty 
(30) days notice to the other party. 

7.2 Tennination for Cause - Should the Volunteer fail to fulfill, in a timely and proper manner, obligations under 
this Agreement to include performance standards established by the City, or if Volunteer should violate any of 
the covenants, conditions or stipulations of the Agreement , the City shall thereupon have the right to terminate 
this Agreement by sending written notice to the Volunteer of such termination and specify the effective date 
thereof ( which date shall not be sooner than the end of ten ( 10) days fol lowing the day on which such notice is 
sent) . 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of the Center by Volunteer, the City may elect to terminate this Agreement upon ten (10) days written 
notice from the City to the Volunteer. 

VIII. Insurance 

8.1 Volunteer agrees to comply with the following insurance provisions: 

(a)Volunteer shall be responsible for insuring its employees and sub-recipients for Worker ' s 
Compensation or Alternative Plan. In no event will the City be required to maintain any insurance 
coverage for Volunteer. If a Worker's Compensation Policy is maintained, a copy of their insurance 
certificate shall be provided to City of San Antonio, Dept. of Community Initiatives. 

(b) Volunteer shall be responsible for insuring its own Property, Equipment, Autos and Legal 
Liability. In no event will the City be required to maintain any insurance coverage for Volunteer. In the 
event that Property, Autos, and Legal Liability (Commercial General Liability) policies are maintained, a 
copy of their insurance certificate and additional insured endorsement shall be provided to City of San 
Antonio, Dept. of Community Initiatives. 

IX. Indemnity 

9.1 VOLUNTEER AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Volunteer covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City 
and the elected officials, employees, officers, directors, volunteers, and representatives of the 
City, individually or collectively, from and against any and all costs, claims, liens, damages, 
losses, expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, 
liability and suits of any kind and nature, including but not limited to, personal or bodily 
injury, death and property damage, made upon the City and the elected officials, employees, 
officers, directors, volunteers, and representatives of the City, individually or collectively, 
directly or indirectly arising out of, resulting from or related to Volunteer's activities under 
this Agreement, including any acts or omissions of Volunteer, any agent, officer, director, 
representative, employee, consultant or sub-contractor/sub-volunteer of Volunteer, and their 
respective officers, agents, employees, directors and representatives while in the exercise of 
performance of the rights or duties under this Agreement, all without however, waiving any 
governmental immunity available to the CITY under Texas Law and without waiving any 
defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND AGREED 
THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENALTIES, ACTIONS, 
DEMANDS, CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART 
FROM THE NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, 
OFFICERS, DIRECTORS AND REPRESENTATIVES OF CITY, UNDER THIS 
AGREEMENT. The provisions of this INDEMNITY are solely for the benefit of the parties 
hereto and not intended to create or grant any rights, contractual or otherwise, to any other 
person or entity. Volunteer shall promptly advise the City in writing of any claim or 
demand against the CITY or Volunteer known to Volunteer related to or arising out of 
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Volunteer's activities under this Agreement and shall see to the investigation of and defense 
of such claim or demand at Volunteer's cost. The City shall have the right, at its option and 
at its own expense, to participate in such defense without relieving Volunteer of any of its 
obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY 
provided for in this Section, is an INDEMNITY extended by Volunteer to INDEMNIFY, 
PROTECT and HOLD HARMLESS, the City from the consequences of the CITY's OWN 
NEGLIGENCE, provided however, that the INDEMNITY provided for in this section 
SHALL APPLY only when the NEGLIGENT ACT of the City is a CONTRIBUTORY 
CAUSE of the resultant injury, death, or damage, and shall have no application when the 
negligent act of the City is the sole cause of the resultant injury, death, or damage. 
VOLUNTEER further AGREES TO DEFEND, AT ITS OWN EXPENSE, and ON 
BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or litigation 
brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Amendments 

I 0.1 Except when the tem1s of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the terms hereof shall be by amendment in writing executed by both City and Volunteer without the necessity of 
seeking approval from City Council so long as the amendment is approved as to form by the City Attorney or 
his designee. 

XI. Subcontracting and Assignment 

11 .1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City' s Director of the Department of Community Initiatives. 

1 l.2Volunteer shall not assign or transfer Volunteer ' s interest in this Agreement without the written consent of the 
Director of the Department of Community Initiatives. Any attempt at transfer, pledge or other assignment shall 
be void ab initio and shall confer no rights upon any third person or party. 

Xll. Independent Contractor 

12.lln perfonnance of obligations under this Agreement, the Volunteer shall act as an independent contractor and 
not as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Volunteer shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to the City employees. 

l 2.2The City shall not be obligated to any third parties (including any sub-contractor/sub-volunteer of the 
Volunteer). 

XIII. Communication 

13 . IF or purposes of this agreement all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail, postage prepaid, to the addresses set forth below: 

CITY 

Social Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Community Initiatives 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

VOLUNTEER 

Centro de! Barrio 
123 Ascot. 
San Antonio, TX 78224 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. 
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XIV. Venue 

14.1 Volunteer and City agree that this Agreement shall be governed by and construed in accordance with the laws 
of the State of Texas. Any action or proceeding brought to enforce the terms of this Agreement or adjudicate 
any dispute arising out of this Agreement shall be brought in a court of competent jurisdiction in San Antonio, 
Bexar County, Texas. 

XV. Gender 

15.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural , unless the context otherwise requires. 

XVI. Authority to Contract 

16.1 The signer of this Agreement for City and Volunteer each represents, warrants, assures and guarantees that he 
has full legal authority to execute this Agreement on behalf of City and Volunteer respectively, and to bind City 
and Volunteer to all of the tern1s, condi tions, provisions and obligations herein contained. 

XVII. Entire Agreement 

17. l This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the terms and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

I 7.2lf any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal , state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such inval idity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this Agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in tern1s to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal , valid and enforceable. 

XVIII. Acceptance of Agreement 

18.1 I the undersigned, certify that I have read and understand the tern1s of this Agreement and that the Volunteer 
will abide by them. I further certify that I am authorized to sign for this Volunteer, the contracting entity. 

In witness of which this Agreement has been executed effective the~ day ofJll¥\UA~ , --2!J!;I. 

CITY OF SAN ANTONIO: VOLUNTEER: 

Clnj(LrtJ/) ~ 0a .. ~o--- __,,...,......Qa~-· . _______ _ e.sJ.Campa,~ 'Authorized Signature 
Department of Community Initiatives 

APPROVED AS TO FORM: 

ssistant City Attorney 

Centro de! Barrio 
(Name of Volunteer) 

123 Ascot 
(Street Address) 

San Antonio, TX 78224 
(City, State, Zip Code) 

Attachment I - Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment II - Cash Handling Procedures 
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STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

Contract #~_1_0 __ _ 

COMPREHENSIVE NUTRITION PROGRAM 
VOLUNTEER SITE AGREEMENT 

WITH 
CRESTVIEW BAPTIST CHURCH 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City"), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-J 104, passed and approved on October 18, 2007, and Crestview Baptist 
Church("Volunteer") located at 810 l Eaglecrest Blvd. , San Antonio, Texas 78239, a nutrition center site ("Center"). 

WITNESSETH : 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS, the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Volunteer to carry out the Project at Crestview Baptist Church Family 
Center, a nutrition center site (the "Center"); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

J. I The Volunteer shall provide, oversee, administer, and carry out all ac!lv1t1es and services in a manner 
satisfactory to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV 
of this Agreement at the Center. 

1.2 City shall determine eligibility of all Project recipients and shall ensure that at least 50% of the total individuals 
served in the Project will be persons with incomes at or below the poverty level threshold established by the 
Bureau of the Census, and that at least 50% of the total persons served will be in greatest social need. 
Volunteer shall refer all individuals requesting services to the City ' s Department of Community Initiatives, 
Senior Services Division's Elderly Services Supervisor for eligibility determination. 

1.3 City shall provide monitoring, technical assistance, training, planning and evaluation services of the Project to 
the Volunteer as required by the Texas Department on Aging and Disability Services (DADS) guidelines and 
the City's Department of Community Initiatives, Senior Services Division. 

II. Agreement Period 

2.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October I, 
2007 and shall terminate on September 30, 2008 . 



Ill. Collection of Meal Fees and Donations for Meals 

3.1 The Volunteer shall provide a voluntary opportunity for eligible Project recipients to contribute to the cost of 
Project services while protecting the individual's privacy. The Volunteer shall safeguard and account for such 
contributions as program income in accordance with City ' s Comprehensive Nutrition Program (CNP) 
Operations' Manual , which is attached hereto and incorporated herein as Attachment I. 

3.2 The Volunteer shall allow the City to post a sign at the Center, which identifies the full cost of the services, the 
suggested eligible Project recipient contribution, and a statement that services shall not be denied because the 
eligible Project recipients cannot or will not contribute. 

3.3 Volunteer shall account for and report to the City funds received by the Volunteer from eligible Project 
recipients, questions of eligible project recipients. and visitors to the Center as prescribed by the CNP 
Operations Manual. 

3.4 The Volunteer shall ensure that a meal fee to recover the full cost of the meal provided at the Center is 
collected from all persons who are not eligible for services. Meals may be provided to guests of the eligible 
Project recipients and others who are not eligible if the provision of this meal does not deprive an eligible 
Project recipient of a meal. 

3.5 All meal fees and donations collected by the Volunteer during the grant period shall be forwarded to the City 
monthly on dates specified by the City's Senior Services Division, Department of Community Initiatives. The 
Volunteer shall comply with the provisions of the Department of Community Initiatives (DCI) Department 
Directive 35 entitled. CASH HANDLING PROCEDURES. DA TED October 11, 2004 which is attached 
hereto and incorporated herein for all purposes as Attachment II. 

IV. Scope of Work/ Project Requirements 

4 . 1 The Volunteer shall provide nutrition education and a hot noon meal , as prescribed 111 the CNP Operations 
Manual. 

4.2 The Volunteer agrees to provide a projected total of 3,144 Congregate Meals for the tem1 of this Agreement. 

4.3 The Volunteer shall confom1 to health standards prescribed by the Metropolitan Health District as described in 
the City ' s CNP Operations Manual , including but not limited to the following: 

(a) The Volunteer shall ensure that the Project meals are served within the prescribed time frames 
daily. 

(b) The Project meals shall be served in accordance with sanitary requirements set forth in the 
Operations Manual. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Volunteer shall ensure that proper portion controls are established and used by the 
Volunteer. City shall perfom1 periodic inspections to insure compliance by the Volunteer 
with health codes, menu, revenue and portion control. 

4.4 In accordance with City Code Chapter 13 , Food and Food Handlers, Article XIII, Certification of Supervisory 
Personnel of Food Products Establishment and applicable state standards, as amended, Volunteer shall ensure 
that food handlers are properly trained and certified. 

4.5 Volunteer shall ensure that holding time for hot foods shall not exceed four (4) hours from the time when the 
food is taken from the equipment in which cooking or reheating is completed until it is served. Volunteer shall 
clearly label on each container the time when the food was taken from the equipment in which cooking or 
reheating is completed. 

4.6 Volunteer shall ensure that an individual certified by the American Red Cross in Standard First Aid is at the 
Center while Project meals are being served. 
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4.7 Volunteer shall utilize the City's established "Meal Reservation System." Under this system, Volunteer shall 
notify the City by Friday at 2:00 PM, of the number of meals to be served at the Center the following week. 

4.8 The Center shall be operational for the time necessary to adequately provide satisfactory service of Project 
meals. The number of hours, days of the week and total service days of the year shall be coordinated with the 
City. Changes to accommodate special cultural and religious days shall be made ten ( I 0) operational days in 
advance. 

4.9 Volunteer shall provide all necessary supervision and coordination of activities outlined in this Article IV Scope 
of WorldProject Requirements. 

4.10 Volunteer shall provide in-service training to any personnel of the Volunteer who are performing duties 
pursuant to this Agreement. 

V. Applicable Laws and Regulations 

5.1 Volunteer shall comply with all applicable laws, rules, regulations and codes of the United States and the State 
of Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and Bexar 
County in its perforn1ance of all of the work under this Agreement. 

5.2 Volunteer agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging (TDOA), the 
Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S . Department of 
Agriculture. 

5.3 Volunteer shall adhere to the Alamo Area Council of Governments (AACOG) policies and procedures, as they 
now exist or as they may subsequently be adopted, in all respects. Said policies and procedures are set forth in 
the City's CNP Operations Manual in Attachment I. Volunteer shall also adhere to Texas Administrative Code 
Title 40, Part IX, Subsection 270.5 Nutrition Service Requirements. Said requirements are also set forth in the 
City's CNP Operations Manual. 

5.4 Volunteer agrees not to use in any capacity including as a volunteer any person that the Volunteer receives 
notice from the City is ineligible to participate as an employee, volunteer or in any other capacity in connection 
with the delivery of services under this Agreement. 

5.5 Volunteer certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment, 
declared ineligible or voluntarily excluded from participation in any State or Federal Program. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control, and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such form as may be 
required by the Depaiiment of Community Initiatives, the Volunteer shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds , if applicable, such statements, records, 
data, and infonnation and pern1it the City and the Grantor of the grant funds, if applicable, to have interviews 
with its personnel , board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of this Agreement, and may 
result in the termination of this Agreement. 

6.2 Volunteer shall submit to the Department of Community Initiatives such reports as may be required by AACOG 
and/or City. 

6.3 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Volunteer agrees to submit to such monitoring and evaluation. 

6.4 Volunteer shall give the City, AACOG , Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the State of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement tern1. 
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VIL Termination 

7.1 Tem1ination for Convenience - This Agreement may be tem1inated in whole or in part by either party with thirty 
(30) days notice to the other party. 

7.2 Tennination for Cause - Should the Volunteer fail to fulfill, in a timely and proper manner, obligations under 
this Agreement to include perfomrnnce standards established by the City, or if Volunteer should violate any of 
the covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to terminate 
this Agreement by sending written notice to the Volunteer of such termination and specify the effective date 
thereof(which date shall not be sooner than the end often (JO) days following the day on which such notice is 
sent). 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of the Center by Volunteer, the City may elect to tem1inate this Agreement upon ten (10) days written 
notice from the City to the Volunteer. 

VIII. Insurance 

8.1 Volunteer agrees to comply with the following insurance provisions: 

(a)Volunteer shall be responsible for insuring its employees and sub-recipients for Worker's 
Compensation or Alternative Plan. In no event will the City be required to maintain any insurance 
coverage for Volunteer. If a Worker's Compensation Policy is maintained, a copy of their insurance 
certificate shall be provided to City of San Antonio, Dept. of Community Initiatives. 

(b) Volunteer shall be responsible for insuring its own Property, Equipment, Autos and Legal 
Liability. In no event will the City be required to maintain any insurance coverage for Volunteer. In the 
event that Property, Autos, and Legal Liability (Commercial General Liability) policies are maintained, a 
copy of their insurance certificate and additional insured endorsement shall be provided to City of San 
Antonio, Dept. of Community Initiatives. 

IX. Indemnity 

9.1 VOLUNTEER AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Volunteer covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City 
and the elected officials, employees, officers, directors, volunteers, and representatives of the 
City, individually or collectively, from and against any and all costs, claims, liens, damages, 
losses, expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, 
liability and suits of any kind and nature, including but not limited to, personal or bodily 
injury, death and property damage, made upon the City and the elected officials, employees, 
officers, directors, volunteers, and representatives of the City, individually or collectively, 
directly or indirectly arising out of, resulting from or related to Volunteer's activities under 
this Agreement, including any acts or omissions of Volunteer, any agent, officer, director, 
representative, employee, consultant or sub-contractor/sub-volunteer of Volunteer, and their 
respective officers, agents, employees, directors and representatives while in the exercise of 
performance of the rights or duties under this Agreement, all without however, waiving any 
governmental immunity available to the CITY under Texas Law and without waiving any 
defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND AGREED 
THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENALTIES, ACTIONS, 
DEMANDS, CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART 
FROM THE NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, 
OFFICERS, DIRECTORS AND REPRESENTATIVES OF CITY, UNDER THIS 
AGREEMENT. The provisions of this INDEMNITY are solely for the benefit of the parties 
hereto and not intended to create or grant any rights, contractual or otherwise, to any other 
person or entity. Volunteer shall promptly advise the City in writing of any claim or 
demand against the CITY or Volunteer known to Volunteer related to or arising out of 
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Volunteer's activities under this Agreement and shall see to the investigation of and defense 
of such claim or demand at Volunteer's cost. The City shall have the right, at its option and 
at its own expense, to participate in such defense without relieving Volunteer of any of its 
obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY 
provided for in this Section, is an INDEMNITY extended by Volunteer to INDEMNIFY, 
PROTECT and HOLD HARMLESS, the City from the consequences of the CITY's OWN 
NEGLIGENCE, provided however, that the INDEMNITY provided for in this section 
SHALL APPLY only when the NEGLIGENT ACT of the City is a CONTRIBUTORY 
CAUSE of the resultant injury, death, or damage, and shall have no application when the 
negligent act of the City is the sole cause of the resultant injury, death, or damage. 
VOLUNTEER further AGREES TO DEFEND, AT ITS OWN EXPENSE, and ON 
BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or litigation 
brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Amendments 

I 0.1 Except when the tem1s of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the terms hereof shall be by amendment in writing executed by both City and Volunteer without the necessity of 
seeking approval from City Council so long as the amendment is approved as to fonn by the City Attorney or 
his designee. 

XI. Subcontracting and Assignment 

I l I None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

I 1.2Volunteer shall not assign or transfer Volunteer's interest in this Agreement without the written consent of the 
Director of the Department of Community Initiatives. Any attempt at transfer, pledge or other assignment shall 
be void ab initio and shall confer no rights upon any third person or party. 

XII. Independent Contractor 

12.1 In perfom1ance of obligations under this Agreement, the Volunteer shall act as an independent contractor and 
not as an agent , representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Volunteer shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to the City employees. 

I 2.2The City shall not be obligated to any third parties (including any sub-contractor/sub-volunteer of the 
Volunteer). 

XIII. Communication 

13.1 For purposes of this agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail, postage prepaid, to the addresses set forth below: 

CITY 

Social Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Community Initiatives 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

VOLUNTEER 

Crestview Baptist Church 
810 I Eaglecrest Blvd. 
San Antonio, TX 78239 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. 
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XIV. Venue 

14.1 Volunteer and City agree that this Agreement shall be governed by and construed in accordance with the laws 
of the State of Texas. Any action or proceeding brought to enforce the ten11S of this Agreement or adjudicate 
any dispute arising out of this Agreement shall be brought in a court of competent jurisdiction in San Antonio, 
Bexar County, Texas. 

XV. Gender 

15.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural , unless the context otherwise requires. 

XVI. Authority to Contract 

16.1 The signer of this Agreement for City and Volunteer each represents, warrants, assures and guarantees that he 
has full legal authority to execute this Agreement on behalf of City and Volunteer respectively, and to bind City 
and Volunteer to all of the tern1s, conditions , provisions and obligations herein contained. 

XVII. Entire Agreement 

17.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the tern1s and conditions agreed upon , and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

17.2 If any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal, state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this Agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in tem1s to such 
invalid. illegal or unenforceable clause or provision as may be possible, legal , valid and enforceable. 

XVIII. Acceptance of Agreement 

18.1 I the undersigned , certify that I have read and understand the tern1s of this Agreement and that the Volunteer 
will abide by them. I further certify that I am authorized to sign for this Volunteer, the contracting entity. 

In witness of which this Agreement has been executed effective the ) / day of / g-- Cl 7 

CITY OF SAN ANTONIO: 

si~#-~Q/ 
Dennis J. Campa, Dir~ 
Department of Community Initiatives 

APPROVED AS TO FORM: 

;sistant City Attorney 

VOLUNTEER: 

b:LPff:~ 
Authorized signature 

Crestview Baptist Church 
(Name of Vo/1111teer) 

8101 Eaglecrest Blvd 
(Street Address) 

San Antonio, TX 78239 
(City, State, Zip Code) 

Attachment I - Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment II - Cash Handling Procedures 
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ST A TE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

Contract# '-/tooooo loS~ 0 

COMPREHENSIVE NUTRITION PROGRAM 
VOLUNTEER SITE AGREEMENT 

WITH 
GOOD SAMARITAN CENTER 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City"), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1104, passed and approved on October 18, 2007, and Good Samaritan Center 
("Volunteer") located at 1600 Saltillo, San Antonio, Texas 78207 , a nutrition center site (''Center"). 

WJTNESSETH: 

WHEREAS. the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ('"the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS, the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Volunteer to caITy out the Project at Good Samaritan Center Family 
Center, a nutrition center site (the "Center"); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Volunteer shall provide, oversee, administer, and carry out all act1v1t1cs and services in a manner 
satisfactory to the City and in compliance with the Scope of Work / Project Requirements set forth in A1iicle IV 
of this Agreement at the Center. 

1.2 City shall determine eligibility of all Project recipients and shall ensure that at least 50% of the total individuals 
served in the Project will be persons with incomes at or below the poverty level threshold established by the 
Bureau of the Census, and that at least 50% of the total persons served will be in greatest social need. 
Volunteer shall refer all individuals requesting services to the City's Department of Community Initiatives, 
Senior Services Division's Elderly Services Supervisor for eligibility detem1ination. 

1.3 City shall provide monitoring, technical assistance, training, planning and evaluation services of the Project to 
the Volunteer as required by the Texas Department on Aging and Disability Services (DADS) guidelines and 
the City's Department of Community Initiatives, Senior Services Division. 

II. Agreement Period 

2.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October I. 
2007 and shall terminate on September 30, 2008. 



Ill. Collection of Meal Fees and Donations for Meals 

3.1 The Volunteer shall provide a voluntary opportunity for eligible Project recipients to contribute to the cost of 
Project services while protecting the individual's privacy. The Volunteer shall safeguard and account for such 
contributions as program income in accordance with City's Comprehensive Nutrition Program (CNP) 
Operations' Manual , which is attached hereto and incorporated herein as Attachment I. 

3.2 The Volunteer shall allow the City to post a sign at the Center. which identifies the full cost of the services, the 
suggested eligible Project recipient contribution, and a statement that services shall not be denied because the 
eligible Project recipients cannot or will not contribute. 

3.3 Volunteer shall account for and report to the City funds received by the Volunteer from eligible Project 
recipients, questions of eligible project recipients, and visitors to the Center as prescribed by the CNP 
Operations Manual. 

3.4 The Volunteer shall ensure that a meal fee to recover the full cost of the meal provided at the Center is 
collected from all persons who are not eligible for services. Meals may be provided to guests of the eligible 
Project recipients and others who are not eligible if the provision of this meal does not deprive an eligible 
Project recipient of a meal. 

3.5 All meal fees and donations collected by the Volunteer during the grant period shall be forwarded to the City 
monthly on dates specified by the City 's Senior Services Division, Department of Community Initiatives. The 
Volunteer shall comply with the provisions of the Department of Community Initiatives (DCI) Department 
Directive 35 entitled, CASH HANDLING PROCEDURES, DATED October 11. 2004 which is attached 
hereto and incorporated herein for all purposes as Attachment II . 

IV. Scope of Work/ Project Requirements 

4.1 The Volunteer shall provide nutrition education and a hot noon meal , as prescribed in the CNP Operations 
Manual. 

4.2 The Volunteer agrees to provide a projected total of 15 , 196 Congregate Meals for the term of this Agreement. 

4.3 The Volunteer shall confom1 to health standards prescribed by the Metropolitan Health District as described in 
the City's CNP Operations Manual , including but not limited to the following: 

(a) The Volunteer shall ensure that the Project meals are served within the prescribed time frames 
daily. 

(b) The Project meals shall be served in accordance with sanitary requirements set forth in the 
Operations Manual. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Volunteer shall ensure that proper portion controls are established and used by the 
Volunteer. City shall perfom1 periodic inspections to insure compliance by the Volunteer 
with health codes, menu, revenue and portion control. 

4.4 In accordance with City Code Chapter 13 , Food and Food Handlers, Article Xlll , Certification of Supervisory 
Personnel of Food Products Establishment and applicable state standards, as amended, Volunteer shall ensure that 
food handlers are properly trained and certified. 

4.5 Volunteer shall ensure that holding time for hot foods shall not exceed four (4) hours from the time when the 
food is taken from the equipment in which cooking or reheating is completed until it is served. Volunteer shall 
clearly label on each container the time when the food was taken from the equipment in which cooking or 
reheating is completed. 

4.6 Volunteer shall ensure that an individual certified by the American Red Cross in Standard First Aid is at the 
Center while Project meals are being served. 
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4. 7 Volunteer shall utilize the City's established "Meal Reservation System." Under this system, Volunteer shall 
notify the City by Friday at 2:00 PM, of the number of meals to be served at the Center the following week. 

4.8 The Center shall be operational for the time necessary to adequately provide satisfactory service of Project 
meals. The number of hours, days of the week and total service days of the year shall be coordinated with the 
City. Changes to accommodate special cultural and religious days shall be made ten ( I 0) operational days in 
advance. 

4.9 Volunteer shall provide all necessary supervision and coordination of activities outlined in this Article IV Scope 
of Work/Project Requirements. 

4.10 Volunteer shall provide in-service training to any personnel of the Volunteer who are perfom1ing duties 
pursuant to this Agreement. 

V. Applicable Laws and Regulations 

5.1 Volunteer shall comply with all applicable laws, rules, regulations and codes of the United States and the State 
of Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and Bexar 
County in its perforn1ance of all of the work under this Agreement. 

5.2 Volunteer agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging (TDOA), the 
Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S. Department of 
Agriculture. 

5.3 Volunteer shall adhere to the Alamo Area Council of Governments (AACOG) policies and procedures, as they 
now exist or as they may subsequently be adopted, in all respects. Said policies and procedures are set forth in 
the City ' s CNP Operations Manual in Attachment I. Volunteer shall also adhere to Texas Administrative Code 
Title 40, Part IX, Subsection 270.5 Nutrition Service Requirements. Said requirements are also set forth in the 
City's CNP Operations Manual. 

5.4 Volunteer agrees not to use in any capacity including as a volunteer any person that the Volunteer receives 
notice from the City is ineligible to participate as an employee, volunteer or in any other capacity in connection 
with the delivery of services under this Agreement. 

5.5 Volunteer certifies that neither it nor its principals are presently debarred, suspended. proposed for debarn1ent, 
declared ineligible or voluntarily excluded from participation in any State or Federal Program. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control , and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such forn1 as may be 
required by the Department of Community Initiatives, the Volunteer shall furnish to the Department of 
Community Initiatives and AACOG , the Grantor of the grant funds , if applicable, such statements, records, 
data , and infomiation and pennit the City and the Gran tor of the grant funds , if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of this Agreement, and may 
result in the termination of this Agreement. 

6.2 Volunteer shall submit to the Department of Community Initiatives such reports as may be required by AACOG 
and/or City. 

6.3 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Volunteer agrees to submit to such monitoring and evaluation. 

6.4 Volunteer shall give the City, AACOG , Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the State of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement tenn. 
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VII. Termination 

7.1 Tem1ination for Convenience - This Agreement may be tem1inated in whole or in part by either party with thirty 
(30) days notice to the other party. 

7.2 Ten11ination for Cause - Should the Volunteer fail to fulfill , in a timely and proper manner, obligations under 
this Agreement to include perfo1mance standards established by the City, or if Volunteer should violate any of 
the covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tem1inate 
this Agreement by sending written notice to the Volunteer of such termination and specify the effective date 
thereof ( which date shall not be sooner than the end of ten ( I 0) days following the day on which such notice is 
sent). 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of the Center by Volunteer, the City may elect to terminate this Agreement upon ten (10) days written 
notice from the City to the Volunteer. 

VIII. Insurance 

8.1 Volunteer agrees to comply with the following insurance provisions: 

(a)Volunteer shall be responsible for insuring its employees and sub-recipients for Worker's 
Compensation or Alternative Plan. In no event will the City be required to maintain any insurance 
coverage for Volunteer. lf a Worker's Compensation Policy is maintained, a copy of their insurance 
certificate shall be provided to City of San Antonio, Dept. of Community Initiatives. 

(b) Volunteer shall be responsible for insuring its own Property, Equipment, Autos and Legal 
Liability. In no event will the City be required to maintain any insurance coverage for Volunteer. In the 
event that Property, Autos, and Legal liability (Commercial General Liability) policies are maintained, a 
copy of their insurance certificate and additional insured endorsement shall be provided to City of San 
Antonio , Dept. of Community Initiatives. 

IX. Indemnity 

9.1 VOLUNTEER AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION : 

(a) Volunteer covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City 
and the elected officials, employees, officers, directors, volunteers, and representatives of the 
City, individually or collectively, from and against any and all costs, claims, liens, damages, 
losses, expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, 
liability and suits of any kind and nature, including but not limited to, personal or bodily 
injury, death and property damage, made upon the City and the elected officials, employees, 
officers, directors, volunteers, and representatives of the City, individually or collectively, 
directly or indirectly arising out of, resulting from or related to Volunteer's activities under 
this Agreement, including any acts or omissions of Volunteer, any agent, officer, director, 
representative, employee, consultant or sub-contractor/sub-volunteer of Volunteer, and their 
respective officers, agents, employees, directors and representatives while in the exercise of 
performance of the rights or duties under this Agreement, all without however, waiving any 
governmental immunity available to the CITY under Texas Law and without waiving any 
defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND AGREED 
THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, 
DEMANDS, CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART 
FROM THE NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, 
OFFICERS, DIRECTORS AND REPRESENTATIVES OF CITY, UNDER THIS 
AGREEMENT. The provisions of this INDEMNITY are solely for the benefit of the parties 
hereto and not intended to create or grant any rights, contractual or otherwise, to any other 
person or entity. Volunteer shall promptly advise the City in writing of any claim or 
demand against the CITY or Volunteer known to Volunteer related to or arising out of 
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Volunteer's activities under this Agreement and shall see to the investigation of and defense 
of such claim or demand at Volunteer's cost. The City shall have the right, at its option and 
at its own expense, to participate in such defense without relieving Volunteer of any of its 
obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY 
provided for in this Section, is an INDEMNITY extended by Volunteer to INDEMNIFY, 
PROTECT and HOLD HARMLESS, the City from the consequences of the CITY's OWN 
NEGLIGENCE, provided however, that the INDEMNITY provided for in this section 
SHALL APPLY only when the NEGLIGENT ACT of the City is a CONTRIBUTORY 
CAUSE of the resultant injury, death, or damage, and shall have no application when the 
negligent act of the City is the sole cause of the resultant injury, death, or damage. 
VOLUNTEER further AGREES TO DEFEND, AT ITS OWN EXPENSE, and ON 
BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or litigation 
brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Amendments 

I 0.1 Except when the terms of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the terms hereof shall be by amendment in writing executed by both City and Volunteer without the necessity of 
l-eeking approval from City Council so long as the amendment is approved as to form by the City Attorney or 
his designee. 

XI. Subcontracting and Assignment 

11.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Jnitiatives. 

l I .2Volunteer shall not assign or transfer Volunteer's interest in this Agreement without the written consent of the 
Director of the Department of Community Initiatives. Any attempt at transfer, pledge or other assignment shall 
be void ab initio and shall confer no rights upon any third person or party. 

XII. Independent Contractor 

12.1 In performance of obligations under this Agreement, the Volunteer shall act as an independent contractor and 
not as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Volunteer shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to the City employees. 

l 2.2The City shall not be obligated to any third parties (including any sub-contractor/sub-volunteer of the 
Volunteer). 

XIII. Communication 

13.1 For purposes of this agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed. registered or certified mail , postage prepaid, to the addresses set forth below: 

CITY 

Social Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Community Initiatives 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

VOLUNTEER 

Good Samaritan Center 
1600 Saltillo. 
San Antonio, TX 78207 

Notices of changes of address by either party must be made in writing delivered to the other party ' s last 
known address within five (5) business days of the change. 
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XIV. Venue 

14.1 Volunteer and City agree that this Agreement shall be governed by and construed in accordance with the laws 
of the State of Texas. Any action or proceeding brought to enforce the terms of this Agreement or adjudicate 
any dispute arising out of this Agreement shall be brought in a court of competent jurisdiction in San Antonio, 
Bexar County, Texas. 

XV. Gender 

15.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural. unless the context otherwise requires. 

XVI. Authority to Contract 

16.1 The signer of this Agreement for City and Volunteer each represents, warrants, assures and guarantees that he 
has full legal authority to execute this Agreement on behalf of City and Volunteer respectively, and to bind City 
and Volunteer to all of the terms, conditions, provisions and obligations herein contained. 

XVII. Entire Agreement 

17.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the tenns and conditions agreed upon , and supersedes all prior negotiations, 
representations, or agreements, either oral or written . 

17 .21f any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal, state or local laws. including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this Agreement shall be construed as if 
such invalid , illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in ten11S to such 
invalid , illegal or unenforceable clause or provision as may be pos:;ible, legal, valid and enforceable. 

XVIII. Acceptance of Agreement 

18.11 the undersigned , certify that I have read and understand the terms of this Agreement and that the Volunteer 
will abide by them. I further certify that 1 am authorized to sign for this Volunteer, the contracting entity. 

In witness of which this Agreement has been executed effective the~ day ofJUH\t.tart) , J.oO"i>. 

CITY OF SAN ANTONIO: 

Dennis J. Campa, Dir c or 
Department ofCommL nity Initiatives 

APPROVED AS TO FORM: 

!i\ssistant City Attorney 

VO~ NTE~ ~ ----~~~-~-
Eden Hernandez Robles 
Family Development Services Coordinator 

Good Samaritan Center 
(Name of Volunteer) 

1600 Saltillo 
(Street At/dress) 

San Antonio, TX 78207 

(City, State, z;p Code) 

Attachment I - Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment II - Cash Handling Procedures 
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ST ATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

Contract# %{X}()Ol,~I.,/ 

COMPREHENSIVE NUTRITION PROGRAM 
VOLUNTEER SITE AGREEMENT 

WITH 
GRANADA APARTMENTS 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City"), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007- I 0-18-1104, passed and approved on October 18, 2007, and Granada Apartments ("Volunteer") 
located at 311 S. St. Mary's, San Antonio, Texas 78205, a nutrition center site ("Center"). 

WITNESS ETH: 

WHEREAS , the Alamo Area Council of Governments, hereinafter referred to as "AACOG ," grants funds to the 
City, which funds are supplemented by the City through its General Fund. for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS, the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as ''the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Volunteer to carry out the Project at _ Granada Apartments Family 
Center, a nutrition center site (the "Center") ; NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Volunteer shall provide, oversee, administer, and carry out all act1v1t1es and services in a manner 
satisfactory to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV 
of this Agreement at the Center. 

1.2 City shall detetmine eligibility of all Project recipients and shall ensure that at least 50% of the total individuals 
served in the Project will be persons with incomes at or below the poverty level threshold established by the 
Bureau of the Census, and that at least 50% of the total persons served will be in greatest social need. 
Volunteer shall refer all individuals requesting services to the City's Department of Community Initiatives, 
Senior Services Division's Elderly Services Supervisor for eligibility detennination. 

1.3 City shall provide monitoring, technical assistance, training, planning and evaluation services of the Project to 
the Volunteer as required by the Texas Department on Aging and Disability Services (DADS) guidelines and 
the City's Department of Community Initiatives, Senior Services Division. 

II. Agreement Period 

2.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October I, 
2007 and shall tenninate on September 30, 2008 . 



Ill. Collection of Meal Fees and Donations for Meals 

3.1 The Volunteer shall provide a voluntary opportunity for eligible Project recipients to contribute to the cost of 
Project services while protecting the individual's privacy. The Volunteer shall safeguard and account for such 
contributions as program income in accordance with City's Comprehensive Nutrition Program (CNP) 
Operations' Manual , which is attached hereto and incorporated herein as Attachment I. 

3.2 The Volunteer shall allow the City to post a sign at the Center, which identifies the full cost of the services, the 
suggested eligible Project recipient contribution, and a statement that services shall not be denied because the 
eligible Project recipients cannot or will not contribute. 

3.3 Volunteer shall account for and report to the City funds received by the Volunteer from eligible Project 
recipients, questions of eligible project recipients, and visitors to the Center as prescribed by the CNP 
Operations Manual. 

3.4 The Volunteer shall ensure that a meal fee to recover the full cost of the meal provided at the Center is 
collected from all persons who are not eligible for services. Meals may be provided to guests of the eligible 
Project recipients and others who are not eligible if the provision of this meal does not deprive an eligible 
Project recipient of a meal. 

3.5 All meal fees and donations collected by the Volunteer during the grant period shall be forwarded to the City 
monthly on dates specified by the City ' s Senior Services Division, Department or Community Initiatives. The 
Volunteer shall comply with the provisions of the Department of Community Initiatives (DC]) Department 
Directive 35 entitled. CASH HANDLING PROCEDURES. DATED October 11, 2004 which is attached 
hereto and incorporated herein for all purposes as Attachment 11. 

IV. Scope of Work/ Project Requirements 

4.1 The Volunteer shall provide nutrition education and a hot noon meal , as prescribed in the CNP Operations 
Manual. 

4.2 The Volunteer agrees to provide a projected total of 16,768 Congregate Meals for the term of this Agreement. 

4.3 The Volunteer shall confom1 to health standards prescribed by the Metropolitan Health District as described in 
the City's CNP Operations Manual, including but not limited to the following : 

(a) The Volunteer shall ensure that the Project meals are served within the prescribed time frames 
daily. 

(b) The Project meals shall be served in accordance with sanitary requirements set forth in the 
Operations Manual. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Volunteer shall ensure that proper portion controls are establ ished and used by the 
Volunteer. City shall perfonn periodic inspections to insure compliance by the Volunteer 
with health codes, menu, revenue and portion control. 

4.4 In accordance with City Code Chapter 13 , Food and Food Handlers, Article Xlll , Certification of Supervisory 
Personnel of Food Products Establishment and applicable state standards, as amended, Volunteer shall ensure 
that food handlers are properly trained and certified. 

4.5 Volunteer shall ensure that holding time for hot foods shall not exceed four (4) hours from the time when the 
food is taken from the equipment in which cooking or reheating is completed until it is served. Volunteer shall 
clearly label on each container the time when the food was taken from the equipment in which cooking or 
reheating is completed. 

4.6 Volunteer shall ensure that an individual certified by the American Red Cross in Standard First Aid is at the 
Center while Project meals are being served. 
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4.7 Volunteer shall utilize the City's established "Meal Reservation System." Under this system, Volunteer shall 
notify the City by Friday at 2:00 PM, of the number of meals to be served at the Center the following week. 

4.8 The Center shall be operational for the time necessary to adequately provide satisfactory service of Project 
meals. The number of hours, days of the week and total service days of the year shall be coordinated with the 
City. Changes to accommodate special cultural and religious days shall be made ten ( 10) operational days in 
advance. 

4.9 Volunteer shall provide all necessary supervision and coordination of activities outlined in this Article lV Scope 
of Work/Project Requirements. 

4. 10 Volunteer shall provide in-service training to any personnel of the Volunteer who are performing duties 
pursuant to this Agreement. 

V. Applicable Laws and Regulations 

5.1 Volunteer shall comply with all applicable laws, rules, regulations and codes of the United States and the State 
of Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and Bexar 
County in its performance of all of the work under this Agreement. 

5.2 Volunteer agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging (TDOA), the 
Administration on Aging (AoA) , the Secretary of Health and Human Services, and the U.S . Department of 
Agriculture. 

5.3 Volunteer shall adhere to the Alamo Area Council of Governments (AACOG) policies and procedures, as they 
now exist or as they may subsequently be adopted, in all respects. Said policies and procedures are set forth in 
the City's CNP Operations Manual in Attachment I. Volunteer shall also adhere to Texas Administrative Code 
Title 40, Part IX, Subsection 270.5 Nutrition Service Requirements. Said requirements are also set forth in the 
City's CNP Operations Manual. 

5.4 Volunteer agrees not to use in any capacity including as a volunteer any person that the Volunteer receives 
notice from the City is ineligible to participate as an employee, volunteer or in any other capacity in connection 
with the delivery of services under this Agreement. 

5.5 Volunteer certifies that neither it nor its principals are presently debarred, suspended. proposed for debarment, 
declared ineligible or voluntarily excluded from participation in any State or Federal Program. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control, and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such forn1 as may be 
required by the Department of Community Initiatives, the Volunteer shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds , if applicable, such statements, records, 
data, and inforniation and permit the City and the Grantor of the grant funds , if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of this Agreement, and may 
result in the termination of this Agreement. 

6.2 Volunteer shall submit to the Department of Community Initiatives such reports as may be required by AACOG 
and/or City. 

6.3 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Volunteer agrees to submit to such monitoring and evaluation. 

6.4 Volunteer shall give the City, AACOG, Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the State of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement tenn. 
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VII. Termination 

7.1 Tennination for Convenience - This Agreement may be tenninated in whole or in part by either party with thirty 
(30) days notice to the other party. 

7.2 Termination for Cause - Should the Volunteer fail to fulfill, in a timely and proper manner, obligations under 
this Agreement to include perfomrnnce standards established by the City, or if Volunteer should violate any of 
the covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tem1inate 
this Agreement by sending written notice to the Volunteer of such tennination and specify the effective date 
thereof (which date shall not be sooner than the end of ten (10) days following the day on which such notice is 
sent). 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of the Center by Volunteer, the City may elect to tenninate this Agreement upon ten (I 0) days written 
notice from the City to the Volunteer. 

VIII. Insurance 

8.1 Volunteer agrees to comply with the following insurance provisions: 

(a)Volunteer shall be responsible for insuring its employees and sub-recipients for Worker's 
Compensation or Alternative Plan. In no event will the City be required to maintain any insurance 
coverage for Volunteer. If a Worker's Compensation Policy is maintained, a copy of their insurance 
certificate shall be provided to City of San Antonio, Dept. of Community Initiatives. 

(b) Volunteer shall be responsible for insuring its own Property, Equipment, Autos and Legal 
Liability. In no event will the City be required to maintain any insurance coverage for Volunteer. In the 
event that Property, Autos, and Legal Liability (Commercial General Liability) policies are maintained, a 
copy of their insurance certificate and additional insured endorsement shall be provided to City of San 
Antonio, Dept. of Community Initiatives. 

IX. Indemnity 

9.1 VOLUNTEER AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Volunteer covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City 
and the elected officials, employees, officers, directors, volunteers, and representatives of the 
City, individually or collectively, from and against any and all costs, claims, liens, damages, 
losses, expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, 
liability and suits of any kind and nature, including but not limited to, personal or bodily 
injury, death and property damage, made upon the City and the elected officials, employees, 
officers, directors, volunteers, and representatives of the City, individually or collectively, 
directly or indirectly arising out of, resulting from or related to Volunteer's activities under 
this Agreement, including any acts or omissions of Volunteer, any agent, officer, director, 
representative, employee, consultant or sub-contractor/sub-volunteer of Volunteer, and their 
respective officers, agents, employees, directors and representatives while in the exercise of 
performance of the rights or duties under this Agreement, all without however, waiving any 
governmental immunity available to the CITY under Texas Law and without waiving any 
defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND AGREED 
THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENALTIES, ACTIONS, 
DEMANDS, CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART 
FROM THE NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, 
OFFICERS, DIRECTORS AND REPRESENTATIVES OF CITY, UNDER THIS 
AGREEMENT. The provisions of this INDEMNITY are solely for the benefit of the parties 
hereto and not intended to create or grant any rights, contractual or otherwise, to any other 
person or entity. Volunteer shall promptly advise the City in writing of any claim or 
demand against the CITY or Volunteer known to Volunteer related to or arising out of 

4 



Volunteer's activities under this Agreement and shall see to the investigation of and defense 
of such claim or demand at Volunteer's cost. The City shall have the right, at its option and 
at its own expense, to participate in such defense without relieving Volunteer of any of its 
obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY 
provided for in this Section, is an INDEMNITY extended by Volunteer to INDEMNIFY, 
PROTECT and HOLD HARMLESS, the City from the consequences of the CITY's OWN 
NEGLIGENCE, provided however, that the INDEMNITY provided for in this section 
SHALL APPLY only when the NEGLIGENT ACT of the City is a CONTRIBUTORY 
CAUSE of the resultant injury, death, or damage, and shall have no application when the 
negligent act of the City is the sole cause of the resultant injury, death, or damage. 
VOLUNTEER further AGREES TO DEFEND, AT ITS OWN EXPENSE, and ON 
BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or litigation 
brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Amendments 

I 0.1 Except when the tenns of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the tenns hereof shall be by amendment in writing executed by both City and Volunteer without the necessity of 
seeking approval from City Council so long as the amendment is approved as to fom1 by the City Attorney or 
his designee . 

XI. Subcontracting and Assignment 

11.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

I 1.2Volunteer shall not assign or transfer Volunteer's interest in this Agreement without the written consent of the 
Director of the Department of Community Initiatives. Any attempt at transfer, pledge or other assignment shall 
be void ab initio and shall confer no rights upon any third person or party. 

XII. Independent Contractor 

12.1 In perfomrnnce of obligations under this Agreement , the Volunteer shall act as an independent contractor and 
not as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Volunteer shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to the City employees. 

12.2The City shall not be obligated to any third parties (including any sub-contractor/sub-volunteer of the 
Volunteer). 

XIII. Communication 

13.lfor purposes of this agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail , postage prepaid, to the addresses set forth below: 

CITY 

Social Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Community Initiatives 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

VOLUNTEER 

Granada Apartments 
311 S. St. Mary 's 
San Antonio, TX 78205 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. 
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XIV. Venue 

14.1 Volunteer and City agree that this Agreement shall be governed by and construed in accordance with the laws 
of the State of Texas. Any action or proceeding brought to enforce the tem1s of this Agreement or adjudicate 
any dispute arising out of this Agreement shall be brought in a com1 of competent jurisdiction in San Antonio, 
Bexar County, Texas. 

XV. Gender 

15.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural , unless the context otherwise requires. 

XVI. Authority to Contract 

16. l The signer of this Agreement for City and Volunteer each represents. warrants, assures and guarantees that he 
has full legal authority to execute this Agreement on behalf of City and Volunteer respectively, and to bind City 
and Volunteer to all of the tenns, conditions, provisions and obligations herein contained. 

XVII. Entire Agreement 

17. 1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the tem1s and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written . 

l 7.2lf any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal , state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this Agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in terms to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal , valid and enforceable. 

XVIII. Acceptance of Agreement 

18.1 I the undersigned , certify that I have read and understand the tenns of this Agreement and that the Volunteer 
will abide by them. I further certify that I am authori zed to sign for this Volunteer, the contracting entity. 

In witness of which this Agreement has been executed effective the 2.8'~ day ofJatl.u.aJ1 , ~-
CITY OF SAN ANTONIO: 

a 
Dennis J. Campa, Die c r 
Department of Comm nity Initiatives 

APPROVED AS TO FORM: 

VOLUNTEER: 

~0- 1/J /.11,ad.t, 

Granada Apartments 
(Name of Volunteer) 

311 S. St. Mary's 
(Street Addres5) 

San Antonio, TX 78205 

(City, State, Zip Code) 

Attachment I - Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment II - Cash Handling Procedures 
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ST ATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

Contract# /.J4fJOOO{,'tJ(r; 1.. 

COMPREHENSIVE NUTRITION PROGRAM 
VOLU!\TEER SITE AGREEMENT 

WITH 
LEGACY AT O'CONNOR APARTMENTS 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City'') , a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1104, passed and approved on October 18, 2007 , and the Legacy at O 'Connor 
Apartments ("Volunteer") located at 13842 O 'Connor, San Antonio, Texas 78233 , a nutrition center site ("Center'} 

WITNESSETH: 

WHEREAS , the Alamo Area Council of Governments, hereinafter referred to as "AACOG ." grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project ; and 

WHEREAS, the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and 

WHEREAS , the Department of Community Initiatives. Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Volunteer to carry out the Project at the Legacy at O'Connor Apartments 
Family Center, a nutrition center site (the "Center"); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Volunteer shall provide, oversee, administer, and carry out all activities and services in a manner 
satisfactory to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV 
of this Agreement at the Center. 

1.2 City shall determine eligibility of all Project recipients and shall ensure that at least 50% of the total individuals 
served in the Project will be persons with incomes at or below the poverty level threshold established by the 
Bureau of the Census, and that at least 50% of the total persons served will be in greatest social need. 
Volunteer shall refer all individuals requesting services to the City's Department of Community Initiatives, 
Senior Services Division 's Elderly Services Supervisor for eligibility detennination. 

1.3 City shall provide monitoring, technical assistance, training, planning and evaluation services of the Project to 
the Volunteer as required by the Texas Department on Aging and Disability Services (DADS) guidelines and 
the City' s Department of Community Initiatives, Senior Services Division. 

II. Agreement Period 

2.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October I, 
2007 and shall terminate on September 30. 2008. 



lll. Collection of Meal Fees and Donations for Meals 

3.1 The Volunteer shall provide a voluntary opportunity for eligible Project recipients to contribute to the cost of 
Project services while protecting the individual's privacy. The Volunteer shall safeguard and account for such 
contributions as program income in accordance with City's Comprehensive Nutrition Program (CNP) 
Operations' Manual , which is attached hereto and incorporated herein as Attachment I. 

3.2 The Volunteer shall allow the City to post a sign at the Center, which identifies the full cost of the services , the 
suggested eligible Project recipient contribution, and a statement that services shall not be denied because the 
eligible Project recipients cannot or will not contribute. 

3.3 Volunteer shall account for and report to the City funds received by the Volunteer from eligible Project 
recipients, questions of eligible project recipients, and visitors to the Center as prescribed by the CNP 
Operations Manual. 

3.4 The Volunteer shall ensure that a meal fee to recover the full cost of the meal provided at the Center is 
collected from all persons who are not eligible for services. Meals may be provided to guests of the eligible 
Project recipients and others who are not eligible if the provision of this meal does not deprive an eligible 
Project recipient of a meal. 

3.5 All meal fees and donations collected by the Volunteer during the grant period shall be forwarded to the City 
monthly on dates specified by the City's Senior Services Division, Department of Community Initiatives. The 
Volunteer shall comply with the provisions of the Department of Community Initiatives (DCI) Department 
Directive 35 entitled, CASH HANDLING PROCEDURES, DATED October 11, 2004 which is attached 
hereto and incorporated herein for all purposes as Attachment II. 

JV. Scope of Work/ Project Requirements 

4.1 The Volunteer shall provide nutrition education and a hot noon meal, as prescribed in the CNP Operations 
Manual. 

4.2 The Volunteer agrees to provide a projected total of I 0,480 Congregate Meals for the term of this Agreement. 

4.3 The Volunteer shall conform to health standards prescribed by the Metropolitan Health District as described in 
the City's CNP Operations Manual, including but not limited to the following: 

(a) The Volunteer shall ensure that the Project meals are served within the prescribed time frames 
daily. 

(b) The Project meals shall be served in accordance with sanitary requirements set forth in the 
Operations Manual. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Volunteer shall ensure that proper portion controls are established and used by the 
Volunteer. City shall perfom1 periodic inspections to insure compliance by the Volunteer 
with health codes, menu, revenue and portion control. 

4.4 In accordance with City Code Chapter 13 , Food and Food Handlers, Article XIII , Certification of Supervisory 
Personnel of Food Products Establishment and applicable state standards, as amended, Volunteer shall ensure 
that food handlers are properly trained and certified. 

4.5 Volunteer shall ensure that holding time for hot foods shall not exceed four (4) hours from the time when the 
food is taken from the equipment in which cooking or reheating is completed until it is served. Volunteer shall 
clearly label on each container the time when the food was taken from the equipment in which cooking or 
reheating is completed. 

4.6 Volunteer shall ensure that an individual certified by the American Red Cross in Standard First Aid is at the 
Center while Project meals are being served. 

4.7 Volunteer shall utilize the City's established "Meal Reservation System." Under this system, Volunteer shall 
notify the City by Friday at 2:00 PM, of the number of meals to be served at the Center the following week. 
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4.8 The Center shall be operational for the time necessary to adequately provide satisfactory service of Project 
meals . The number of hours, days of the week and total service days of the year shall be coordinated with the 
City. Changes to accommodate special cultural and religious days shall be made ten ( I 0) operational days in 
advance. 

4.9 Volunteer shall provide all necessary supervision and coordination of activities outlined in this Article IV Scope 
of Work/Project Requirements. 

4 .10 Volunteer shall provide in-service training to any personnel of the Volunteer who are perforn1ing duties 
pursuant to this Agreement. 

V. Applicable Laws and Regulations 

5.1 Volunteer shall comply with all applicable laws, rules , regulations and codes of the United States and the State 
of Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and Bexar 
County in its perforniance of all of the work under this Agreement. 

5.2 Volunteer agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging (TDOA), the 
Administration on Aging (AoA), the Secretaiy of Health and Human Services, and the U.S. Department of 
Agriculture. 

5.3 Volunteer shall adhere to the Alamo Area Council of Governments (AACOG) policies and procedures, as they 
now exist or as they may subsequently be adopted , in all respects. Said policies and procedures are set forth in 
the City's CNP Operations Manual in Attachment I. Volunteer shall also adhere to Texas Administrative Code 
Title 40, Part IX, Subsection 270.5 Nutrition Service Requirements. Said requirements are also set forth in the 
City's CNP Operations Manual. 

5.4 Volunteer agrees not to use in any capacity including as a volunteer any person that the Volunteer receives 
notice from the City is ineligible to participate as an employee, volunteer or in any other capacity in connection 
with the delivery of services under this Agreement. 

5.5 Volunteer certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment , 
declared ineligible or voluntarily excluded from participation in any State or Federal Program. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control , and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such form as may be 
required by the Department of Community lnitiatives, the Volunteer shall furnish to the Department of 
Community Initiatives and AACOG , the Grantor of the grant funds , if applicable, such statements, records, 
data, and information and pem1it the City and the Grantor of the grant funds , if applicable, to have interviews 
with its personnel, board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of this Agreement, and may 
result in the tem1ination of this Agreement. 

6.2 Volunteer shall submit to the Department of Community Initiatives such reports as may be required by AACOG 
and/or City. 

6.3 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Volunteer agrees to submit to such monitoring and evaluation. 

6.4 Volunteer shall give the City, AACOG, Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the State of Texas, through any authorized 
representative, access to and right to examine all facilities , equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement term. 

VII. Termination 

7.1 Tern1ination for Convenience - This Agreement may be tern1inated in whole or in part by either party with thirty 
(30) days notice to the other party. 
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7.2 Termination for Cause - Should the Volunteer fail to fulfill, in a timely and proper manner, obligations under 
this Agreement to include perfomiance standards established by the City. or if Volunteer should violate any of 
the covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tem1inate 
this Agreement by sending written notice to the Volunteer of such termination and specify the effective date 
thereof (which date shall not be sooner than the end of ten ( I 0) days following the day on which such notice is 
sent). 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of the Center by Volunteer, the City may elect to terminate this Agreement upon ten (I 0) days written 
notice from the City to the Volunteer. 

VIII. Insurance 

8.1 Volunteer agrees to comply with the following insurance provisions: 

(a)Volunteer shall be responsible for insuring its employees and sub-recipients for Worker's 
Compensation or Alternative Plan. In no event will the City be required to maintain any insurance 
coverage for Volunteer. If a Worker's Compensation Policy is maintained , a copy of their insurance 
certificate shall be provided to City of San Antonio, Dept. of Community Initiatives. 

(b) Volunteer shall be responsible for insuring its own Property, Equipment, Autos and Legal 
Liability. In no event will the City be required to maintain any insurance coverage for Volunteer. In the 
event that Property, Autos, and Legal Liability (Commercial General Liability) policies are maintained, a 
copy of their insurance certificate and additional insured endorsement shall be provided to City of San 
Antonio, Dept. of Community Initiatives. 

IX. Indemnity 

9.1 VOLUNTEER AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Volunteer covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City 
and the elected officials, employees, officers, directors, volunteers, and representatives of the 
City, individually or collectively, from and against any and all costs, claims, liens, damages, 
losses, expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, 
liability and suits of any kind and nature, including but not limited to, personal or bodily 
injury, death and property damage, made upon the City and the elected officials, employees, 
officers, directors, volunteers, and representatives of the City, individually or collectively, 
directly or indirectly arising out of, resulting from or related to Volunteer's activities under 
this Agreement, including any acts or omissions of Volunteer, any agent, officer, director, 
representative, employee, consultant or sub-contractor/sub-volunteer of Volunteer, and their 
respective officers, agents, employees, directors and representatives while in the exercise of 
performance of the rights or duties under this Agreement, all without however, waiving any 
governmental immunity available to the CITY under Texas Law and without waiving any 
defenses of the parties under Texas Law. IT IS FURTH ER COVENANTED AND AGREED 
THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENALTIES, ACTIONS, 
DEMANDS, CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART 
FROM THE NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, 
OFFICERS, DIRECTORS AND REPRESENTATIVES OF CITY, UNDER THIS 
AGREEMENT. The provisions of this INDEMNITY are solely for the benefit of the parties 
hereto and not intended to create or grant any rights, contractual or otherwise, to any other 
person or entity. Volunteer shall promptly advise the City in writing of any claim or 
demand against the CITY or Volunteer known to Volunteer related to or arising out of 
Volunteer's activities under this Agreement and shall see to the investigation of and defense 
of such claim or demand at Volunteer's cost. The City shall have the right, at its option and 
at its own expense, to participate in such defense without relieving Volunteer of any of its 
obligations under this paragraph. 
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(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY 
provided for in this Section, is an INDEMNITY extended by Volunteer to INDEMNIFY, 
PROTECT and HOLD HARMLESS, the City from the consequences of the CITY's OWN 
NEGLIGENCE, provided however, that the INDEMNITY provided for in this section 
SHALL APPLY only when the NEGLIGENT ACT of the City is a CONTRIBUTORY 
CAUSE of the resultant injury, death, or damage, and shall have no application when the 
negligent act of the City is the sole cause of the resultant injury, death, or damage. 
VOLUNTEER further AGREES TO DEFEND, AT ITS OWN EXPENSE, and ON 
BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or litigation 
brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Amendments 

I 0.1 Except when the tem1s of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the ten11S hereof shall be by amendment in writing executed by both City and Volunteer without the necessity of 
seeking approval from City Council so long as the amendment is approved as to fonn by the City Attorney or 
his designee. 

XI. Subcontracting and Assignment 

11.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

l I .2Volunteer shall not assign or transfer Volunteer's interest in this Agreement without the written consent of the 
Director of the Department of Community Initiatives. Any attempt at transfer, pledge or other assignment shall 
be void ab initio and shall confer no rights upon any third person or party. 

XII. Independent Contractor 

12. l In perfonnance of obligations under this Agreement. the Volunteer shall act as an independent contractor and 
not as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Volunteer shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to the City employees. 

I 2.2The City shall not be obligated to any third parties (including any sub-contractor/sub-volunteer of the 
Volunteer). 

XIII. Communication 

13 .1 For purposes of this agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail , postage prepaid, to the addresses set forth below: 

CITY 

Social Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Community Initiatives 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

VOLUNTEER 

Legacy at O'Connor Apartments 
13842 O'Connor. 
San Antonio, TX 78233 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. 

XIV. Venue 

14.1 Volunteer and City agree that this Agreement shall be governed by and construed in accordance with the laws 
of the State of Texas. Any action or proceeding brought to enforce the tenns of this Agreement or adjudicate 
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any dispute arising out of this Agreement shall be brought in a court of competent jurisdiction in San Antonio, 
Bexar County, Texas. 

XV. Gender 

15. l Words of any gender used in this Agreement shall be held and construed to include any other gender. and words 
in the singular number shall be held to include the plural , unless the context otherwise requires. 

XVI. Authority to Contract 

16.1 The signer of this Agreement for City and Volunteer each represents, warrants, assures and guarantees that he 
has full legal authority to execute this Agreement on behalf of City and Volunteer respectively, and to bind City 
and Volunteer to all of the tem1s, conditions, provisions and obligations herein contained. 

XVII. Entire Agreement 

17.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the tenns and conditions agreed upon , and supersedes all prior negotiations, 
representations, or agreements, either oral or wrillen. 

17.2If any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal , state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this Agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein ; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of thi s Agreement a clause or provision as similar in tem1s to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal , valid and enforceable. 

XVIII. Acceptance of Agreement 

18 .11 the undersigned, certify that I have read and understand the ten11S of this Agreement and that the Volunteer 
will abide by them. I further certify that I am authorized to sign for this Volunteer, the contracting entity . 

In witness of which thi s Agreement has been executed effective the 3o day of Lr:t:>:::u--<,_.,\,--.,,.,..,b <t .... / \ _ ,;) 007 
CITY OF SAN ANTONIO: 

D§.~D4,o~ 
Department of Community Initiatives 

APPROVED AS TO FORM : 

VOLUNTEER: 

~~ 0......, C ~~-
Authorized Signature 

Legacy @; O 'Connor Apartments 
(Name of Volunteer) 

So...nd~ Cou.. c...h__ 

13842 O'Connor 
(Street Address) 

San Antonio, TX 78233 
(City, State, Zip Code) 

Attachment I - Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment II - Cash Handling Procedures 
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STATE OF TEXAS 

COU!'ITY OF BEXAR 

CITY OF SAN ANTONIO 

Contract# '/1,IJ{)[)Otat,q 

COMPREHENSIVE NUTRITION PROGRAM 
VOLUNTEER SITE AGREEMENT 

WITH 
LEGACY AT SCIENCE PARK APARTMENTS 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as '•City'"), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007- I 0-18-1104, passed and approved on October 18 , 2007, and the Legacy at Science Park 
Apartments ("Volunteer") located at 5803 Ingram, San Antonio, Texas 78228, a nutrition center site ("Center"). 

WITNESS ETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project"); and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS, the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and 

WHEREAS, the Department of Community Initiatives , Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project: and 

WHEREAS, the City wishes to engage the Volunteer to carry out the Project at the Legacy at Science Park 
Apartments Family Center, a nutrition center site (the "Center"): NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

I . 1 The Volunteer shall provide , oversee, administer, and carry out all activities and services in a manner 
satisfactory to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV 
of this Agreement at the Center. 

1.2 City shalt detennine eligibility of all Project recipients and shall ensure that at least 50% of the total individuals 
served in the Project will be persons with incomes at or below the pove11y level threshold established by the 
Bureau of the Census, and that at least 50% of the total persons served will be in greatest social need. 
Volunteer shall refer all individuals requesting services to the City's Department of Community Initiatives, 
Senior Services Division's Elderly Services Supervisor for eligibility detem1ination. 

1.3 City shall provide monitoring, technical assistance, training, planning and evaluation services of the Project to 
the Volunteer as required by the Texas Depat1ment on Aging and Disability Services (DADS) guidelines and 
the City's Department of Community Initiatives, Senior Services Division. 

IL Agreement Period 

2.1 Except as other.vise provided for pursuant to the provisions hereof, this Agreement shall begin on October I, 
2007 and shall tenninate on September 30. 2008. 



Ill. Collection of Meal Fees and Donations for Meals 

3.1 The Volunteer shall provide a voluntary opportunity for eligible Project recipients to contribute to the cost of 
Project services while protecting the individual's privacy. The Volunteer shall safeguard and account for such 
contributions as program income in accordance with City ' s Comprehensive Nutrition Program (CNP) 
Operations' Manual , which is attached hereto and incorporated herein as Attachment I. 

3.2 The Volunteer shall allow the City to post a sign at the Center, which identifies the full cost of the services, the 
suggested eligible Project recipient contribution, and a statement that services shall not be denied because the 
eligible Project recipients cannot or will not contribute . 

3.3 Volunteer shall account for and report to the City funds received by the Volunteer from eligible Project 
recipients, questions of eligible project recipients. and visitors to the Center as prescribed by the CNP 
Operations Manual. 

3.4 The Volunteer shall ensure that a meal fee to recover the full cost of the meal provided at the Center is 
collected from all persons who are not eligible for services. Meals may be provided to guests of the eligible 
Project recipients and others who are not eligible if the provision of this meal does not deprive an eligible 
Project recipient of a meal. 

3.5 All meal fees and donations collected by the Volunteer during the grant period shall be forwarded to the City 
monthly on dates specified by the City ' s Senior Services Division, Department of Community Initiatives. The 
Volunteer shall comply with the provisions of the Department of Community Initiatives (DCI) Department 
Directive 35 entitled, CASH HANDLING PROCEDURES , DATED October 11 , 2004 which is attached 
hereto and incorporated herein for all purposes as Attachment II . 

IV. Scope of Work/ Project Requirements 

4.1 The Volunteer shall provide nutrition education and a hot noon meal , as prescribed in the CNP Operations 
Manual. 

4 .2 The Volunteer agrees to provide a projected total of 7,074 Congregate Meals for the tem1 of this Agreement. 

4.3 The Volunteer shall conform to health standards prescribed by the Metropolitan Health District as described in 
the City's CNP Operations Manual, including but not limited to the following: 

(a) The Volunteer shall ensure that the Project meals are served within the prescribed time frames 
daily. 

(b) The Project meals shall be served in accordance with sanitary requirements set forth in the 
Operations Manual. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Volunteer shall ensure that proper portion controls are established and used by the 
Volunteer. City shall perfom1 periodic inspections to insure compliance by the Volunteer 
with health codes, menu, revenue and portion control. 

4.4 In accordance with City Code Chapter 13, Food and Food Handlers, Article XIII , Certification of Supervisory 
Personnel of Food Products Establishment and applicable state standards, as amended, Volunteer shall ensure 
that food handlers are properly trained and certified. 

4.5 Volunteer shall ensure that holding time for hot foods shall not exceed four (4) hours from the time when the 
food is taken from the equipment in which cooking or reheating is completed until it is served. Volunteer shall 
clearly label on each container the time when the food was taken from the equipment in which cooking or 
reheating is completed. 

4.6 Volunteer shall ensure that an individual certified by the American Red Cross in Standard First Aid is at the 
Center while Project meals are being served. 
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4.7 Volunteer shall utilize the City's established " Meal Reservation System." Under this system, Volunteer shall 
notify the City by Friday at 2:00 PM , of the number of meals to be served at the Center the following week. 

4.8 The Center shall be operational for the time necessary to adequately provide satisfactory service of Project 
meals. The number of hours, days of the week and total service days of the year shall be coordinated with the 
City. Changes to accommodate special cultural and religious days shall be made ten ( 10) operational days in 
advance. 

4.9 Volunteer shall provide all necessary supervision and coordination of activities outlined in this Article IV Scope 
of Work/Project Requirements. 

4.10 Volunteer shall provide in-service training to any personnel of the Volunteer who are performing duties 
pursuant to this Agreement. 

V. Applicable Laws and Regulations 

5.1 Volunteer shall comply with all applicable laws, rules, regulations and codes of the United States and the State 
of Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and Bexar 
County in its perfomrnnce of all of the work under this Agreement. 

5.2 Volunteer agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging (TDOA), the 
Administration on Aging (AoA). the Secretary of Health and Human Services. and the U.S. Department of 
Agriculture . 

5.3 Volunteer shall adhere to the Alamo Area Council of Governments (AACOG) policies and procedures, as they 
now exist or as they may subsequently be adopted, in all respects. Said policies and procedures are set forth in 
the City's CNP Operations Manual in Attachment I. Volunteer shall also adhere to Texas Administrative Code 
Title 40, Part IX, Subsection 270.5 Nutrition Service Requirements. Said requirements are also set forth in the 
City's CNP Operations Manual. 

5.4 Volunteer agrees not to use in any capacity including as a volunteer any person that the Volunteer receives 
notice from the City is ineligible to participate as an employee, volunteer or in any other capacity in connection 
with the delivery of services under this Agreement. 

5.5 Volunteer certifies that neither it nor its principals are presently debarred, suspended, proposed for debarn1ent, 
declared ineligible or voluntarily excluded from participation in any State or Federal Program. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control, and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such form as may be 
required by the Department of Community Initiatives, the Volunteer shall furnish to the Department of 
Community Initiatives and AA.COG, the Grantor of the grant funds , if applicable, such statements, records, 
data. and inforniation and pem1it the City and the Grantor of the grant funds , if applicable, to have interviews 
with its personnel , board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of this Agreement, and may 
result in the termination of this Agreement. 

6.2 Volunteer shall submit to the Department of Community Initiatives such reports as may be required by AA COG 
and/or City. 

6.3 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Volunteer agrees to submit to such monitoring and evaluation. 

6.4 Volunteer shall give the City, AACOG. Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the State of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement tenn. 
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VII. Termination 

7.1 Tem1ination for Convenience - This Agreement may be terminated in whole or in part by either party with thirty 
(30) days notice to the other party. 

7.2 Tennination for Cause - Should the Volunteer fail to fulfill. in a timely and proper manner, obligations under 
this Agreement to include perfomrnnce standards established by the City, or if Volunteer should violate any of 
the covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to terminate 
this Agreement by sending written notice to the Volunteer of such termination and specify the effective date 
thereof (which date shall not be sooner than the end of ten ( I 0) days following the day on which such notice is 
sent). 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of the Center by Volunteer, the City may elect to tenninate this Agreement upon ten (10) days written 
notice from the City to the Volunteer. 

VIII. Insurance 

8.1 Volunteer agrees to comply with the following insurance provisions: 

(a)Volunteer shall be responsible for insuring its employees and sub-recipients for Worker's 
Compensation or Alternative Plan. In no event will the City be required to maintain any insurance 
coverage for Volunteer. If a Worker's Compensation Policy is maintained, a copy of their insurance 
certificate shall be provided to City of San Antonio, Dept. of Community Initiatives. 

(b) Volunteer shall be responsible for insuring its own Property, Equipment, Autos and Legal 
Liability. In no event will the City be required to maintain any insurance coverage for Volunteer. In the 
event that Property, Autos, and Legal Liability (Commercial General Liability) policies are maintained, a 
copy of their insurance certificate and additional insured endorsement shall be provided to City of San 
Antonio, Dept. of Community Initiatives. 

rx. Indemnity 

9.1 VOLUNTEER AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Volunteer covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City 
and the elected officials, employees, officers, directors, volunteers, and representatives of the 
City, individually or collectively, from and against any and all costs, claims, liens, damages, 
losses, expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, 
liability and suits of any kind and nature, including but not limited to, personal or bodily 
injury, death and property damage, made upon the City and the elected officials, employees, 
officers, directors, volunteers, and representatives of the City, individually or collectively, 
directly or indirectly arising out of, resulting from or related to Volunteer's activities under 
this Agreement, including any acts or omissions of Volunteer, any agent, officer, director, 
representative, employee, consultant or sub-contractor/sub-volunteer of Volunteer, and their 
respective officers, agents, employees, directors and representatives while in the exercise of 
performance of the rights or duties under this Agreement, all without however, waiving any 
governmental immunity available to the CITY under Texas Law and without waiving any 
defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND AGREED 
THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, 
DEMANDS, CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART 
FROM THE NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, 
OFFICERS, DIRECTORS AND REPRESENTATIVES OF CITY, UNDER THIS 
AGREEMENT. The provisions of this INDEMNITY are solely for the benefit of the parties 
hereto and not intended to create or grant any rights, contractual or otherwise, to any other 
person or entity. Volunteer shall promptly advise the City in writing of any claim or 
demand against the CITY or Volunteer known to Volunteer related to or arising out of 
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Volunteer's activities under this Agreement and shall see to the investigation of and defense 
of such claim or demand at Volunteer's cost. The City shall have the right, at its option and 
at its own expense, to participate in such defense without relieving Volunteer of any of its 
obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY 
provided for in this Section, is an IND EMNITY extended by Volunteer to INDEMNIFY, 
PROTECT and HOLD HARMLESS, the City from the consequences of the CITY's OWN 
NEGLIGENCE, provided however, that the INDEMNITY provided for in this section 
SHALL APPLY only when the NEGLIGENT ACT of the City is a CONTRIBUTORY 
CAUSE of the resultant injury, death , or damage, and shall have no application when the 
negligent act of the City is the sole cause of the resultant injury, death, or damage. 
VOLUNTEER further AGREES TO DEFEND, AT ITS OWN EXPENSE, and ON 
BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or litigation 
brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Amendments 

I 0 .1 Except when the te1111s o f thi s Agreement express ly provide otherwise, any altera tions additions or deleti ons to 
the tenns hereof shall be by amendment in writing executed by both City and Volunteer without the necessity of 
seeking approva l from City Council so long as the amendment is approved as to fo nn by the City Attorney or 
his des ignee. 

XI. Subcontracting and Assignment 

11 .1 None of the work or services covered by thi s Agreement shall be subcontracted without the prior written 
consent of the City 's Director of the Department of Community initiati ves. 

l l .2Volunteer shall not assign or transfer Volunteer 's interest in this Agreement without the written consent of the 
Director of the Department of Community Initiati ves. Any attempt at transfer, pledge or other assignment shall 
be vo id ab initio and shall confer no rights upon any thi rd person or party. 

XII. Independent Contractor 

12. 1 In perfonnance of obligations under this Agreement, the Volunteer shall act as an independent cont ractor and 
not as an agent, representati ve or employee of the City of San Antonio. No employee. agent, or representati ve of 
the Volunteer shall be considered an employee of the City nor be eligible fo r any benefits, rights or privileges 
affo rded to the City employees. 

l 2.2The City shall not be obligated to any third part ies (including any sub-contractor/sub-vo lunteer of the 
Volunteer). 

XIII. Communication 

13.1 For purposes of this agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or cert ified mail , postage prepaid . to the addresses set fo rth below: 

CITY 

Soc ial Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Community Initiati ves 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

VO LUNT EER 

Legacy at Science Park Apartments 
5803 Ingram. 
San Antonio, TX 78228 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within fi ve (5 ) business days of the change. 
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XIV. Venue 

14.1 Volunteer and City agree that this Agreement shall be governed by and construed in accordance with the laws 
of the State of Texas. Any action or proceeding brought to enforce the tern1s of this Agreement or adjudicate 
any dispute arising out of this Agreement shall be brought in a court of competent jurisdiction in San Antonio, 
Bexar County, Texas. 

XV. Gender 

15. l Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural, unless the context otherwise requires. 

XVL Authority to Contract 

16.1 The signer of this Agreement for City and Volunteer each represents, warrants, assures and guarantees that he 
has full legal authority to execute this Agreement on behalf of City and Volunteer respectively, and to bind City 
and Volunteer to all of the tem1s, conditions, provisions and obligations herein contained. 

XVII. Entire Agreement 

17.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the tern1s and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

l 7.2If any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal, state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this Agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in terms to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal , valid and enforceable. 

XVIII. Acceptance of Agreement 

18.11 the undersigned, certify that I have read and understand the tern1s of this Agreement and that the Volunteer 
will abide by them. I further certify that lam authorized to sign for this Volunteer, the contracting entity. 

In witness of which this Agreement has been executed effective the 28--il" day ofJll.f1UA.-QJ . ~f. 

CITY OF SAN ANTONIO: 

0 

APPROVED AS TO FORM: 

VOLUNTEER: 

Am~ ~(½fa 
Authorized Signature 

Legacy @ Science Park Apartments 
(Name of Volunteer) 

5803 Ingram 
(Street Address) 

r~~a ,Y~LJ.--, San Antonio, TX 78228 
ssistant City Attorney (City, State, Zip Code) 

Attachment I - Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment II - Cash Handling Procedures 
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TO: 

FROM: 

THROUGH: 

SUBJECT: 

DATE: 

Contract: 

CITY OF SAN ANTONIO 
DEPARTMENT OF COMMUNITY INITIATIVES 

INTRADEPARTMENTAL CORRESPONDENCE SHEET 

Dennis J Campa, Director Department of Community Initiatives 

Laura Cisneros, Social Services Manager 

Cindy Schoenmakers, Assistant Director 

Alamo Area Council of Governments Fiscal Year 2008 Vendor 
Agreements, Lease Agreements and Volunteer Site Agreements 
(See Attached Listing) 

December 7, 2007 

Alamo Area Council of Governments, Comprehensive Nutrition 
Program (CNP) 

Ordinance Authorizing Contract: 2007-10-18-1104, SAP 13000000617 Atchd 

Date of Ordinance Authorizing Contract: October 18, 2007 

MAJOR PROVISIONS OF CONTRACT: 

Our FY 2008 contract with AA COG authorizes our use of vendors to provide the meal services 
to our senior clients. This is done with Vendor Agreements, Lease Agreements and Volunteer 
Site Agreements. At total of 19 of these agreements are attached. 

AMOUNT OF CONTRACT: Funding for the CNP contract is $1,763,224 

MONITORING: These vendor agreements will be monitored by Elderly Services Supervisors 
of Senior Services Division and Kevin Ayarzagoitia, Fiscal Officer. 

a__ 2'¼.__./ 
ur isneros, Senior Services Manager Date 
nior Services Division 

Attachments: 1. Nineteen Vendor Agreements 
2. Ordinance# 2007-10-18-1104 



ST ATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

Contract #J./,/,IJ/)()0 ,e~s-
COMPREHENSIVE NUTRITION PROGRAM 

VOLUNTEER SITE AGREEMENT 
WITH 

NUECES BEND APARTMENTS 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City"), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1104, passed and approved on October 18 , 2007, and Nueces Bend Apartments 
("Volunteer") located at 3503 Camino Real Rd. , San Antonio, Texas 78238, a nutrition center site ("Center"). 

WITNESSETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project") ; and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS, the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter referred to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS , the City wishes to engage the Volunteer to can-y out the Project at Nueces Bend Apartments Family 
Center, a nutrition center site (the "Center"); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Volunteer shall provide, oversee, administer, and carry out all act1v1t1es and services in a manner 
satisfactory to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV 
of this Agreement at the Center. 

1.2 City shall determine eligibility of all Project recipients and shall ensure that at least 50% of the total individuals 
served in the Project will be persons with incomes at or below the poverty level threshold established by the 
Bureau of the Census, and that at least 50% of the total persons served will be in greatest social need. 
Volunteer shall refer all individuals requesting services to the City's Department of Community Initiatives, 
Senior Services Division's Elderly Services Supervisor for eligibility detem1ination. 

1.3 City shall provide monitoring, technical assistance, training, planning and evaluation services of the Project to 
the Volunteer as required by the Texas Department on Aging and Disability Services (DADS) guidelines and 
the City's Department of Community Initiatives, Senior Services Division. 

II. Agreement Period 

2.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October I, 
2007 and shall terminate on September 30. 2008. 



Ill. Collection of Meal Fees and Donations for Meals 

3.1 The Volunteer shall provide a voluntary opportunity for eligible Project recipients to contribute to the cost of 
Project services while protecting the individual' s privacy. The Volunteer shall safeguard and account for such 
contributions as program income in accordance with City ' s Comprehensive Nutrition Program (CNP) 
Operations' Manual , which is attached hereto and incorporated herein as Attachment I. 

3.2 The Volunteer shall allow the City to post a sign at the Center, which identifies the full cost of the services, the 
suggested eligible Project recipient contribution, and a statement that services shall not be denied because the 
eligible Project recipients cannot or will not contribute. 

3.3 Volunteer shall account for and report to the City funds received by the Volunteer from eligible Project 
recipients, questions of eligible project recipients, and visitors to the Center as prescribed by the CNP 
Operations Manual. 

3.4 The Volunteer shall ensure that a meal fee to recover the full cost of the meal provided at the Center is 
collected from all persons who are not eligible for services. Meals may be provided to guests of the eligible 
Project recipients and others who are not eligible if the provision of this meal does not deprive an eligible 
Project recipient of a meal. 

3.5 All meal fees and donations collected by the Volunteer during the grant period shall be forwarded to the City 
monthly on dates specified by the City's Senior Services Division, Department of Community Initiatives. The 
Volunteer shall comply with the provisions of the Department of Community Initiatives (DCI) Department 
Directive 35 entitled, CASH HANDLING PROCEDURES, DATED October 11 , 2004 which is attached 
hereto and incorporated herein for all purposes as Attachment II. 

IV. Scope of Work/ Project Requirements 

4.1 The Volunteer shall provide nutrition education and a hot noon meal , as prescribed in the CNP Operations 
Manual. 

4.2 The Volunteer agrees to provide a projected total of 7 074 Congregate Meals for the tenn of this Agreement. 

4 .3 The Volunteer shall conforn1 to health standards prescribed by the Metropolitan Health District as described in 
the City's CNP Operations Manual , including but not limited to the following: 

(a) The Volunteer shall ensure that the Project meals are served within the prescribed time frames 
daily. 

(b) The Project meals shall be served in accordance with sanitary requirements set forth in the 
Operations Manual. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Volunteer shall ensure that proper portion controls are established and used by the 
Volunteer. City shall perfom1 periodic inspections to insure compliance by the Volunteer 
with health codes, menu, revenue and portion control. 

4.4 In accordance with City Code Chapter 13, Food and Food Handlers, Article XIII , Certification of Supervisory 
Personnel of Food Products Establishment and applicable state standards, as amended, Volunteer shall ensure 
that food handlers are properly trained and certified. 

4.5 Volunteer shall ensure that holding time for hot foods shall not exceed four (4) hours from the time when the 
food is taken from the equipment in which cooking or reheating is completed until it is served. Volunteer shall 
clearly label on each container the time when the food was taken from the equipment in which cooking or 
reheating is completed. 

4.6 Volunteer shall ensure that an individual certified by the American Red Cross in Standard First Aid is at the 
Center while Project meals are being served . 
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4.7 Volunteer shall utilize the City ' s established "Meal Reservation System." Under this system , Volunteer shall 
notify the City by Friday at 2:00 PM, of the number of meals to be served at the Center the following week. 

4.8 The Center shall be operational for the time necessary to adequately provide satisfactory service of Project 
meals. The number of hours, days of the week and total service days of the year shall be coordinated with the 
City. Changes to accommodate special cultural and religious days shall be made ten ( I 0) operational days in 
advance. 

4.9 Volunteer shall provide all necessary supervision and coordination of activities outlined in this Article IV Scope 
of Work/Project Requirements. 

4.10 Volunteer shall provide in-service training to any personnel of the Volunteer who are perfom1ing duties 
pursuant to this Agreement. 

V. Applicable Laws and Regulations 

5.1 Volunteer shall comply with all applicable laws, rules, regulations and codes of the United States and the State 
of Texas and with the charter, ordinances, bond ordinances , and tules and regulations of the City and Bexar 
County in its performance of all of the work under this Agreement . 

5 .2 Volunteer agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging (TDOA), the 
Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S. Department of 
Agriculture. 

5.3 Volunteer shall adhere to the Alamo Area Council of Governments (AACOG) policies and procedures, as they 
now exist or as they may subsequently be adopted, in all respects. Said policies and procedures are set forth in 
the City's CNP Operations Manual in Attachment I. Volunteer shall also adhere to Texas Administrative Code 
Title 40, Part IX, Subsection 270.5 Nutrition Service Requirements. Said requirements are also set forth in the 
City ' s CNP Operations Manual. 

5.4 Volunteer agrees not to use in any capacity including as a volunteer any person that the Volunteer receives 
notice from the City is ineligible to participate as an employee, volunteer or in any other capacity in connection 
with the delivery of services under this Agreement. 

5.5 Volunteer certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment , 
declared ineligible or voluntarily excluded from participation in any State or Federal Program. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control, and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such form as may be 
required by the Department of Community Initiatives. the Volunteer shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds, if applicable, such statements, records, 
data, and infomrntion and pem1it the City and the Grantor of the grant funds , if applicable, to have interviews 
with its personnel , board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of this Agreement, and may 
result in the tem1ination of this Agreement. 

6.2 Volunteer shall submit to the Department of Community Initiatives such reports as may be required by AACOG 
and/or City. 

6.3 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Volunteer agrees to submit to such monitoring and evaluation. 

6.4 Volunteer shall give the City, AACOG, Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the State of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them , are in existence, but shall not be less than five (5) years following the end of this 
Agreement tem1. 
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VII. Termination 

7.1 Tem1ination for Convenience - This Agreement may be tenninated in whole or in part by either party with thirty 
(30) days notice to the other party. 

7.2 Tennination for Cause - Should the Volunteer fail to fulfill, in a timely and proper manner, obligations under 
this Agreement to include performance standards established by the City, or if Volunteer should violate any of 
the covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to terminate 
this Agreement by sending written notice to the Volunteer of such termination and specify the effective date 
thereof (which date shall not be sooner than the end of ten ( I 0) days following the day on which such notice is 
sent). 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of the Center by Volunteer, the City may elect to tem1inate this Agreement upon ten (10) days written 
notice from the City to the Volunteer. 

VII I. Insurance 

8.1 Volunteer agrees to comply with the following insurance provisions: 

(a)Volunteer shall be responsible for insuring its employees and sub-recipients for Worker ' s 
Compensation or Alternative Plan. In no event will the City be required to maintain any insurance 
coverage for Volunteer. If a Worker's Compensation Policy is maintained , a copy of their insurance 
certificate shall be provided to City of San Antonio, Dept. of Community Initiatives. 

(b) Volunteer shall be responsible for insuring its own Property, Equipment, Autos and Legal 
Liability. In no event will the City be required to maintain any insurance coverage for Volunteer. In the 
event that Property, Autos, and Legal Liability (Commercial General Liability) policies are maintained, a 
copy of their insurance certificate and additional insured endorsement shall be provided to City of San 
Antonio, Dept. of Community Initiatives. 

IX. Indemnity 

9.1 VOLU~TEER AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Volunteer covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City 
and the elected officials, employees, officers, directors, volunteers, and representatives of the 
City, individually or collectively, from and against any and all costs, claims, liens, damages, 
losses, expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, 
liability and suits of any kind and nature, including but not limited to, personal or bodily 
injury, death and property damage, made upon the City and the elected officials, employees, 
officers, directors, volunteers, and representatives of the City, individually or collectively, 
directly or indirectly arising out of, resulting from or related to Volunteer's activities under 
this Agreement, including any acts or omissions of Volunteer, any agent, officer, director, 
representative, employee, consultant or sub-contractor/sub-volunteer of Volunteer, and their 
respective officers, agents, employees, directors and representatives while in the exercise of 
performance of the rights or duties under this Agreement, all without however, waiving any 
governmental immunity available to the CITY under Texas Law and without waiving any 
defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND AGREED 
THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, 
DEMANDS, CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART 
FROM THE NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, 
OFFICERS, DIRECTORS AND REPRESENTATIVES OF CITY, UNDER THIS 
AGREEMENT. The provisions of this INDEMNITY are solely for the benefit of the parties 
hereto and not intended to create or grant any rights, contractual or otherwise, to any other 
person or entity. Volunteer shall promptly advise the City in writing of any claim or 
demand against the CITY or Volunteer known to Volunteer related to or arising out of 
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Volunteer's activities under this Agreement and shall see to the investigation of and defense 
of such claim or demand at Volunteer's cost. The City shall have the right, at its option and 
at its own expense, to participate in such defense without relieving Volunteer of any of its 
obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY 
provided for in this Section, is an INDEMNITY extended by Volunteer to INDEMNIFY, 
PROTECT and HOLD HARMLESS, the City from the consequences of the CITY's OWN 
NEGLIGENCE, provided however, that the INDEMNITY provided for in this section 
SHALL APPLY only when the NEGLIGENT ACT of the City is a CONTRIBUTORY 
CAUSE of the resultant injury, death, or damage, and shall have no application when the 
negligent act of the City is the sole cause of the resultant injury, death, or damage. 
VOLUNTEER further AGREES TO DEFEND, AT ITS OWN EXPENSE, and ON 
BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or litigation 
brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Amendments 

I 0.1 Except when the te1ms of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the terms hereof shall be by amendment in writing executed by both City and Volunteer without the necessity of 
seeking approval from City Council so long as the amendment is approved as to fonn by the City Attorney or 
his designee. 

XI. Subcontracting and Assignment 

11. l None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City 's Director of the Department of Community Initiatives. 

11.2 Volunteer shall not assign or transfer Volunteer's interest in this Agreement without the written consent of the 
Director of the Department of Community Initiatives. Any attempt at transfer, pledge or other assignment shall 
be void ab initio and shall confer no rights upon any third person or party. 

XII. Independent Contractor 

12.1 In performance of obligations under this Agreement, the Volunteer shall act as an independent contractor and 
not as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Volunteer shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to the City employees. 

l 2.2The City shall not be obligated to any third parties (including any sub-contractor/sub-volunteer of the 
Volunteer) . 

XIII. Communication 

I 3.1 For purposes of this agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail , postage prepaid, to the addresses set forth below: 

CITY 

Social Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Community Initiatives 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

VOLUNTEER 

Nueces Bend Apartments 
3503 Camino Real Rd. 
San Antonio, TX 78238 

Notices of changes of address by either party must be made in writing delivered to the other party"s last known 
address within five (5) business days of the change. 
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XIV. Venue 

14.1 Volunteer and City agree that this Agreement shall be governed by and construed in accordance with the laws 
of the State of Texas. Any action or proceeding brought to enforce the terms of this Agreement or adjudicate 
any dispute arising out of this Agreement shall be brought in a court of competent jurisdiction in San Antonio, 
Bexar County, Texas. 

XV. Gender 

15.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural. unless the context otherwise requires. 

XVI. Authority to Contract 

16.1 The signer of this Agreement for City and Volunteer each represents, warrants, assures and guarantees that he 
has full legal authority to execute this Agreement on behalf of City and Volunteer respectively, and to bind City 
and Volunteer to all of the terms, conditions, provisions and obligations herein contained. 

XVII. Entire Agreement 

17.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the terrns and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements. either oral or written. 

17 .2lf any clause or provision of this Agreement is held invalid , illegal or unenforceable under present or future 
federal , state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this Agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid , illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in ten11S to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal , valid and enforceable. 

XVIJI. Acceptance of Agreement 

18. l I the undersigned, certify that I have read and understand the tern1s of this Agreement and that the Volunteer 
will abide by them. I further certify that I am authorized to sign for this Volunteer, the contracting entity. 

In witness of which this Agreement has been executed effective the ;)_() day of 0 ~, , _f)_ °'r 
CITY OF SAN ANTONIO: 

APPROVED AS TO FORM: 

ksistant City Attorney 

Authorized Signature 

Nueces Bend Apartments 
(Name of Volunteer) 

3503 Camino Real Rd. 
(Street Address) 

San Antonio, TX 78238 

(City, State, Zip Code) 

Attachment I - Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment II - Cash Handling Procedures 
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DEPARTMENT OF COMMUNITY INITIATIVES RECEIVED 
JAN 1 4 2008 

CONTRACT ROUTING SLIP City Attorney's Utftce 
Sa.n Antonio, Texas 

Date: 1/09/2008 

REQUEST FOR SIGNATURES: 
INITIAL DA TE 

1. Celeste Flores, Acting Contract Coordinator 
Department of Community Initiatives 

2. Cindy Schoenmakers, Assistant Director 
Department of Community Initiatives 

After review, forward to Carrie Jimenez. 
Carrie, please forward to City Attorney 's Office. 

D 3. Shreya Shah, Assistant City Attorney 

After signature call Carrie Jimenez 207-8153 for pickup. --~-~--

• 4. Dennis J. Campa, Director 
Department of Community Initiatives. 
After signatures, please return to Tina Marquez. 

ATTACHMENTS (7): FY08 CNP Agreements 

Volunteer Site Agreements (7): 
Centro Del Barrio - entro del Barrio Family Center 
SAP #4600006857 / 
Crestview Baptist:Chur.ch - Crestview Baptist hurch Family Center 
SAP #4600006858 
Good.Samaritan Ce9 ter - Good Samaritan e enter amily Center 
SAP #4600006860 V 
Granada Apartment - Granada Apartments amily Center 
SAP #4600006861 
Legacy at 0,-Conru r :Ap·artment - Legac at O'Connor Apartments 
Family Center SAP #4600006862 

t lzdo Y 

~ ~ egacy ai Science Park Apartment - Legacy at Science Park Apartments 
Family Center SAP #4600006864 

1/9/2008 

. .> 
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Nueces Bend Apartments - Nueces Bend A~artments Fanuly Center 
SAP #460000 865 ::7 

For Department of Community Initiatives, Contract Section use only 
1 Original to: City Clerk 
1 Original to: Fernando Medellin to provide to agency 

Program Monitor, Fernando Medellin; Fiscal Monitor, Kevin 
Copies to: Ayarzagoitia; Contracts Section in OM 

DCI/000 Mail Loe: #: 8b89 

1/9/2008 
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STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

COMPREHENSIVE NUTRITION PROGRAM 
VOLUNTEER SITE AGREEMENT 

WITH 
SHEPHERD KING LUTHERAN CHURCH 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City") , a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1 I 04 , passed and approved on October 18 , 2007, and Shepherd King Lutheran Church 
("Volunteer") located at 303 W. Ramsey, San Antonio, Texas 78216, a nutrition center site ("Center"). 

WITNESS ETH: 

WHEREAS , the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project") ; and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS, the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and 

WHEREAS, the Department of Community Initiatives, Senior Services Division, hereinafter refe1Ted to as "the 
Project Office," is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Volunteer to carry out the Project at Shepherd King Lutheran Church 
Family Center, a nutrition center site (the "Center" ); NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1. I The Volunteer shall provide, oversee, administer, and carry out all activities and services in a manner 
satisfactory to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV 
of this Agreement at the Center. 

1.2 City shall detennine eligibility of all Project recipients and shall ensure that at least 50% of the total individuals 
served in the Project will be persons with incomes at or below the poverty level threshold established by the 
Bureau of the Census, and that at least 50% of the total persons served will be in greatest social need. 
Volunteer shall refer all individuals requesting services to the City's Department of Community Initiatives, 
Senior Services Division's Elderly Services Supervisor for eligibility detem1ination. 

1.3 City shall provide monitoring, technical assistance, training, planning and evaluation services of the Project to 
the Volunteer as required by the Texas Department on Aging and Disability Services (DADS) guidelines and 
the City's Department of Community Initiatives, Senior Services Division. 

II. Agreement Period 

2.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October I, 
2007 and shall terminate on September 30. 2008. 



Ill. Collection of 'leal Fees and Donations for Meals 

3.1 The Volunteer shall provide a voluntary opportunity for eligible Project recipients to contribute to the cost of 
Project services while protecting the individual's privacy. The Volunteer shall safeguard and account for such 
contributions as program income in accordance with City's Comprehensive Nutrition Program (CNP) 
Operations' Manual, which is attached hereto and incorporated herein as Attachment I. 

3.2 The Volunteer shall allow the City to post a sign at the Center, which identifies the full cost of the services, the 
suggested eligible Project recipient contribution, and a statement that services shall not be denied because the 
eligible Project recipients cannot or will not contribute. 

3.3 Volunteer shall account for and report to the City funds received by the Volunteer from eligible Project 
recipients, questions of eligible project recipients, and visitors to the Center as prescribed by the CNP 
Operations Manual. 

3 .4 The Volunteer shall ensure that a meal fee to recover the full cost of the meal provided at the Center is 
collected from all persons who are not eligible for services. Meals may be provided to guests of the eligible 
Project recipients and others who are not eligible if the provision of this meal does not deprive an eligible 
Project recipient of a meal. 

3.5 All meal fees and donations collected by the Volunteer during the grant period shall be forwarded to the City 
monthly on dates specified by the City's Senior Services Division, Department of Community Initiatives. The 
Volunteer shall comply with the provisions of the Department of Community Initiatives (DCI) Department 
Directive 35 entitled. CASH HANDLING PROCEDURES, DA TED October 11, 2004 which is attached 
hereto and incorporated herein for all purposes as Attachment II. 

IV. Scope of Work/ Project Requirements 

4.1 The Volunteer shall provide nutrition education and a hot noon meal , as prescribed in the CNP Operations 
Manual. 

4.2 The Volunteer agrees to provide a projected total of 2.620 Congregate Meals for the tem1 of this Agreement. 

4.3 The Volunteer shall confom1 to health standards prescribed by the Metropolitan Health District as described in 
the City's CNP Operations Manual , including but not limited to the following: 

(a) The Volunteer shall ensure that the Project meals are served within the prescribed time frames 
daily. 

(b) The Project meals shall be served in accordance with sanitary requirements set forth in the 
Operations Manual. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
Stale Health Services. 

(d) The Volunteer shall ensure that proper portion controls are established and used by the 
Volunteer. City shall perfom1 periodic inspections to insure compliance by the Volunteer 
with health codes, menu, revenue and portion control. 

4.4 In accordance with City Code Chapter 13, Food and Food Handlers. Article XIII , Certification of Supervisory 
Personnel of Food Products Establishment and applicable state standards, as amended, Volunteer shall ensure 
that food handlers are properly trained and certified. 

4.5 Volunteer shall ensure that holding time for hot foods shall not exceed four (4) hours from the time when the 
food is taken from the equipment in which cooking or reheating is completed until it is served. Volunteer shall 
clearly label on each container the time when the food was taken from the equipment in which cooking or 
reheating is completed. 

4.6 Volunteer shall ensure that an individual certified by the American Red Cross in Standard First Aid is at the 
Center while Project meals are being served. 
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4.7 Volunteer shall utilize the City's established "Meal Reservation System." Under this system. Volunteer shall 
notify the City by Friday at 2:00 PM , of the number of meals to be served at the Center the following week. 

4.8 The Center shall be operational for the time necessary to adequately provide satisfactory service of Project 
meals. The number of hours, days of the week and total service days of the year shall be coordinated with the 
City. Changes to accommodate special cultural and religious days shall be made ten ( 10) operational days in 
advance. 

4.9 Volunteer shall provide all necessary supervision and coordination of activities outlined in this Article IV Scope 
of Work/Project Requirements. 

4.10 Volunteer shall provide in-service training to any personnel of the Volunteer who are perfom1ing duties 
pursuant to this Agreement. 

V. Applicable Laws and Regulations 

5.1 Volunteer shall comply with all applicable laws. rules, regulations and codes of the United States and the State 
of Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and Bexar 
County in its perfom1ance of all of the work under this Agreement. 

5.2 Volunteer agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging (TDOA), the 
Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S. Department of 
Agriculture. 

5.3 Volunteer shall adhere to the Alamo Area Council of Governments (AACOG) policies and procedures, as they 
now exist or as they may subsequently be adopted, in all respects. Said policies and procedures are set forth in 
the City ' s CNP Operations Manual in Attachment I. Volunteer shall also adhere to Texas Administrative Code 
Title 40, Part IX, Subsection 270.5 Nutrition Service Requirements. Said requirements are also set forth in the 
City's CNP Operations Manual. 

5.4 Volunteer agrees not to use in any capacity including as a volunteer any person that the Volunteer receives 
notice from the City is ineligible to participate as an employee, volunteer or in any other capacity in connection 
with the delivery of services under this Agreement. 

5.5 Volunteer certifies that neither it nor its principals are presently debarred, suspended, proposed for debam1ent, 
declared ineligible or voluntarily excluded from participation in any State or Federal Program. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring, fiscal control , and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such form as may be 
required by the Department of Community Initiatives, the Volunteer shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds, if applicable, such statements, records, 
data, and infom1ation and pem1it the City and the Gran tor of the grant funds , if applicable, to have interviews 
with its personnel , board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of this Agreement, and may 
result in the tem1ination of this Agreement. 

6.2 Volunteer shall submit to the Department of Community Initiatives such reports as may be required by AACOG 
and/or City. 

6.3 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Volunteer agrees to submit to such monitoring and evaluation. 

6.4 Volunteer shall give the City, AACOG , Administration on Aging (AoA) , the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the State of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers. 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement tem1. 
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VII. Termination 

7.1 Tern1ination for Convenience - This Agreement may be tenninated in whole or in part by either party with thirty 
(30) days notice to the other party. 

7.2 Termination for Cause - Should the Volunteer fail to fulfill , in a timely and proper manner, obligations under 
this Agreement to include performance standards established by the City, or if Volunteer should violate any of 
the covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to terminate 
this Agreement by sending written notice to the Volunteer of such tern1ination and specify the effective date 
thereof (which date shall not be sooner than the end of ten (10) days following the day on which such notice is 
sent) . 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of the Center by Volunteer, the City may elect to terminate this Agreement upon ten ( 10) days written 
notice from the City to the Volunteer. 

VIII. Insurance 

8.1 Volunteer agrees to comply with the following insurance provisions: 

(a)Volunteer shall be responsible for insuring its employees and sub-recipients for Worker ' s 
Compensation or Alternative Plan. In no event will the City be required to maintain any insurance 
coverage for Volunteer. If a Worker's Compensation Policy is maintained, a copy of their insurance 
ce11ificate shall be provided to City of San Antonio, Dept. of Community Initiatives. 

(b) Volunteer shall be responsible for insuring its own Property, Equipment, Autos and Legal 
Liability. In no event will the City be required to maintain any insurance coverage for Volunteer. In the 
event that Property, Autos, and Legal Liability (Commercial General Liability) policies are maintained, a 
copy of their insurance certificate and additional insured endorsement shall be provided to City of San 
Antonio, Dept. of Community Initiatives. 

IX. Indemnity 

9.1 VOLUNTEER AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Volunteer covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City 
and the elected officials, employees, officers, directors, volunteers, and representatives of the 
City, individually or collectively, from and against any and all costs, claims, liens, damages, 
losses, expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, 
liability and suits of any kind and nature, including but not limited to, personal or bodily 
injury, death and property damage, made upon the City and the elected officials, employees, 
officers, directors, volunteers, and representatives of the City, individually or collectively, 
directly or indirectly arising out of, resulting from or related to Volunteer's activities under 
this Agreement, including any acts or omissions of Volunteer, any agent, officer, director, 
representative, employee, consultant or sub-contractor/sub-volunteer of Volunteer, and their 
respective officers, agents, employees, directors and representatives while in the exercise of 
performance of the rights or duties under this Agreement, all without however, waiving any 
governmental immunity available to the CITY under Texas Law and without waiving any 
defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND AGREED 
THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, 
DEMANDS, CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART 
FROM THE NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, 
OFFICERS, DIRECTORS AND REPRESENTATIVES OF CITY, UNDER THIS 
AGREEMENT. The provisions of this INDEMNITY are solely for the benefit of the parties 
hereto and not intended to create or grant any rights, contractual or otherwise, to any other 
person or entity. Volunteer shall promptly advise the City in writing of any claim or 
demand against the CITY or Volunteer known to Volunteer related to or arising out of 
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Volunteer's activities under this Agreement and shall see to the investigation of and defense 
of such claim or demand at Volunteer's cost. The City shall have the right, at its option and 
at its own expense, to participate in such defense without relieving Volunteer of any of its 
obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY 
provided for in this Section, is an INDEMNITY extended by Volunteer to INDEMNIFY, 
PROTECT and HOLD HARJ'\1LESS, the City from the consequences of the CITY's OWN 
NEGLIGENCE, provided however, that the INDEMNITY provided for in this section 
SHALL APPLY only when the NEGLIGE 1T ACT of the City is a CONTRIBUTORY 
CAUSE of the resultant injury, death, or damage, and shall have no application when the 
negligent act of the City is the sole cause of the resultant injury, death, or damage. 
VOLUNTEER further AGREES TO DEFEND, AT ITS OWN EXPENSE, and ON 
BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or litigation 
brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Amendments 

I 0.1 Except when the ten11S of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the terms hereof shall be by amendment in writing executed by both City and Volunteer without the necessity of 
seeking approval from City Council so long as the amendment is approved as to fom1 by the City Attorney or 
his designee. 

XI. Subcontracting and Assignment 

11.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

I l.2Volunteer shall not assign or transfer Volunteer's interest in this Agreement without the written consent of the 
Director of the Department of Community Initiatives. Any attempt at transfer, pledge or other assignment shall 
be void ab initio and shall confer no rights upon any third person or party. 

XII. Independent Contractor 

12.1 In performance of obligations under this Agreement, the Volunteer shall act as an independent contractor and 
not as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Volunteer shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to the City employees. 

12.2The City shall not be obligated to any third parties (including any sub-contractor/sub-volunteer of the 
Volunteer) . 

XIII. Communication 

13.1 For purposes of this agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail , postage prepaid, to the addresses set forth below: 

CITY 

Social Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Community Initiatives 
2300 W. Commerce, Suite 203 
San Antonio, Texas 78207 

VOLUNTEER 

Shepherd King Lutheran Church 
303 W. Ramsey. 
San Antonio, TX 78216 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. 
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XIV. Venue 

14.1 Volunteer and City agree that this Agreement shall be governed by and construed in accordance with the laws 
of the State of Texas. Any action or proceeding brought to enforce the ten11S of this Agreement or adjudicate 
any dispute arising out of this Agreement shall be brought in a court of competent jurisdiction in San Antonio, 
Bexar County, Texas. 

XV. Gender 

15.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural, unless the context otherwise requires. 

XVI. Authority to Contract 

16.1 The signer of this Agreement for City and Volunteer each represents. warrants, assures and guarantees that he 
has full legal authority to execute this Agreement on behalf of City and Volunteer respectively, and to bind City 
and Volunteer to all of the te1111s, conditions, provisions and obligations herein contained. 

XVII. Entire Agreement 

17.1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the ten11S and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written . 

17 .2 lf any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal, state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this Agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in tem1s to such 
invalid, illegal or unenforceable clause or provision as may be possible, legal , valid and enforceable. 

XVIII. Acceptance of Agreement 

18.1 I the undersigned. certify that I have read and understand the terms of this Agreement and that the Volunteer 
will abide by them. I further certify that I am authorized to sign for this Volunteer, the contracting entity . 

In witness of which this Agreement has been executed effective the l \\. '\-\.. day of \jD ~ , , 'J CO Q . 

CITY OF SAN ANTONIO: 

D~pJ;;,~ 
Department of Community Initiatives 

APPROVED AS TO FORM: 

VOLUNTEER: 

q);ifa..~~~ 
Auth¢izedSignature 

Shepherd King Lutheran Church 
(Name of Volunteer) 

303 W. Ramsey 
(Street Atldres~) 

~a. r./.- . 1 ~ ~ San Antonio, TX 78216 
Assistant City Attorney (City, State, Zip Code) 

Attachment I - Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment II - Cash Handling Procedures 
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TO: 

FROM: 

THROUGH: 

SUBJECT: 

DATE: 

Contract: 

CITY OF SAl\ ANTONIO 
DEPARTMENT OF COMMUNITY INITIATIVES 

INTRADEPARTMENTAL CORRESPONDENCE SHEET 

Dennis J Campa, Director Department of Community Initiatives 

Laura Cisneros, Social Services Manager 

Cindy Schoenmakers, Assistant Director 

Alamo Area Council of Governments Fiscal Year 2008 Vendor 
Agreements, Lease Agreements and Volunteer Site Agreements 
(See Attached Listing) 

December 7, 2007 

Alamo Area Council of Governments, Comprehensive Nutrition 
Program (CNP) 

Ordinance Authorizing Contract: 2007-10-18-1 I 04, SAP 13000000617 Atchd 

Date of Ordinance Authorizing Contract: October 18, 2007 

MAJOR PROVTSIONS OF CONTRACT: 

Our FY 2008 contract with AACOG authorizes our use of vendors to provide the meal services 
to our senior clients. This is done with Vendor Agreements, Lease Agreements and Volunteer 
Site Agreements. At total of 19 of these agreements are attached. 

AMOUNT OF CONTRACT: Funding for the CNP contract is $1,763,224 

MONITORING: These vendor agreements will be monitored by Elderly Services Supervisors 
of Senior Services Division and Kevin Ayarzagoitia, Fiscal Officer. 

---,,L--,,L-~~a.____,=-----=~~~~~ 
ur isneros, Senior Services Manager Date 
n.ior Services Division 

Attachments: I. Nineteen Vendor Agreements 
2. Ordinance# 2007-10-18-1104 



STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

Contract# (ffotJOotJ/,S,? 

COMPREHENSIVE NUTRITION PROGRAM 
VOLUNTEER SITE AGREEMENT 

WITH 
DISCIPLES MINISTRIES CENTER 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as "City"), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-10-18-1104, passed and approved on October 18 , 2007 , and Disciples Ministries Center 
(" Volunteer") located at 1744 W. Gramercy Place, San Antonio, Texas 78201 , a nutrition center site ("Center"). 

WITNESS ETH: 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as "AACOG," grants funds to the 
City, which funds are supplemented by the City through its General Fund, for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project"); and 

WHEREAS , the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project; and 

WHEREAS , the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project; and 

WHEREAS, the Department of Community Initiatives. Senior Services Division , hereinafter referred to as "the 
Project Office," ' is responsible for day-to-day administration of the Project; and 

WHEREAS, the City wishes to engage the Volunteer to carry out the Project at Diciples Ministries Family Center, a 
nutrition center site (the "Center") ; NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Volunteer shall provide, oversee, administer. and carry out all act1v1t1es and services in a manner 
satisfactory to the City and in compliance with the Scope of Work / Project Requirements set forth in Article JV 
of this Agreement at the Center. 

1.2 City shall detem1ine eligibility of all Project recipients and shall ensure that at least 50% of the total individuals 
served in the Project will be persons with incomes at or below the poverty level threshold established by the 
Bureau of the Census, and that at least 50% of the total persons served will be in greatest social need. 
Volunteer shall refer all individuals requesting services to the City ' s Department of Community Initiatives, 
Senior Services Division ' s Elderly Services Supervisor for elig ibility detem1ination. 

1.3 City shall provide monitoring, technical assistance, training , planning and evaluation services of the Project to 
the Volunteer as required by the Texas Department on Aging and Disability Services (DADS) guidelines and 
the City ' s Department of Community Initiatives, Senior Services Division. 

II. Agreement Period 

2.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October 1, 
2007 and shall terminate on September 30, 2008. 



l[I. Collection of Meal Fees and Donations for Meals 

3.1 The Volunteer shall provide a voluntary opportunity for eligible Project recipients to contribute to the cost of 
Project services while protecting the individual's privacy. The Volunteer shall safeguard and account for such 
contributions as program income in accordance with City ' s Comprehensive Nutrition Program (CNP) 
Operations' Manual, which is attached hereto and incorporated herein as Attachment I. 

3.2 The Volunteer shall allow the City to post a sign at the Center, which identifies the full cost of the services, the 
suggested eligible Project recipient contribution, and a statement that services shall not be denied because the 
eligible Project recipients cannot or will not contribute. 

3.3 Volunteer shall account for and report to the City funds received by the Volunteer from eligible Project 
recipients, questions of eligible project recipients, and visitors to the Center as prescribed by the CNP 
Operations Manual. 

3.4 The Volunteer shall ensure that a meal fee to recover the full cost of the meal provided at the Center is 
collected from all persons who are not eligible for services. Meals may be provided to guests of the eligible 
Project recipients and others who are not eligible if the provision of this meal does not deprive an eligible 
Project recipient of a meal. 

3.5 All meal fees and donations collected by the Volunteer during the grant period shall be forwarded to the City 
monthly on dates specified by the City 's Senior Services Division, Department of Community Initiatives. The 
Volunteer shall comply with the provisions of the Department of Community Initiatives (DCI) Department 
Directive 35 entitled. CASH HANDLING PROCEDURES. DATED October 11. 2004 which is attached 
hereto and incorporated herein for all purposes as Attachment II. 

IV. Scope of Work/ Project Requirements 

4.1 The Volunteer shall provide nutrition education and a hot noon meal. as prescribed in the CNP Operations 
Manual. 

4.2 The Volunteer agrees to provide a projected total of 1,300 Congregate Meals for the term of this Agreement. 

4.3 The Volunteer shall conform to health standards prescribed by the Metropolitan Health District as described in 
the City's CNP Operations Manual , including but not limited to the following: 

(a) The Volunteer shall ensure that the Project meals are served within the prescribed time frames 
daily. 

(b) The Project meals shall be served in accordance with sanitary requirements set forth in the 
Operations Manual. 

(c) The food shall be served within the prescribed temperatures as set by the Texas Department of 
State Health Services. 

(d) The Volunteer shall ensure that proper portion controls are established and used by the 
Volunteer. City shall perform periodic inspections to insure compliance by the Volunteer 
with health codes, menu, revenue and portion control. 

4.4 In accordance with City Code Chapter 13, Food and Food Handlers, Article XIII, Certification of Supervisory 
Personnel of Food Products Establishment and applicable state standards, as amended, Volunteer shall ensure 
that food handlers are properly trained and certified. 

4.5 Volunteer shall ensure that holding time for hot foods shall not exceed four (4) hours from the time when the 
food is taken from the equipment in which cooking or reheating is completed until it is served. Volunteer shall 
clearly label on each container the time when the food was taken from the equipment in which cooking or 
reheating is completed. 

4.6 Volunteer shall ensure that an individual certified by the American Red Cross in Standard First Aid is at the 
Center while Project meals are being served. 
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4.7 Volunteer shall utilize the City ' s established " Meal Reservation System." Under this system, Volunteer shall 
notify the City by Friday at 2:00 PM, of the number of meals to be served at the Center the following week. 

4.8 The Center shall be operational for the time necessary to adequately provide satisfactory service of Project 
meals. The number of hours, days of the week and total service days of the year shall be coordinated with the 
City. Changes to accommodate special cultural and religious days shall be made ten ( I 0) operational days in 
advance. 

4.9 Volunteer shall provide all necessary supervision and coordination of activities outlined in this Article IV Scope 
of Wark/Project Requirements. 

4 .10 Volunteer shall provide in-service training to any personnel of the Volunteer who are performing duties 
pursuant to this Agreement. 

V. Applicable Laws and Regulations 

5.1 Volunteer shall comply with all applicable laws, rules, regulations and codes of the United States and the State 
of Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and Bexar 
County in its perfonnance of all of the work under this Agreement. 

5.2 Volunteer agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations , policies and procedures established by the Texas Department on Aging (TDOA), the 
Administration on Aging (AoA), the Secretary of Health and Human Services, and the U.S. Department of 
Agriculture. 

5.3 Volunteer shall adhere to the Alamo Area Council of Governments (AACOG) policies and procedures, as they 
now exist or as they may subsequently be adopted , in all respects. Said policies and procedures are set forth in 
the City's CNP Operations Manual in Attachment I. Volunteer shall also adhere to Texas Administrative Code 
Title 40, Part IX, Subsection 270.5 Nutrition Service Requirements. Said requirements are also set forth in the 
City's CNP Operations Manual. 

5.4 Volunteer agrees not to use in any capacity including as a volunteer any person that the Volunteer receives 
notice from the City is ineligible to participate as an employee, volunteer or in any other capacity in connection 
with the delivery of services under this Agreement. 

5.5 Volunteer certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment, 
declared ineligible or voluntarily excluded from participation in any State or Federal Program. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring , fiscal control , and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such forn1 as may be 
required by the Department of Community Initiatives, the Volunteer shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds , if applicable, such statements, records, 
data, and inforniation and pennit the City and the Grantor of the grant funds , if applicable, to have interviews 
with its personnel , board members and program participants pertaining to the matters covered by this 
Agreement. Failure to comply with these requirements shall constitute a breach of this Agreement, and may 
result in the tern1ination of this Agreement. 

6.2 Volunteer shall submit to the Department of Community Initiatives such repo11s as may be required by AA COG 
and/or City. 

6.3 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Volunteer agrees to submit to such monitoring and evaluation. 

6.4 Volunteer shall give the City, AACOG , Administration on Aging (AoA), the U.S. Department of Agriculture 
(USDA), the Comptroller General of the United States, and the State of Texas, through any authorized 
representative, access to and right to examine all facilities, equipment, operations, records, books, papers, 
agreements, or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement tenn. 
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VII. Termination 

7.1 Tennination for Convenience - This Agreement may be tenninated in whole or in part by either party with thirty 
(30) days notice to the other party. 

7.2 Tennination for Cause - Should the Volunteer fail to fulfill , in a timely and proper manner, obligations under 
this Agreement to include pe1formance standards established by the City, or if Volunteer should violate any of 
the covenants, conditions or stipulations of the Agreement, the City shall thereupon have the right to tem1inate 
this Agreement by sending written notice to the Volunteer of such tem1ination and specify the effective date 
thereof ( which date shall not be sooner than the end of ten ( I 0) days following the day on which such notice is 
sent). 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG Bexar Area Agency on Aging or its agents. disclose serious deficiencies in the 
operation of the Center by Volunteer, the City may elect to tem1inate this Agreement upon ten ( I 0) days written 
notice from the City to the Volunteer. 

VIII. Insurance 

8.1 Volunteer agrees to comply with the following insurance provisions: 

(a)Volunteer shall be responsible for insuring its employees and sub-recipients for Worker's 
Compensation or Alternative Plan. In no event will the City be required to maintain any insurance 
coverage for Volunteer. If a Worker ' s Compensation Policy is maintained, a copy of their insurance 
certificate shall be provided to City of San Antonio, Dept. of Community Initiatives. 

(b) Volunteer shall be responsible for insuring its own Property, Equipment, Autos and Legal 
Liability. In no event will the City be required to maintain any insurance coverage for Volunteer. In the 
event that Property, Autos, and Legal Liability (Commercial General Liability) policies are maintained, a 
copy of their insurance certificate and additional insured endorsement shall be provided to City of San 
Antonio, Dept. of Community Initiatives. 

IX. Indemnity 

9.1 VOLUNTEER AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

(a) Volunteer covenants and agrees to FULLY INDEMNIFY, and HOLD HARMLESS, the City 
and the elected officials, employees, officers, directors, volunteers, and representatives of the 
City, individually or collectively, from and against any and all costs, claims, liens, damages, 
losses, expenses, fees, fines, penalties, proceedings, actions, demands, causes of action, 
liability and suits of any kind and nature, including but not limited to, personal or bodily 
injury, death and property damage, made upon the City and the elected officials, employees, 
officers, directors, volunteers, and representatives of the City, individually or collectively, 
directly or indirectly arising out of, resulting from or related to Volunteer's activities under 
this Agreement, including any acts or omissions of Volunteer, any agent, officer, director, 
representative, employee, consultant or sub-contractor/sub-volunteer of Volunteer, and their 
respective officers, agents, employees, directors and representatives while in the exercise of 
performance of the rights or duties under this Agreement, all without however, waiving any 
governmental immunity available to the CITY under Texas Law and without waiving any 
defenses of the parties under Texas Law. IT IS FURTHER COVENANTED AND AGREED 
THAT SUCH INDEMNITY SHALL APPLY EVEN WHERE SUCH COSTS, CLAIMS, 
LIENS, DAMAGES, LOSSES, EXPENSES, FEES, FINES, PENAL TIES, ACTIONS, 
DEMANDS, CAUSES OF ACTION, LIABILITY AND/OR SUITS ARISE IN ANY PART 
FROM THE NEGLIGENCE OF CITY, THE ELECTED OFFICIALS, EMPLOYEES, 
OFFICERS, DIRECTORS AND REPRESENTATIVES OF CITY, UNDER THIS 
AGREEMENT. The provisions of this INDEMNITY are solely for the benefit of the parties 
hereto and not intended to create or grant any rights, contractual or otherwise, to any other 
person or entity. Volunteer shall promptly advise the City in writing of any claim or 
demand against the CITY or Volunteer known to Volunteer related to or arising out of 
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Volunteer's activities under this Agreement and shall see to the investigation of and defense 
of such claim or demand at Volunteer's cost. The City shall have the right, at its option and 
at its own expense, to participate in such defense without relieving Volunteer of any of its 
obligations under this paragraph. 

(b) It is the EXPRESS INTENT of the parties to this Agreement, that the INDEMNITY 
provided for in this Section, is an INDEMNITY extended by Volunteer to INDEMNIFY, 
PROTECT and HOLD HARMLESS, the City from the consequences of the CITY's OWN 
NEGLIGENCE, provided however, that the INDEMNITY provided for in this section 
SHALL APPLY only when the NEGLIGENT ACT of the City is a CONTRIBUTORY 
CAUSE of the resultant injury, death, or damage, and shall have no application when the 
negligent act of the City is the sole cause of the resultant injury, death, or damage. 
VOLUNTEER further AGREES TO DEFEND, AT ITS OWN EXPENSE, and ON 
BEHALF OF THE CITY AND IN THE NAME OF THE CITY, any claim or litigation 
brought against the City and its elected officials, employees, officers, directors, volunteers 
and representatives, in connection with any such injury, death, or damage for which this 
INDEMNITY shall apply, as set forth above. 

X. Amendments 

10.1 Except when the tenns of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the tem1s hereof shall be by amendment in writing executed by both City and Volunteer without the necessity of 
seeking approval from City Council so long as the amendment is approved as to fonn by the City Attorney or 
his designee. 

XL Subcontracting and Assignment 

1 1.1 None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

11.2 Volunteer shall not assign or transfer Volunteer' s interest in this Agreement without the written consent of the 
Director of the Department of Community Initiatives. Any attempt at transfer, pledge or other assignment shall 
be void ab initio and shall confer no rights upon any third person or party. 

XII. Independent Contractor 

12.1 In perfom1ance of obligations under this Agreement, the Volunteer shall act as an independent contractor and 
not as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Volunteer shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to the City employees. 

l 2.2The City shall not be obligated to any third parties (including any sub-contractor/sub-volunteer of the 
Volunteer). 

XIII. Communication 

13 .1 For purposes of this agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail, postage prepaid, to the addresses set forth below: 

CITY 

Social Services Manager 
Comprehensive Nutrition Project 
Senior Services Division 
Department of Community Initiatives 
2300 W. Commerce, Suite 203 
San Antonio , Texas 78207 

VOLUNTEER 

Disciples Ministries Center 
2610 Perez St. 
San Antonio, TX 7820 I 

Notices of changes of address by either party must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. 
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XIV. Venue 

14.1 Volunteer and City agree that this Agreement shall be governed by and construed in accordance with the laws 
of the State of Texas. Any action or proceeding brought to enforce the tern1s of this Agreement or adjudicate 
any dispute arising out of this Agreement shall be brought in a court of competent jurisdiction in San Antonio, 
Bexar County, Texas. 

XV. Gender 

15.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural , unless the context otherwise requires. 

XVI. Authority to Contract 

16.1 The signer of this Agreement for City and Volunteer each represents, warrants, assures and guarantees that he 
has full legal authority to execute this Agreement on behalf of City and Volunteer respectively, and to bind City 
and Volunteer to all of the tern1s, conditions, provisions and obligations herein contained. 

XVII. Entire Agreement 

17. I This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the terms and conditions agreed upon, and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

17.21f any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal, state or local laws, including but not limited to the City Charter. City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this Agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in terms to such 
invalid, illegal or unenforceable clause or provision as may be possible. legal. valid and enforceable. 

XVIII. Acceptance of Agreement 

18.11 the undersigned, certify that I have read and understand the tem1s of this Agreement and that the Volunteer 
will abide by them. l further certify that I am authorized to sign for this Volunteer, the contracting entity. 

In witness of which this Agreement has been executed effective the 6()-4-'f\ day ofJ{J.Y1AAt\j , 2«J{__. 

CITY OF SAN ANTONIO: 

o,!2~ r4i~,Q.~ 
Department of Community Initiatives 

APPROVED AS TO FORM: 

~ant City Attorney 

Disciples Ministries Center 
(Name of Volunteer) 

1744 W. Gramercy Pl. 
(Street Addres1;) 

San Antonio, TX 78201 
(City, State, Zip Code) 

Attachment I - Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment II - Cash Handling Procedures 
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DEPARTMENT OF COMMUNITY INITIATIVES 

CONTRACT ROUTING SLIP 

Date: 1/15/2008 

REQUEST FOR SIGNATURES: 

1. Celeste Flores, Acting Contract Coordinator 
Department of Community Initiatives 

2. Cindy Schoenmakers, Assistant Director 
Department of Community Initiatives 

After review, forward to Carrie Jimenez. 
Carrie, please forward to City Attorney 's Office. 

D 3. Shreya Shah, Assistant City Attorney 

INITIAL 

After signature call Carrie Jimenez 207-8153 for pickup. S S 

D 4. Dennis J. Campa, Director 
Department of Community Initiatives. 
After signatures, please return to Carrie Jim enez. 

ATTACHMENTS (2): FY08 CNP Agreements 

Volunteer Site Agreements (2): 
tlsciples Ministries Center - Disciples l\1inistries Family Center 

SAP #4600006879 

DATE 

1-2&--uY 

She_pherd ing Lutheran Church - Shepherd King Lutheran Church 
Family Center SAP# 4600006876 

For Department of Community Initiati ves, Contract Section use onlv 
1 Original to: City Clerk 
1 Original to: Fernando Medellin to provide to agency 

Program Monitor, Fernando Medellin; Fiscal Monitor, Kevin 
Copies to : Ayarzagoitia; Contracts Section in OM 

DCI,0 0D M ail Lo!!#: 8'7/5 
1/15/2008 
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Contract# 1-utXCOlt> 7l/7 

Comprehensive Nutrition Project (CNP) 
Site Lease Agreement for Non-Govermnental Entities 

This Lea~e Agreement is made and entered into by and between the City of San Antonio (hereinafter referred to as 
·'Lessee''). a Texas Municipal Corporation, acting by and through the Director of the Department of Community 
Initiatives, or his designated representative, pursuant to Ordinance No 2007-10-18-1104, passed and approved on 
October 18, 2007 and the Archdiocese of San Antonio (hereinafter refeJTed to as "Lessor'') acting by and through the 
Archbishop of San Antonio. 

WlTNESSETH: 

1. For and in consideration of the mutual agreements considered herein and subject to the tenns and 
conditions hereinafter stated. Lessor hereby leases to the Lessee that portion of El Cam1en Parish located at 18555 
Leal Road, San Antonio. Texas 78221 (hereinafter refen-ed to as the "Leased Premises") described as the dining hall 
and kitchen . 

2. The tenn of this Lease Agreement is for the period beginning October I. 2007 and ending September 30. 
2008. At the end of the tenn of this Lease Agreement, the Lessee shall have the option to renew this Lease 
Agreement for an additional one-year period under the same tenns and conditions of this Lease Agreement subject to 
City Council approval. This Lease Agreement can be terminated by the Lessor or Lessee with thirty (30) days' 
written notification to the other party. 

3. The Lessee shall have the right to occupy and use the Leased Premises from Monday through Friday, 
from 7:00 a.m. to 2:00 pm. (the ·'Project Hours'') for the following purpose and no other, and this tenancy shall not 
be assigned or sublet: to provide nutrition services for persons 60+ years of age and their spouses. regardless of 
spouse's age. 

4. Lessor represents and warrants that the Leased Premises are in compliance with the applicable 
accessibility requirements for facilities under rhe American with Disabilities Act, as amended. 

5. Lessee shall not conduct or pennit to be conducted on the Leased Premises any activities or events which 
violate the law, constitute a nuisance or hazard, or which in the opinion of the Pastor andior Council of El Carmen 
Parish would conflict with the religious teachings of the Catholic Church or the sensibilities of the people living in 
the area. Any attempt by Lessee to conducr or pennit such activities or events shall be good cause for immediate 
tennination of the Lease Agreement by Lessor. lessor shall notify the Lessee of the offending activity or event and 
give Lessee the opportunity to correct the situation to Lessor's satisfaction. In the event that Lessor is dissatisfied 
with Lessee·s corrective action. Lessor may tenninate the Lease Agreement with seven (7) calendar days· notice so 
that Lessee is given adequate opportunity to make alternate arrangements and minimize interruption of service to 
seniors. 

6. During the Project Hours. Lessee shall keep the Leased Premises in a neat, clean and sanitary condition. 
to include without limitation sweeping, mopping, disposal of any trash and the wiping dmvn of all surfaces prior to 
depa1ture on all days of Lessee's operation. 

7. Lessee shall comply promptly with all laws, rules and orders of federal, state, and municipal 
governments and their departments and agencies applicable to the Leased Premises. 

8. Lessee shall have the sole responsibility to secure in Lessee's name any permits or licenses required for 
Lessee's activities or events held on the Leased Premises. except as detennined by Lessor. 

9. Lessee shall pay $500.00 monthly to the business manager of El Cannen Parish for the time reserved in 
paragraph 2 of this Lease. Said sum is to be paid to Lessor's representative not later than one week prior to the 
commencement of the activities scheduled. Lessor shall send Lessee a monthly invoice by the 1st of each month to 
ensure payment by the 15 th of each month. 



I 0. Lessor agrees and understands that Lessee has projected costs for this Lease Agreement and Lessee 
expects to pay all obligations of the Lease Agreement from projected revenue sources, but all obligations of Lessee 
are subject to annual appropriation by the San Antonio City Council or, if applicable, availability of State of Texas 
or Federal grant funds, in future years after the City of San Antonio fiscal year ending September 30, 2008 should 
this Lease Agreement continue for any additional period or periods beyond such date. If City Council does not 
appropriate funds for any given year of this Lease Agreement or if grant funds are not received from the State or 
Federal government, then this Lease Agreement shall automatically tem1inate without recourse to lessor. 

11 . The lessee acknowledges that it has fully inspected the leased Premises and on the basis of such 
inspection lessee hereby accepts the Leased Premises as suitable for the purpose for which same is leased including 
any building, fumishings, fixtures. and equipment. The Parties agree that the Leased Premises are being leased to 
Lessee --as is" "where is,'' and "with all faults." 

12. Time is of the essence with reference to all payments and time of tenancy and any extra time for any 
reason desired by Lessee must first be approved in writing by the Archdiocese of San Antonio representatives and 
must be paid for in accordance with the current rules and regulations governing the rental fees for the subject facility. 

13. Lessor shall pay for all fees and costs for electricity, gas, water, wastewater, and garbage dumpster 
service. 

14. It is expressly understood and agreed that lessee shall not have the use of any furnishings and 
equipment within said Leased Premises with the exception of any item described in writing below. Tables and chairs 
and all the kitchen equipment. Lessee agrees to use the same appropriately and according to their intended use and 
manufacturers· directions and to maintain the same in an operable state, making repairs or replacements as necessary, 
if it is Lessee·s use that caused the need for repair and replacement. Lessee shall not be responsible for repairs or 
replacement that become necessary due to 11onnal wear and tear, due to damage caused by the use of another party, 
or due to the manufacturers' defects in furnishings or equipment. So as to minimize the risk of dispute, lessor and 
Lessee shall develop a procedure to confinn at regular intervals that the furniture and equipment used by lessee are 
in a satisfactory and operable state, nonnal wear and tear excepted, after Lessee's periodic use. 

15. Lessee, the City of San Antonio, maintains insurance and a fully funded reserve account which meets or 
exceeds Lessor·s insurance requirements. This fund, as designated by City Council , is solely for the purpose of 
providing relief from third party legal liability claims, for which the City may become liable. All claims against the 
City are governed by the Statutes of the State of Texas, including the Texas Tort Claims Act and Section 150 of the 
City Charter, with which the City is in full compliance. 

16 . LESSOR covenants and agrees to FULLY INDEMNIFY and HOLD HARMLESS, the LESSEE and 
the elected otlicials, employees, officers. directors, volunteers and representatives of the LESSEE. individually or 
collectively, from and against any and all costs, claims, liens, damages, losses, expenses, fees, fines, penalties, 
proceedings, actions, demands. causes of action, liability and suits of any kind and nature, including but not limited 
to, personal or bodily injury, death and property damage, made upon the LESSEE and the elected officials, 
employees, officers, directors, volunteers, and representatives of the LESSEE, individually or collectively directly or 
indirectly arising out of, resulting from or related to LESSOR's activities under this LEASE AGREEMENT, 
including any acts or omissions of LESSOR, any agent, officer, director, representative, employee, c011sultant or 
subcontractor of LESSOR, and their respective officers, agents, employees, directors and representatives while in the 
exercise ofpe1fonnance of the rights or duties under this LEASE AGREEMENT. The indemnity provided for in this 
paragraph shall not apply to any liability resulting from the negligence of LESSEE, its officers or employees, in 
instances where such negligence causes personal injury, death, or property damage. IN THE EVENT LESSOR AND 
LESSEE ARE FOUND JOINTLY LIABLE BY A COURT OF COMPETENT JURISDICTION, LIABILITY 
SHALL BE APPORTIONED COMPARATIVELY IN ACCORDANCE WITH THE LAWS OF THE STATE OF 
TEXAS, WITHOUT, HOWEVER, WAIVING ANY GOVERNMENTAL IMMUNITY AVAILABLE TO THE 
LESSEE UNDER TEXAS LAW AND WfTHOUT WAIVING ANY DEFENSES OF THE PARTIES UNDER 
TEXAS LAW. 

The provisions of this INDEMNIFICATION are solely for the benefit of the parties hereto and not intended to create 
or grant any rights, contractual or otherwise, to any other person or entity. 



. ., 

LESSOR shall promptly advise the LESSEE in writing of any claim or demand against the 
LESSEE or LESSOR known to LESSOR related to or arising out of LESSOR's activities under 
this LEASE AGREEMENT. 

17. Throughout the tenn of this Lease Agreement, Lessee and its representatives, agents and employees, 
shall have a non-exclusive license to use parking spaces adjacent to the Leased Premises during Project Hours as 
long as it doesn ·1 interfere with church operations. 

18 . Unless otherwise provided herein, any notice, tender or delivery to be given hereunder by either party 
to the other may be effected by personal delivery. or in writing by certified mail , postage prepaid, retum receipt 
requested. 

LESSOR: Archdiocese of San Antonio 
2718 W. Woodlavm Avenue 
San Antonio . Texas 78228-5124 

with copy to El Cannen Catholic Church, Attn: Business Manager. 18555 Leal Road, San Antonio, Texas 
78221. 

LESSEE: Director, Department of Conununity lnitiatives 
Comprehensive Nutrition Project 
Senior Services Division 
2300 W. Commerce. Suite 203 
San Antonio. Texas 78207 

with a copy to the City Clerk. City of Sa11 Antonio , P.O. Box 839966 2nd floor San Antonio. Texas 78283-3966. 

19. This Lease Agreement shall be construed under and in accordance with the laws of the State of Texas, 
and all obligations of the parties created hereunder are perfonnable in Bexar County. Texas. Venue for any legal 
action, claim or dispute arising directl y or indirectly as a result of this Lease Agreement shall be in Bexar County. 
Texas. 

20. This Lease Agreement constitutes the final and entire agreement between the parties hereto and 
contains all of the tem1s and conditions agreed upon. No other agreements, oral or otherwise regarding the subject 
matter of this Lease Agreement shall be deemed to exist or to bind the parties hereto unless same be in ,vriting, dated 
subsequent to the date hereof and duly executed by the parties. 

AGREED TO THIS~ DAY, OF ~ f- 2008 . 

LESSOR: 

Jose H. G . Archbish p of San Antonio 
And Succesors in Office, 
..b¥-R.e¥~-Ma.i:tm.l.~~-+ll-f..¼~ 

Date 

LESSEE: 

Dennis J. Campa, rector 
Community Initiatives Department 
City of San Antonio 

Date 

APPROVED AS TO FORM : 
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Contract # tu CODD lJ 7~3 

Comprehensive Nutrition Project (CNP) 
Site Lease Agreement for Non-Governmental Entities 

This Lease Agreement is made and entered into by and between the City of San Antonio (hereinafter referred to as 
··Lessee'"), a Texas Municipal Corporation. acting by and through the Director of the Department of Community 
Initiatives, or his designated representative, pursuant to Ordinance No 2007-10-18-1104. passed and approved on 
October 18, 2007 and the Archdiocese of San Antonio (hereinafter refeJTed to as ··Lessor'") acting by and through the 
Archbishop of San Antonio. 

WITNESSETH : 

I . For and in consideration of the mutual agreements considered herein and subject to the tem1s and 
conditions hereinafter stated, lessor hereby leases to the Lessee that portion of St. Bonaventure Parish located at 
1918 Palo Alto Road. San Antonio, Texas 78211 (hereinafter referred to as the "Leased Premises'") described as the 
dining hall and kitchen. 

2. The tenn of this Lease Agreement is for the period beginning October I. 2007 and ending September 30. 
2008 . At the end of the tenn of this lease Agreement, the Lessee shall have the option to renew this lease 
Agreement for an additional one-year period under the same tem1s and conditions of this Lease Agreement subject to 
City Council approval. This Lease Agreement can be tenninated by the Lessor or Lessee with thirty (30) days ' 
written notification to the other party. 

3. The lessee shall have the right to occupy and use the Leased Premises from Monday through Friday, 
from 7:00 a.m. to 2:00 pm. (the ·•Project Hours'') for the following purpose and no other, and this tenancy shal l not 
be assigned or sublet: to provide nutrition services for persons 60+ years of age and their spouses. regardless of 
spouse' s age. 

4. lessor represents and warrants that the Leased Premises are in compliance with the applicable 
accessibility requirements for facilities under the American with Disabilities Act, as amended. 

5. lessee shall not conduct or pem1it to be conducted on the Leased Premises any activities or events which 
violate the law, constitute a nuisance or hazard, or which in the opinion of the Pastor and/or Council of El Cannen 
Parish would conflict with the religious teachings of the Catholic Church or the sensibilities of the people living in 
the area. Any attempt by lessee to conduct or pern1it such activities or events shall be good cause for tennination of 
the lease Agreement by Lessor. Lessor shall notify the lessee of the offending activity or event and give Lessee the 
opportunity to con·ect the situation to Lessor's satisfaction . In the event that Lessor is dissatisfied with Lessee·s 
con-ective action, Lessor may terminate the Lease Agreement with seven (7) calendar days' notice so that Lessee is 
given adequate oppo11unity to make altemate arrangements and minimize interruption of service to seniors . 

6. During the Project Hours. Lessee shall keep the Leased Premises in a neat, clean and sanitary condition, 
to include without limitation sweeping, mopping. disposal of any trash and the wiping down of all surfaces prior to 
departure on all days of Lessee's operation. 

7. Lessee shall comply promptly with all laws, rules and orders of federal , state, and municipal 
governments and their departments and agencies applicable to the Leased Premises. 

8. Lessee shall have the sole responsibility to secure in Lessee's name any permits or licenses required for 
Lessee' s activities or events held on the Leased Premises, except as determined by Lessor. 

9. Lessee shall pay $550.00 monthly to the business manager of St. Bonaventure Parish for the time 
reserved in paragraph 2 of this Lease. Said sum is to be paid to Lessor"s representative not later than one week prior 
to the commencement of the activities scheduled. lessor shall send Lessee a monthly invoice by the I st of each 
month to ensure payment by the 15th of each month. 

I 0. lessor agrees and understand~ that lessee has projected costs for this Lease Agreement and Lessee 
expects to pay all obligations of the Lease Agreement from projected revenue sources. but all obligations of Lessee 



are subject to a1mual appropriation by the San Antonio City Council or, if applicable, availability of State of Texas 
or Federal grant funds, in future years after the City of San Antonio fiscal year ending September 30, 2008 should 
this Lease Agreement continue for any additional period or periods beyond such date. If City Council does not 
appropriate funds for any given year of this Lease Agreement or if grant funds are not received from the State or 
Federal government. then this Lease Agreement shall automatically terminate \Vithout recourse to Lessor. 

11 . The Lessee acknowledges that it has fully inspected the Leased Premises and on the basis of such 
inspection Lessee hereby accepts the Leased Premises as suitable for the purpose for which same is leased including 
any building, furnishings, fixtures , and equipment. The Parties agree that the Leased Premises are being leased to 
Lessee --as is' · ··where is:· and ·'with all faults .•· 

12. Time is of the essence with reference to all payments and time of tenancy and any extra Lime for any 
reason desired by Lessee must first be approved in writing by the Archdiocese of San Antonio representatives and 
must be paid for in accordance with the cun-ent rules and regulations governing the rental fees for the subject facility . 

13. Lessor shall pay for all fees and costs for electricity, gas. water, wastewater, and garbage dumpster 
service. 

14. lt is expressly understood and agreed that Lessee shall not have the use of any fumishings and 
equipment within said Leased Premises with the exception of any item described in writing below. Tables and chairs 
and all the kitchen equipment. Lessee agrees to use the same appropriately and according to their intended use and 
manufacturers' directions and to maintain the same in an operable state. making repairs or replacements as necessary, 
if it is Lessee ' s use that caused the need for repair and replacement. Lessee shall not be responsible for repairs or 
replacement that become necessary due to normal wear and tear, due to damage caused by the use of another party, 
or due to the manufacturers' defect s in furnishings or equipment. So as to minimize the risk of dispute, Lessor and 
Lessee shall develop a procedure to confim1 at regular intervals that the furniture and equipment used by Lessee are 
in a satisfactory and operable state, nonnal wear and tear excepted, after Lessee·s periodic use . 

15. Lessee, the City of San Antonio, maintains insurance and a fully funded reserve account which meets or 
exceeds Lessor's insurance requirements. This fund, as designated by City Council, is solely for the purpose of 
providing relief from third party legal liability claims, for which the City may become liable. All claims against the 
City are governed by the Statutes of the State of Texas, including the Texas Tort Claims Act and Section 150 of the 
City Charter. with which the City is in full compliance. 

16. LESSOR covenants and agrees to FULLY INDEMNIFY and HOLD HARMLESS, the LESSEE and 
the elected officials, employees, officers, directors, volunteers and representatives of the LESSEE. individually or 
collectively, from and against any and all costs. claims, liens, damages, losses, expenses, fees, fines , penalties. 
proceedings, actions, demands, causes of action, liability and suits of any kind and nature, including but not limited 
to. personal or bodily injury. death and property damage, made upon the LESSEE and the elected officials. 
employees, officers, directors, volunteers, and representatives of the LESSEE, individually or collectively directly or 
indirectly arising out of, resulting from or related to LESSOR'S activities under this LEASE AGREEMENT, 
including any acts or omissions of LESSOR, any agent. officer. director, representative, employee, consultant or 
subcontractor of LESSOR, and their respective officers, agents, employees, directors and representatives while in the 
exercise of performance of the rights or duties under this LEASE AGREEMENT . The indemnity provided for in this 
paragraph shall not apply to any liability resulting from the negligence of LESSEE. its officers or employees. in 
instances where such negligence causes personal injury. death, or property damage. TN THE EVENT LESSOR AND 
LESSEE ARE FOUND JOINTLY LIABLE BY A COURT OF COMPETENT JURISDICTION, LIABILITY 
SHALL BE APPORTlONED COMPARATIVELY IN ACCORDANCE WITH THE LAW'S OF THE STATE OF 
TEXAS, WfTHOUT. HOWEVER, WAIVING ANY GOVERNMENTAL IMMUNITY AVAILABLE TO THE 
LESSEE UNDER TEXAS LAW AND WITHOUT WAIVING ANY DEFENSES OF THE PARTIES UNDER 
TEXAS LAW. 

The provisions of this INDEMNIFICATION are solely for the benefit of the parties hereto and not intended to create 
or grant any rights. contractual or otherwise. to any other person or entity. 



LESSOR shall promptly advise the LESSEE in wntmg of any claim or demand against the 
LESSEE or LESSOR known to LESSOR related to or arising out of LESSOR's activities under 
this LEASE AGREEMENT. 

17. Throughout the tenn of this Lease Agreement, Lessee and its representatives. agents and employees. 
shall have a non-exclusive license to use parking spaces adjacent to the Leased Premises during Project Hours as 
long as it doesn't interfere with church operations. 

18. Unless otherwise provided herein, any notice, tender or delivery to be given hereunder by either party 
to the other may be effected by personal delivery. or in writing by certified mail , postage prepaid, return receipt 
requested. 

LESSOR: Archdiocese of San Antonio 
2718 W. Woodlawn Avenue 
San Antonio, Texas 78228-5124 

with copy to St. Bonaventure Parish, Attn: Business Manager. 1918 Palo Alto Road, San Antonio, Texas 
78211. 

LESSEE: Director, Department of Conununity Initiatives 
Comprehensive Nutrition Project 
Senior Services Division 
2300 W. Commerce. Suite 203 
San Antonio, Texas 78207 

with a copy to the City Clerk, City of San Antonio , P.O. Box 839966 2nd floor San Antonio, Texas 78283-3966. 

19. This Lease Agreement shall be construed under and in accordance with the laws of the State of Texas, 
and all obligations of the parties created hereunder are performable in Bexar County, Texas. Venue for any legal 
action. claim or dispute arising directly or indirectly as a result of this Lease Agreement shall be in Bexar County. 
Texas. 

20. This Lease Agreement constitutes the final and entire agreement between the parties hereto and 
contains all of the tenns and conditions agreed upon. No other agreements, oral or otherwise regarding che subject 
matter of this Lease Agreement shall be deemed to exist or to bind the parties hereto unless same be in writing. dated 
subsequent to the date hereof and duly executed by the parties. 

AGREED TO THIS lJf'Y' DAY, OF ~ 2008. 

LESSOR: 

Jose H. Go op of San Antonio 
And Succesors in Office, 

-by-Rtweret1d..Mai:tia.J • .Leo.p.ol.d..A~-¼fl Fact 

Date 

LESSEE: 

~.~rrec~ 
Community Initiatives Department 
City of San Antonio 

Date 

APPROVED AS TO FORM: 
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STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAi'\ ANTONIO 

VENDOR AGREEMENT 

Contract ;..;.# ____ _ 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as .. City"'). a Texas 
Municipal Corporation, acting by and through its Director of the Department of Community Initiatives pursuant to 
Ordinance No. 2007-l 0- 18-1104, passed and approved on October 18, 2007 and the A.rchdiocese of San An tonio. 
acting by and through the Archbishop of San Antonio (hereinafter refe1Tec! to as ·'Vendor''). 

WITNESS ETH: 

WHEREAS, the Alamo Area Council of Governments. hereinafter refe1Tec! to as ·'AACOo:· grants funds to the 
City, which funds are supplemented by the City through its General Fund, for henior nutrition services to be 
provided through the Comprehensive Nutntion Project ("·the Project"); and 

WHEREAS. the City has adopted a budget for expenditure of the grant funds and General Fund dollars. and 
included therein is an allocation of funds for the Project: and 

WHEREAS. the City's Depa11ment of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project: and; and 

WHEREAS. the Department of Community Initiatives, Senior Services Division. hereinafter refeJTed to as "'the 
Project Office:· is responsible for day-to-day administration of the Project; and 

WHEREAS. the City wishes to engage the Vendor to carry out the Projeci flt nutrition center sites: NOW 
THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

1.1 The Vendor shall provide. oversee. administer. and can-y out all activities and services in a manner satisfactory 
to the City and in compliance with the Scope of Work / Project Requirements set forth in Article IV of thi, 
Agreement at nutrition center sites from Monday through Friday. between the hours of 7:00 a.m. to 2:00 pm. 
(the "Project Hours"). The nutrition center sites are listed in Attachment VI, which is attached hereto and 
incorporated herein for all purposes as if copied at length. with Project operation by Vendor's participating 
parishes on-site or off-site. The nlltrition cente1· sites are hereinafter individually refe1i-ed to as "Center'· and 
collectively refen·ed to as ··centers.•· Wherever in this Agreement reference is made to a Center, Vendor 
understands and agrees that such reference shall be held and construed to reference each and every Center listed 
on Attachment VI, unless the context otherwise requires . Additionally. the use of the word ·'Center'· shall be 
held to include the plural, and the use of the word ··Centers·· shall be held to include the singular. as the context 
may reguire. 

l .'.: Vendor understands and agrees rhat the performance obligations of the Vendor under this Agreement are 
imputed to each participating parish operating a Center (participating parishes are hereinafter individually 
refe,wd to as "Parish·· and collectively 1·efe1Ted to as ··Parishes") listed on Attachment VJ with respect to its 
Center. Vendor agrees to cause all employees and vo lunteers ofVendor·s Parishes to comply with the terms of. 
and obligations of Vendor under. this Agreement. Vendor shall provide a fully executed copy of thi, 
Agreement to each Parish for the purposes of making each Parish aware of the Parish · s performance obligations 
under this Agreement. 

1.3 In consideration, the Ciry shall reimburse Vendor's Parishes on a fixed unit rate basis for meals served as 
described in Article IV of this Agreement at the: fixed unit rate price of$ I. 7'2 for Congregate Site Management 
and $1.38 for Homebound Site Management. These fixed unit rates are the gross receipt amounts. 



1.4 The Vendor acknowledges that the City's obligation hereunder for payment in consideration of full and 
satisfactory performance of activities described in this Agreement is limited ro monies allocated from the 
General Fund and received from AACOG program income, and any other originating funding source. 

1.5 Payment and financial transactions ;,hall be as follows: 

(a) Reimbursement to the Vendor 's Parishes at the addresses listed on Attachment VI on a fixed unit rate price 
basis by the City"s Department of Community Initiatives shall be made monthly upon receipt of billing 
from each of the Vendor's Parishes. Vendor"s Parishes shall comply with the Project Roster Due Date 
schedule which is attached hereto and incorporated herein for all purposes as Attachment I: 

(b) The costs of goods purchased througl1 the City of San Antonio·s Central Purchasing (hereinafter referred to 
as ··Central Purchasing") will be paid directly by the Ci1y and are included in the fixed unit rate for 
Congregate Site Management in Section 1.2 of this Agreement. The costs of goods purchased through 
Central Purchasing are not included in the fixed unit rate for Homebound Site Management in Section 1.2 
of this Agreement. 

1. The amount of nine cents (£0.09) per fixed unit, which is the estimated cost to the City of 
goods purchased through Central Purchasing per fixed unit. shall be withheld by the City 
from the reimbursements to Vendor's Parishes for Congregate Site Management. 

11. If at the end of the fiscal year. the actual cost to the City of goods purchased through 
Central Purchasing is less than nine cents ($0.09) per fixed unit. then the City shall 
reimburse Vendor's Parishes the amount that represents the difference between the amount 
withheld and the cost of the goods to the City. If at the end of the fiscal year, the actual 
cost to the City of goods purchased through Central Purchasing is greater than nine cents 
(s;0.09) per fixed unit, then the City shall deduct, from the final payment to Vendor's 
Parishes, the amount that represents the difference between the cost to the City of the goods 
and the amount withheld during the year. 

(c) All requests for payment shall be accompanied by documentation m, ma y be required by the City's 
Department of Community Initiatives. 

i. The Vendor's Parishes shall be reimbursed only for those meals served pursuam to this Agreement. 

(d) Vendor's Parishes shall maintain an accounting system based on generally acceptable accounting principles 
which accurately reflects all cost, chargeable (paid and unpaid) to the Project for each Center. Vendor's 
Parishes shall maintain a Receipts and Disbursements Ledger. Vendor's Parishes shall maintain a general 
ledger with an income and Expense Account for each budgeted line item. and shall file paid invoices 
revealing check number. date paid and evidence of goods or services received according to the expense 
account to which they were charged. 

(e) The City shall not be obligated to any third parties including any sub-contractor/sub-vendors of the Vendor. 

(f) Not"~thstanding any other remedy contained herein. or provided by la\V. the City may delay, suspend. 
limit, or cancel right~ or privileges herein given the Vendor or its Parishes for failure ro comply ,vith the 
letter or spirit of this Agreement. Specilically, the City may withhold reimbursements or portions thereof 
to a particular Parish in cases where it detennines that that Parish is not in compliance with this Agreement 
or has not obtained satisfactory accomplishment of projected program goals. All program income collected 
by Vendor's Parishes during the grant period shall be forwarded to the City of San Antonio monthly in 
conjunction with the roster due dates as specified in Attachment l , and as stated in paragraph 1.4. herein. 
The Vendor's Parishes shall comply with the provisions of the Department of Community Initiatives (DCI) 
Department Directive 35 entitled. CASH HANDUNG PROCEDURES. DATED October 11. 2004 which 
is attached hereto and incorporated herein for all purposes as Attachment 11. 
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(g) The Vendor's Parishes shall regularly administer its Project's accounting on an accrual basis which 
accurately reflects all costs incurred (paid and owed) by the Vendor·s Parishes and shall maintain separate 
accounting records on the Project and a separate bank checking account or Project funds. 

(h) The costs or earnings of Vendor's Parishes under this Agreemem may not be claimed under another 
agreement or grant. 

11. Recapture of Payments 

'2. l lf the Vendor or one or more or Vendor's Parishes have failed to comply with the terms of this Agreement. 
which governs the use of monies appropriated under this Agreement. or if Vendor or one or more of Vendor's 
Parishes has received funds in excess of those actually earned, the City may take appropriate action including 
the recapture of payment and/or withJ10lding of funds. 

III. Agreement Period 

3.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin effective 
October I. 2007 and shall te1111inate on September 30. 2008. 

TV. Scope of Work/ Project Requirements 

4.1 The Vendor shall provide managemen t for the Project at the Centers and at a minimum offer the following 
services: transportation, outreach. escort, nutrition education, shopping assistance, recreation and physical 
fitness and a hot noon meal as prescribed in the Texas Administrative Code Title 40. Part I. Chapter 84 , Rule 
84.5, Nutrition Service Requirements. which is attached hereto and incorporated herein for all purposes as 
Attachment III, and in the Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual), 
as revised, which is attached hereto and incorporated herein for all purposes as Attachment IV and other 
sen,ices that the Department of Community Initiatives deems appropriate. 

4.1. l Regarding outreach services, the Vendor agrees that its Parishes shall assist seniors with 
community social sen1ice infonnation and referrals as needed. These outreach services shall 
include form and application preparation assistance as may be required for other community 
services such as Food Bank applications. utility assistance. and rental assistance. Additionally. the 
Vendor agrees that its Parishesshall supen1ise and direct chauffeur services as needed in support of 
senior transportation. 

4.1.2 Vendor shall ensure that nutrit ion education classes are conducted a minimum of two time~ per 
calendar month for l 5 minutes per class at each Center. 

4.1.3 The Vendor shall be responsible for safety and security at each Center during hours of operation in 
support of the Project. This shall include ensuring ADA compliance for individuals needing 
additional mobility assistance. and providing for supervision of Center custodian~ LO ensure that 
each Center is clean and hazard free. 

4.1.4 The Vendor's Parishes shall coordinate monthly workshops at each Center to disseminate 
infonnation regarding issues germane to senior health, nutrition. and ,vell-being; as well as. local. 
state, and federal issues or the day affecting seniors. Workshops may include such topics a~ food 
preparation and storage. fraud and crime preventio11 , elderly abuse. and health awareness such as 
diabete~, stroke. heart attack, stress awareness. Coordination shall include advance advertisement 
through announcements, bulletins. or flyers. Additionally, the Vendor's Parishes shall provide 
staff support as needed for a successful workshop . including handing out presentation materials 
and ensuring an interpreter is on hand to accommodate Spanish and English speaking congregates. 

4.1.5 The Vendor"s Parishes shall encourage the formation and continuity of a Center Senior Advisory 
Council at each Center to solicit input and feedback from congregates on services provided or 
desired at each Center. 
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4.1 .6 The Vendor·s Parishes shall coordinate with its respective Project Office supervisor for 
consultation and technical assis tance as needed in suppon of this Agreement. 

4.2 Vendor 's Parishes shall attend planning, training and instructional sessions conducted or called by the Project 
Office. as may be scheduled. 

4.2.l The Vendor's Parishes shall provide in-service training to all personnel relative to the perfonnance 
of this Agreement. The Vendor shall secure appropriate training and certification for all personnel 
delegated duties which require such specialized in-service training and/or certification. 

4.3 With regard to the serving of meals: 

4.3 . l The Vendor agrees that its Parishes shall provide a projected torn! of Congregate Meals and a 
projected total of Homebound Meals per year at each Center as specified on Attachment VI. 

4.3.2 Serving: The serving of meals shall conform to health standards prescribed by the San Antonio 
Metropolitan Health District (SAMHD). 

(a) The Vendor's Parishes shall ensure that the meals are served within the prescribed time 
frames daily. 

(b) The serving shall be in accordance with sanitary requirements as stipulated by the SAMHD 
and as specified by the approved Project menu. 

(c) The food shall be served wirhin the prescribed temperamres as set by the Texas Department of 
State Health Services. 

(d) The Vendor·s Parishes shall insure that proper ponion controls are established and used. City 
shall perfom1 periodic inspections to insure compliance by the Vendor's Parishes with health 
codes. menu. and portion control. 

4.3.3 The Vendor·s Parishes shall be operational for a minimum of four (4) hours, from 7:00 a.m. to 
2:00 p.m .. five (5) days per week, Monday tlnough Friday (including holidays). 52 weeks a year. 
Deviation from this schedule may be pem1itted by the Project Office with the understanding that 
meals shall be served to the participants as per Part IV of this Agreement no less than 250 days 
during the Project year. Changes to accommodate special cultural and religious days will be made 
ten (IO) operational days in advance. Lost operational days shall be scheduled by the Parishes for 
the Center, for make-up within the succeeding seven (7) days. To ensure meals are served to 
participants 110 less than 250 days during eacl1 agreement year. Vendor's Parishes shall close a 
Center no more than once per quarter. excluding City holidays. 

4.3.4 The Vendor shall ensure that someone certified by the American Red Cross in Standard First Aid 
i~ available at each Center during operational hours. 

4.3.5 Vendor shall utilize the City's established "Meal Reservation System." Under this system, 
Vendor's Parishes shall notify the Project Office by Friday at 2:00 PM, of the projected number of 
meals to be served at their sire the following week. 

4.3.6 The Vendor shall ensure that a meal fee. to recover the full cost of the meal, is collected by 
Vendor's Parishes from all persons who are not eligible for services. Meals may be provided to 
guesb and others who are not eligible if the provision of this meal does not deprive an eligible 
person of a meal. The Vendor's Parishes shall pro\'ide a volu11ta1-::,' oppo11uniry for eligible 
participants to contribute to the cost of services while protecting the indiv idual's privacy. The 
Vendor's Parishes shall safeguard and account for such contributions as program income in 
accordance with the CNP Manual in Atiaclnnent IV. 
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4.3.7 The Vendor shall allow the City to post a sign at Vendor's Centers, which identifies the full cost 
of the services, the suggested eligible participant contribution, and a statement that services shall 
not be denied because the eligible participant cannot or will not contribute. 

4.3.8 In accordance with City Code Chapter 13, Food and Food Handlers. Article XIII. Certification of 
Supervisory Personnel of Food Products Establishment and applicable state standards. as 
amended. Vendors shall ensure that food handlers are properly trained and certified. 

4.3.9 Vendor agrees that its Parishe, shall ensure that all foods are maintained and transported to 
homes/sites at adequate temperatures at all times. Hot and cold foods shall be maintained at safe 
temperatures throughout transport. Food items shall be mc1intained at the temperatures identified 
below: 

• Hot Foods: 140 degrees Fahrenheit or higher 
• Cold Foods: 41 degrees Fahrenheit or lower 

4.3.10 Vendor agrees that its Parishes shall ensure llrnt the holding time for hot foods shall not exceed 
four (4) hours from the time when the food is taken from the equipment in which cooking or 
reheating is completed until it is served. The Meal Preparntion Vendor shall clearly label on each 
container the time when the food was taken from the equipment in which cooking or reheating is 
completed. 

4.4 Vendor agrees that its Parishes shall transport the seniors in the Project to and from the Centers during the 
hours set forth in 4.3.3 of this Agreement and shall transpo11 the seniors in the Project to special events and to 
scheduled Project Council meetings. Additionally. the Vendor agrees that it, Parishes shall: 

4.4.1 Ascertain that the operator of the vehicle is properly licensed to operate the vehicle desc1ibed in 
this Agreement; that the vehicle is clean and maintained at all times in excellent mechanical 
condition: and that the operator presents a good appearance. observes normal courtesies and 
rigidly adhere& 10 safe driving and operational prnctice,. 

4.4.2 Assure that the operator of the vehicle carr) and have on hand at all times emergency equipment 
(fire extinguisher and first aid kit). This emergency equipment must be maintained in good, 
operable, and usable condition at all times. 

4 .4.3 Assure that the operator of each vehicle maintains a list of pa1iicipants for pick-up and a copy of 
the list is filed monthly with the Project Office. 

4.4.4 Assure that transportation is provided for participants to shopping centers for plll'chases of goods a 
minimum of once each week or at least four ( 4) trips each month. (Rural centers are required to 
provide transportalion a minimum of twice monthly). 

4.4.5 Honor special transportation requests from disabled participants who require specic1l assistance. 

4.4.6 Assure that drivers obtain and maintain a valid Defensive Driving Certificate within sixty (60) 
days after employment and rene\\'al of such cenificate every three (3) years. 

V. Applicable Laws and Regulations 

5.1 Vendor and its Parishes shall comply with all applicable lnws, rules, regulations and codes of the United States 
and the state of Texas and with the charter. ordinances. bond ordinances. and rules and regulations of the City 
and County of Bexar in its performance of all of the work under this Agreement. 
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5.2 The Vendor understands that cenain funds provided to it pursuant to this Agreement are funds which have been 
made available by the City and that ir and its Parishes shall, therefore. comply with all mies, regulations. 
policies, and procedures applicable to these funds as directed by the City. This section shall also incorporate 
and the Vendor agrees that it and its Parishes shall abide by any and all future amendments or additions to such 
rules and regulations as they may be promulgated. 

5.3 The Vendor agrees that it and its Parishes shall administer the Project in accordance with the Older Americans 
Act (OAA) and all applicable regulations, policies and procedures established by the Texas Department on 
Aging and Disabilities (DADS). the Administration on Aging (AoA), the Secretary of Health and Human 
Services. and the U.S. Department of Agriculture. 

5.4 The Vendor agrees that it and its Parishes shall adhere to AACOG policies and procedures, as they now exist or 
as they may subsequently be adopted, in all respects. A copy of said policies and procedures arc attached hereto 
and incorporated herein as Attachment V. Vendor and its Parishes shall also adhere to Texas Administrative 
Code Title 40, Part I. Chapter 84, Rule 84.5. Nutrition Service Requirements. previously identified as 
Attachment III. 

5.5 The Vendor and its Parishes providing services under this Agreement shall operate fully in confonnance with all 
federal. state and local fire. health, safety. sanitation, and other standards prescribed in law or regulations . Such 
requirement shall also be passed to all sub-contractor/sub-vendors and subgrantee, in the fulfillment of this 
Agreement. The Vendor assure, that where the state or local jurisdictions require licensure for the provision of 
services. agencies providing such service, shall be licensed. 

5.6 In relation to the Project, Vendor and its Parishes slrnll not engage in employment practices which have the 
effect of discriminating against any employee or applicant for employment. and will take affirmative steps to 
ensure that applicants are employed and employees are treated during employment without regard to their rare, 
color, religion. national origin. sex. age, handicap, or political belief or affiliation. Additionally. Vendor agrees 
that it and its Parishes shall abide by all applicable provision, of San Antonio City Code Section 2-8, as 
amended. Also. Vendor cenifies that it and its Parishes will comply fully with the following nondiscrimination. 
minimum wage and equal opportunity provisions, but only to the extent that the same arc applicable to Vendor. 
including but not limited to: 

(a) Title VI] of the Civil Rights Act of 1964, as amended: 
(b) Section 504 of the Rehabilitation Act of l 973. as amended: 
(c) The Age Discrimination Act of 1975. as amended: 
(d) Title IX of the Education Amendments of 1972. as amended: (Title 20 USC sections 1681-1688) 
( e) Fair Labor Standards Act of I 9 3 8. as amended; 
(f) Equal Pay Act of 1963, P.L. 88-38: and 
(g) All applicable regulations implementing the above laws. 

Vendor agrees that it and its Parishe~ shall abide by any and all future amendments or additions to such laws, 
rnles. regulations. policies and procedures as they may be promulgated but only to the extent the same are 
applicable to Vendor. 

5.6.1 The Vendor agrees thar it and its Parishes shall not llire or use in any capacity including as a 
volunteer any person that the Vendor receives notice from the City is ineligible to participate as an 
employee, volunteer or any other capacity in connection with the delivery of services under this 
Agreement. 

5.7 The Vendor certifies that it and its Parishes shall provide a drug-free workplace in compliance with the Drug­
Free Workplace Act of 1988 and the Drug-Free Workplace Rules established by the Texas Worker· s 
Compensation Commission eftective April 17. 1991. Failure to comply with the above relerenced law and 
regulations could subject the Vendor to suspension of pay1nents, termination of Agreement. and debannent and 
suspension actions. 
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5.8 Vendor certifies that neither it nor its principals are presently debaned, suspended. proposed for debannenL. 
declared ineligible or voluntarily excluded from participation in any state or federal program. 

5.9 It is expressly understood and agreed by the City and Vendor that the Ciry's obligations under this Agreement 
are contingent upon the actual receipt of adequate grant funds to meet City's liabilities hereunder. ln the event 
that any disagreement or dispute should arise between the parties hereto pertaining to the interpretation or 
meaning of any part of this Agreement or its governing rules, regulaiions, laws, codes or ordinances, City, as 
the party u ltimately responsible for all matter, of compliance with Alamo Area Council of Governments and/or 
Cir1' of San Anwnio rules and regulations. shall have the final authority to render or secure an interpretation. 

5.10 Vendor agrees to comply with the following Small, Minority or Woman-owned Business Advocacy Policies: 

(a) Vendor is hereby advised that it i~ the policy of the City of San Antonio that Small.. Minority or Woman­
owned Business Enterprises ~hall have the maximum practical oppornmity to participate in the performance 
of public contracts. Vendor agrees to submit in writing to the City no later than six (6) months from the 
date of execution of this contract its policies regarding small, minority. or women-owned business policy 
regarding procurement, construction and professional service contracts. Vendor also agrees thm Vendor 
will not discriminate against any individual or group on account of race, color. sex, age, religion. national 
origin or disability and will not engage in employment practices which have the effect of discriminating 
against employees or prospective employees because of race, color, religion, national origin. sex. age or 
disability. Vendor further agrees that Vendor will abide by all applicable tenns and provisions of City's 
Non-Discrimination Policy, City"s Small Business Economic Development Advocacy Policy and City"s 
Equal Opportunity Affirmative Action Policy. these policies being available in City's Department of 
Economic Development. and the City Clerk's Office. 

(b) The Vendor agrees to submit to the City a List of Subcontractors/Suppliers Form (the ·'List'') for co111racts 
between $25.000 to $200.000 or for comracts over $200,000, a Good Faith Effort Plan (''GFEP"). either of 
which indicates Vendor's utilization of Small. Minority and Woman-owned Business. If City approve~ the 
List or GFEP. and the City subsequently finds materia l deficiencies in any aspect of the List or GFEP. 
Vendor will be required to submit a written report to City's Department of Economic Development. 
including a Supplemental List or Good Faith Effort Plan indicating efforts to resolve any deficiencies. /\ 
denied Supplemental List or Good Faith Efforr Plan. by the City's Department of Economic Development. 
will constitute failw·e to satisfactorily resolve any deficiencies by the Vendor. Failure to obtain an 
approved List or Supplemental Good Faith Effon Plan, within ninety (90) days of initial denial shall 
constitute a default and result in $1.000.00 per day as liquidated damages for the default until all 
deficiencies are resolved. Failure to cure all deficiencies within another ninety (90) days of the date the 
amount of liquidated damages is initially assessed constitute a further (additional) condition of default by 
the Vendor and which can, at the option of the Director of the Managing City Department, result in 
forfeiture of the entirety of this Contract. 

( c) The Vendor shall submit to the City no later than si>.. ( 6) months from the date of execution of this contract a 
repon indicating the utilization of small. minority and women-owned businesses within its agency to the 
Managing City Depal1ment and the Departmem of Economic Development. 

5.11 Additionally, Vendor agrees that it and its Parishes shall comply with the followmg: 

(a) Local Government Records Act of 1989 and the official record retention schedules found at 
http:/ /www. tsl. state. tx .us/s lrm/recordspubs/gr.html 

(b) Government Code Chapter 552 penaining 10 Texas Public Information Act found at 
http:/lw11"1·.capitol.state.tx.us/starutes!goigo0055200toc.html 

Vendor agrees that it and its Parishes ,hall abide by any and all future amendments or additions to such laws. 
rules. regulations, policies and procedure~ as they may be promulgated. 

5.1:?The Vendor warrants that any and all taxes that the Vendor may be obligated for. in:.:luding but not limited to , 
federal. state. and local taxes. fees, special assessments. federal and state payroll and income taxes. personal 
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property. real estate. sales and franchise taxes, are current. and paid to the fullest extent liable as of the 
execution date of the Agreement. The Vendor shall comply with all applicable local, state, and federal laws 
including, but not limited to: 
(a) worker's compensation: 
(b) unemployment insurance; 
(c) timely deposits of payroll deductions; 
( d) filing of Information on Tax Return form 990 or 990T, Quarterly Tax Return Form 94 l, W-2' s Form l 099 

on individuals who received compensation other than wages, such as car allowance, Forms I 099 and l 096 
for contract or consultant work, non-employee compensation, etc; 

(e) Occupational Safety and Health Act regulations; and 
(f) Employee Retirement Jncome Security Act of 1974, P.L. 93-406. 

Vendor agrees to abide by any and all future amendments or additions to such laws. rules, regulations. policies 
and procedures as they may be promulgated. 

5. l 3 Vendor agrees to comply with applicable accessibility requirements for facilities under the American with 
Disabilities Act P.L. 101-336. enacted July 26. 1990, as amended and all regulations thereunder. 

VI. Reporting Requirements 

6.1 The Department of Community initiatives is assigned monitoring, fiscal control, and evaluation of cenain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such form as may be 
required by the Department of Community Initiatives, the Vendor and its Parishes shall furnish ro the 
Depanment of Community Initiatives and AACOG. the Grantor of the grant funds, if applicable , such 
statements, records. data, and information relating to the Project and pennit the City and the Grantor of the 
grant funds. if applicable, to have interviews with its personnel, board members and program participams 
pertaining to the matters covered by this Agreement. Failure to comply with these requirements shall constitute 
a breach of agreement; issuance of payments may be discontinued by the City and legal remedy for the loss 
taken by the City. 

6.2 The Vendor and its Parishes shall submit to the Department of Community Initiatives such reports as may be 
required by AACOG and/or City, 

6.3 Vendor agrees that it and its Parishes shall maintain in confidence all information penaining to the Project or 
other information and materials prepared for, provided by. or obtained from City including, without limitation. 
reports, information, project evaluation, project designs. daia. other related information (collectively, the 
"Confidential Infonnation") and to use the Confidential Information for the sole purpose of perfom1ing its 
obligations pursuant to this Agreement. Vendor and its Parishes shall protect the Confidential Infom1ation and 
shall cake all reasonable steps to prevent the unauthorized disclosure, dissemination, or publication of the 
Confidential Information. If disclosure is required (i) by law or (ii) by order of a governmental agency or court 
of competent Jurisdiction. Vendor and its Parishes shall give ·the Director of the Department of Community 
Initiatives prior written notice that such disclosure is required with a full and complete description regarding 
such requirement Vendor shall establish specific procedures designed to meet the obligations of this Article 
VL Section 6.3. including, but not limited to execution of confidential disclosure agreements, regarding the 
Confidential lnfonnation with Vendor's employees and subcontractors prior to any disclosure of the 
Confidential Information. This Article VI. Section 6.3 shall not be construed to limit the City's or its authorized 
representatives' right of access to records or other information. confidential or otherwise, under this Agreement. 
Upon termination of this Agreement, Vendor and its Parishes shall return to City all copies or materials related 
to the Project/Projects, including the Confidential Information. 

6.4 The Public lnfomiation Act, Government Code Section 552.0:!l, requires the City to make public information 
available to the public . Under Government Code Section 552.002(a). public infonnation means information that 
is collected, assembled or maintained under a law or ordinance or in connection with the transaction of official 
business: 1) by a governmental body; or 2) for a govermnental body and the governmental body owns the 
infonnation or has a right of access to it. Therefore. if Vendor or one of its Parishes receives inquiries regarding 
documents within its possession pursuant to this Agreement. Vendor or the Parish receiving the inquiry shall 
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within forty-eight (48) hours of receiving the requests forward such requests to City for disposition. If the 
requested infom1arion is confidential pursuant to state or federal law, the Vendor or the Parish receiving the 
inquiry shall submit to City the list of specific statutory authority mandating confidentiality no later than three 
(3) business days of Vendor or the Parish's receipt of such request. 

6.5 In accordance with Texas law. Vendor acknowledges and agrees that all local government records as defined in 
Chapter 20 I, Section 201 .003 (8) of the Texas Local Government Code created or received in the transaction of 
official business or the creation or maintenance of which were paid fOi with public funds are declared to be 
public property and subject to the provisions of Chapter 201 of the Texas Local Government Code and 
Subchapter .I, Chapter441 of the Texas Government Code. Thus, Vendor agrees that no such local govenunent 
records produced by or on the behalf of Vendor pursuant to this Agreement shall be the subject of any copyright 
or proprietary claim by Vendor. 

6.6 Vendor acknowledges and agrees that all local government records. as described herein, produced in the course 
of the work required by this Agreement. shall belong to and be the prope11y of City and shall be made available 
to the City at any time. Vendor further agrees if requested by City to turn over to City all such records upon 
termination of this Agreement. Vendor agrees that it and its Parishes shall not. under any circumstances, release 
any records created during the course of performance of the Agreement to any entity without the written 
pennission of the Director of the Department of Community Initiatives, unless required to do so by n court of 
competent jurisdiction. The Department of Community Initiatives shall be notified of such request as set fo11h 
in Anicle XIV, Section 14.l of this Agreement. 

6.7 AACOG may monitor and evaluate the entire Project for compliance with stale and federal guidelines and 
render teclmical assistance and Vendor agrees that it and ib Parishes shall submit to such monitoring and 
evaluation. 

6.R The Vendor agree~ that it and its Parishes shall give the City, AACOG, Administration on Aging (AoA) , the 
U.S. Department of Agriculture (USDA), the Comptroller General of the United States. and the state of Texas, 
through any authorized representative, access to and right to examine all facilitie~ , equipment, operations, 
records, books. papers. agreements, or other documents related to this Agreement. Such right of access shall 
continue as long as such records. or any of them, are in existence, but shall not be less than five (5) years 
following the end of this Agreement tenn. Vendor shall include the substance of this provision in all 
subcontracts. 

VII. Termination 

7.1 Tem1ination for Convenience - This Agreement may be tem1inated in whole or in part when the City detennines 
that continuatio11 of the Project would not produce beneficial results commensurate with the fu11her expenditure 
of funds. Such termination by City shall specify the date thereof, which date shall not be sooner than thirty (30) 
days following the date on which notice is sent. The Vendor shall also have the right to terminate this 
Agreement and specify the date thereof which date shall not be sooner than the end of thirty (30) days 
following the day 011 which notice is sent. The Vendor shall be entitled to receive just and equitable 
compensation for any work satisfactorily completed prior to such termination date. The question of satisfactory 
completion of such work shall be detennined by the City alone, and its decision shall be final. It is further 
expressly understood and agreed by the parties that Vendor's performance upon which final payment is 
conditioned shall include, but not be limited to. the Vendor·s complete and sntisfactory performance of its 
obligations for which final p.iyment is sought. 

7.2 Tennmation for Cause - Should the Vendor fail to fulfill. in a timely and proper maimer, obligations under this 
Agreement to include perfonnance standards established by the City, or if this Vendor should violate any of the 
covenants. conditions or stipulations of the Agreement. the City shall thereupon have the right to tem1inate this 
Agreement by sending written notice to the Vendor of such termination and specify the effective date thereof 
(which date ~hall not be sooner than the end of ten (10) days following the day on which such notice is sent). 
The Vendor shall be entitled to receive just and equitable compensation for any work satisfactorily completed 
prior to such tem1ination d<1te. The question of satisfactory completion of such work shall be detennined by the 
City alone. and it~ decision shall be final. Tt is further expressly understood and agreed by the parties that 
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Vendor's performance upon which final payment is conditioned shall include. but not be limited to. the 
Vendor's complete and satisfactory pe1fonnance, of its obligations for 'vVhich final payment is sought. 

7.3 Notwithstanding the provision, of Section 7.2 of this Agreement, in the evem that monitoringievaluation 
activities by the City, AACOG. Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of Vendor or it~ sub-contractor/sub-vendors suppo11ed under provision of this Agreement, the City 
may elect to terminate this Agreement upon ten ( 1 0) days written notice from the City to the Vendor. 

7.4 Notwithstanding the provisions set forth in sections 7.1. 7.2 and 7.3 of this Agreement, the Vendor shall not be 
relieved of liability to the City for damages sustained by the City by virtue of any breach of this Agreement, and 
the City may withhold funds otherwise due as damages. 

7.5 In the event of termination. final billings for units of services delivered pursuant to the Agreement will be 
submitted by the Vendor to the City of San Antonio within ten ( I 0) calendar days from the date of termination. 
Vendor understands that no units of services delivered after the termination date will be reimbursed. 

7.6 Vendor agrees and understands that City has projected costs for this Agreement and that City expects to pay all 
obligations of this Agreement from projected revenue sources, including AA COG grant agreement funds, bur if 
the parties execute an agreement covering a multi-year period. then all obligations of City are subject to annual 
appropriation by the City Council in future years after the first year of the Agreement. Accordingly. if City 
shall fail to appropriate sums to pay any of City's obligations under the terms of this Agreement. which results 
in the unavailability of funds. City may tem1inate this A1,1Teernent and neither Vendor nor City shall have any 
further obligations hereunder. Lack offunding i~ nm and shall not be considered a breach of this Agreement. 

7. 7 In the event that this Agreement is tenninated. as provided above, the City or AACOG may require the Vendor 
w transfer title and deliver to the City or AA.COG or to another authorized vendor. any property acquired by 
federal or state funds or assigned to the Vendor by the AACOG for the purpose of this Agreement. 

Vlll. Insurance 

8.1 Vendor agrees to comply with the following insurance provisions: 

(a) Prior to the commencement of any work under this Agreement. Vendor shall furnish copies of all required 
endorsements and an original completed Certificale(s) of Insurance to the City's Community lnitiatives 
Department, which shall be clearly labeled "Cumprehensi,,e Nutririon Pmfect'· in the Description of 
Operations block of the Certificate. The original Certificate(s) shall be completed by an agent and signed 
by a person authorized by that insurer to bind coverage 011 its behalf. The City will not accept 
Memorandum of Insurance or Binders as proof of insurance. The original certificate(s) or fonn must have 
the agt!nt's original signature. including the signer·s company affiliation. title and phone number, and be 
mailed. witl1 copies of all applicable endorsements, directly from the insurer's authorized representative to 
the City. The City shall have no duty to pay or perform under this Agreement until such certificate and 
endorsemt!nts have been received and approved by the City's Community [nitiatives Department. No 
officer or employee, other than the City's Risk Manager, shall have authority to waive this requirement. 

(b) The City reserves the right to review the insurance requirements of this Article during the effective period 
of this Agreement and any extension or renewal hereof and to modify insurance coverages and their limits 
when deemed necessary and prudent by City ·s Risk Manager based upon changes in statutory law, court 
decisions. or circumstances surrounding this Agreement. In no instance will City allow modification 
whereupon City may incur increased risk. 

(c) A Vendor's financial integrity is of interest to the City: therefore. subject to Vendor's right to maintain 
reasonable deductibles in such amounts a, are approved by the City. Vendor shall obtain and mai.J.1tain in 
foll force and effect for the duration of this Agreement, and any extension hereof. at Vendor's sole expense, 
insurance coverage \vritten on an occurrence basis, by companies authorized and admitted to do business in 
the State of Texas and with an A.M Best's raring ofno less than A- (VII). in the following types and for an 
amount not less than the amount listed: 
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1. 

2. 

Workers' Compensation 
Employers' Liability 

Commercial General (public) 

a. Premises/Operations 
b. lndependent contractors 
c. Broad Fonn Contractual Liability 
d Products/completed operations 
e. Broad Forni Property Damage. 

To include fire legal liability 
f. Personal Injury 

AMOUNT 

Statutory 
$1.000,000/$ I .000.000/$ 1.000.000 

Liability Insurance to 
include coverage for the following: 

For )1odily lnjury and 
and froperty _Qamage of 
$1,000,000 per 
occurrence 
$3,000,000 general 
aggregate or its equivalent 
in umbrella or excess 
liability coverage 

3. Business Automobile Liability 

a. Owned/leased vehicles 
b. Non owned vehicles 
b. Hired vehicles 

_Gombined ~ingle 1=,imit for )1odily 
lnjury and .P_ropeny _Qamage of 
Si 1,000.000 per occurrence. 

(d) The City shall be entitled, upon request and without expense. to receive copies of tile policies, declaration 
page and all endorsements thereto as they apply to the limits required by the City. nnd may require the 
deletion. revision , or modification of particular policy terms. conditions, limitations or exclusions (except 
where policy provisions are established by Jaw or regulation binding upon either of the parties hereto or the 
underwriter of any such policies) . Vendor shall be required to comply with any such requests and shall 
submit a copy of the replacement certificate of insurance to City at the address provided below within I 0 
days of the requested change. Vendor shall pay any costs incurred resulting from said changes. 

City of San Antonio 
Aun: Community Initiatives Department 

P.O. Box 839966 
San Antonio. Texas 78283-3966 

(e) Vendor agrees that with respect to the above required insurance, all insurance policies are to contain or be 
endorsed to contain the following provisions: 

• Name the City, its officers. officials, employees. volunteers. and elected 
representatives as additional insureds by endorsement. as respects operations and 
rictivities of. or on behalf of. the named insured performed under contract with the 
City. with the exception of the workers· compensation and professional liability 
polices: 

• Provide for an endorsement that the ·'other insurance" clause shall not ripply to the 
City of San Antonio where the City is an additional insured shown on the policy: 

• Workers · compensation and employers· liability policies will provide a waiver of 
subrogation in favor of the City; and 

• Provide thirty (30) calendar days advance written notice directly to City of riny 
suspension. cancellation. non-renewal or material change in coverage, and not less 
than ten ( I 0) calendar days Hdvance norice for nonpayment of premium. 
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(f) Within five (5) calendar days of a suspension, cancellation or non-renewal of coverage. Vendor shall 
provide a replacemen1 Certifica1e of Insurance and applicable endorsements to City. City shall have the 
option to suspend Vendor"s performance should there be a lapse in coverage at any time during this 
contract. Failure to provide and to maintain the required insurance shall constitute a material breach of this 
Agreement. 

(g) Nothing herein contained shall be construed as limiting in any way the extent to which Vendor may be held 
responsible for payments of damages to persons or property resulting from Vendor's or its subcontractors· 
perfomiance of the work covered under this Agreement. 

(h) It is agreed that Vendor's insurance shall be deemed primary with respect to any insurance or self insurance 
carried by the City of San Antonio for liability arising out of operations under this Agreement. 

(i) It is understood and agreed that the insurance required is in addition to and separate from any other 
obligation contained in this Agreement. 

lt is expressly understood and agreed that the Vendor shall not be required to use 15 -passenger vans as a part of this 
Agreement, nor shall it be required to insure the same. 

IX. Indemnity 

9.1 VENDOR AGREES TO COMPLY WITH THE FOLLOWING Il\DEMJ\:ITY PROYISIOJli: 

VENDOR covenants and agrees to FULLY INDEMNIFY and HOLD HARMLESS, the CITY and the 
elected officials, employees, officers, directors, volunteers and representatives of the CITY, individually 
or collectively, from and against any and all costs, claims, lieus, damages, losses, expenses, fees, fines, 
penalties, proceedings, actions, demands, causes of action, liability and suits of any kind and nature, 
including but not Jimjted to, personal or bodily injury, death and property damage, made upon the CITY 
and the elected officials. employees, officers, directors. volunteers, and representatives of the CITY, 
individually or collectively, directly or indirectly arising out of, resulting from or related to VENDOR's 
activities under this AGREEMENT, including any acts or omissions of VENDOR, any agent, officer, 
director, representative, employee, consultant or subcontractor of VENDOR, and their respective 
officers, agents, employees, directors and representatives while in the exercise of performance of the 
rights or duties under this AGREEMENT. The indemnity provided for in this paragraph shall not apply 
to any liability resulting from the negligence of CITY, its officers or employees, in instances where such 
negligence causes personal injury, death, or property damage. IN THE EVENT VENDOR AND CITY 
ARE FOUND JOINTLY LIABLE BY A COURT OF COMPETENT JURlSDICTION, LIABILITY 
SHALL BE APPORTIONED COMPARATIVELY IN ACCORDANCE WITH THE LAWS OF THE 
STATE OF TEXAS, WITHOUT, HOWEVER, WAIVING ANY GOVERNMENTAL IMMUNITY 
AVAILABLE TO THE CITY UNDER TEXAS LAW AND WITHOUT WAIVING A1\.,Y DEFENSES OF 
THE PARTIES UNDER TEXAS LAW. 

The provisions of this INDEMNIFICATION are solely for the benefit of the parties hereto and not 
intended to create or grant any rights, contracmal or otherwise, to any other person or entity, 

VENDOR shall promptly advise the CITY in writing of any claim or demand against the CITY or 
VENDOR known to VENDOR related to or arising out of VENDOR's activities under this 
AGREEMENT 

X. Legal Requirements 

I 0.1 The Vendor warrants that no person or selling agency or other organization has been employed or retained to 
solicit or secure this Agreement upon an agreement or understanding for a commission, percentage, brokerage. 
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or contingent fee. For breach or violation of this wa1nnt, the City shall have the right to terminate this 
Agreement without liability or. at its discretion. to deduct from the Agreement or otherwise recover the full 
amount of such commission, percentage. brokerage. or contingent fee, or to seek such other remedies as legally 
may be available. 

10.2 No elected official. director, officer, agent or employee of City or Vendor shall be charged personally or held 
contractually liable by or to City or Vendor under any term or provision of this Agreement. or because of any 
breach thereof, or because of execution, approval, or attempted execution of this Agreement. 

XI. Amendments 

11. l Except when the terms of thi~ Agreement expressly provide otherwise, any alterations additions or deletions to 
the terms hereof shall be by amendment in writing executed by both City and Vendor and evidenced by 
passage of a subsequent City ordinance. as to City's approval. 

XII. Subcontracting and Assignment 

12. l None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

XIII. Independent Contractor 

l3.l ln performance of obligations under this Agreement. the Vendor shall act as an independent contractor and not 
as an agent, representative or employee of the City of San Antonio. No employee, agent, or representative of 
the Vendor shall be considered an employee of the City nor be eligible for any benefits, rights or privileges 
afforded to City employees. 

XIV. Communication 

14.l For purposes of this Agreement. all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail, po,tage prepaid, to the addresses set forth 
belov.:: 

CITY: 
Director. Department of Community Initiatives 
2300 W. Commerce, Suite 203 
San Antonio. Texas 78207 

VENDOR: 
Archdiocese of San Antonio 
2718 W. Woodlawn Avenue 
Sein Antonio, Texas 78228-5124 

Notices of changes of address by either pa1iy must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. All official communications made to Vendor shall be 
copied and sent to the particular parish operating a Center and affected by the official communications, at the 
address listed for said parish on Attachment VI. 

XV. Venue 

15.1 Vendor and City agree that this Agreemem shall be governed by and construed in accordance with the laws of 
the state of Texas. Any action or proceeding brought to enforce the tenm of this Agreement or adjudicate any 
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dispute arising out of this Agreement shall be bought in a court of competent jurisdiction in Sm1 Antonio. Bexar 
County, Texas. 

XVI. Gender 

I 6.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural, unless the context otherwise requires. 

XVII. Licensing/Training 

17. l Vendor warrants and ce11ifies that Vendor and any other person designated to provide services hereunder has 
the requisite training. license and/or certification to provide said services, and meets all competence standards 
promulgated by all other authoritative bodies. as applicable to the services provided herein. 

17.2Vendor shall ensure that the Center Managers are Food Manager Ce11ified as required under state and local law 
within 90 days of hire, and that staff maintain cenification. 

17.3 The Vendor shall furnish all necessary personnel with professional classification, qualifications. skill and 
expertise required to perfonn the services to be rendered and the responsibilities accepted pursuant to the 
activities conducted under this Agreement. The Vendor shall be responsible for completion of the services to be 
rendered in accordance with published service standards. The Vendor will provide all necessary supervision and 
coordination of activities that may be required to complete the services and fulfill all contractual obligations. 

XVIII. Obligations 

18.1 The Project Office staff will provide monitoring. technical assistance, training. planning and evaluation with the 
Vendor and Center personnel for the services specified in this Agreement as required by the Texas Depa11ment 
on Aging and Disability Services (DADS) guidelines and the Project Office. 

l 8.1The Project Office staff will detennine eligibility of all recipients and will ensure that at least 50% of the total 
individuals served in the Project will be person~ with incomes at or below the poverty level threshold 
established by the Bureau of the Census. and that ar least 50% of the total persons served will be in greatest 
social need. Vendor's Parishes shall refer all individuals requesting services to the Project Office for eligibility 
detennination. 

XIX. Authority to Contract 

19. I The signer of this Agreement for City and Vendor each represents. warrants, assures and guarantees that he has 
full legal authority to execute this Agreement on behalf of City and Vendor respec tively. and to bind City and 
Vendor to all of the terms, conditions. provisions and obligations herein contained. 

XX. Emergency Management 

20.1 ln the event of a disaster. whether man-made. natural. or of a civil defense nature, the Vendor will provide 
and/or coordinate appropriate resources to federal, state. or local disaster relief and may provide equipment and 
resources for the following acti\·ities: temporary shelter: nutrition service.; food preparation; transportation: and 
volunteers. 

XX.I. Entire Agreement 

21.1 This Agreement and its attachments. if any. constitute the entire and integrated Agreement between the parties 
hereto and contain all of the terms and conditions agreed upon , and supersedes all prior negotiations, 
representations, or agreements. either oral or written. 
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2 J.2lf any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal. state or local laws, including but not limited to the City Charter, City Code. or ordinances of City. then 
and in that event it is the intention of the parties hereto that such invalidity. illegality or unenforceability shall 
not affect any other clause or provision hereof and that the remainder of this agreement shall be construed as if 
such invalid, illegal or ll!lenfon.:eable clause or provision was never contained herein; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in tem1s to such 
invalid, illegal or unenforceable clause or provision as may be possible. legal, valid and enforceable. 

XXII. Acceptance of Agreement 

22.1 l the undersigned. certify that I have read and understand the tenns of this Agreement and that tbe entity for 
which I execute this Agreement will abide by them. I furiher cenify that Jam authorized to sign for this Vendor. 

In witness of which this Agreement has been executed effective the (J# day of ~}-___Jf;l;K 

CITY OF SAl\ ANTONIO: 

Denn.is J. Campa, Direct r 
Department of Commun 

APPROVED AS TO FORM: 

A~ Attorney 

ATTACHMENTS: 

Attaclunent I-Project Roster 
Attachment II-Cash Handling Procedures 
Attachment III- Nutrition Service Requirements 

CONTRACTOR: 

Jose. -hbishop of San 
Antonio and Succe~sors in Office_...!;4 
E.euerend Ma, tin J.-teopoll:l 
A tlQm@:; it1 Fll:c! • 

Arclzidiocese of San Antonio 
(Name uf Vendo1) 

2718 W. Wood/mm Avenue 
(Street A.ddren) 

San Antonio, TX 78228-5124 
(City, State, Zip Code) 

AYP~ RM™4 ~c 
Elizabeth C. Boddy 

Attachment IV- Comprehensive Nutrition Project Operational and Procedural Manual (CNP Manual) 
Attachment V- AACOG Policies and Procedures 
Attachment VI- Nutrition Center Sites 
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ADMINISTRATIVE DIRECTIVE 8.1 CASH HANDLING 
Ufeclive Date· /v!a;·ch I, 2007 

l. PURPOSE: 

This Adm ini strative Directive (A.D.) defines and outlines ;xJ! icy wilh respect le, receiving, 
handling, safeguc11·cl in g. and depositing of City of San Antonio ("C ily") funds. Cush 
11a11diin~ co mmls, as outli ned in this Adm inistrative Di rective, have been adopted for 
uniform application in all derartments These controls aJdress the decenrral ized nature of 
the receipting and depos iting process while provic.iin6 for sta:1da1dized training and a 
peri0c.iic 1·cvicw of cash collected and 1·eporled. 

fl. POL ICY : 

A II employees of the Cit 1,', including uniformed employees, in po:,itiom designated by the 
Finance Department as having cash handling responsibiliLies shall cond uct all cash 
hand li11 g activ iti es in compl iance with rules and gu idelines set for-th by this Ad mini strative 
Directive and by their respective departmental c2sh handling procedures. An 
acl:nowledgcment form is 1·equired to be compleLed/signed bv each emp loyee clas~ified as 
2 cash handler to ensure they have a full uncier·standing of this policy (A ttachment A) 

All Cit>' depariments having cash handling responsibilities shdl maintc.in, revi ew. and 
update respective depinmental cash handiing procedures to assure compl iance with this 
Administ rative Directive. Any deviation(s) from thi s Administrative Direc;:ive must be 
approved by the Finance Department and detailed in departmental cash handltng 
prncedures. 

III . DEFINITIONS: 

A. Cash Equivalents: Checks, money orders, traveler's checks , credit/debit cards, and 
event tickets. 

B. Cash Handler: All full-time, part -tim e, seasonal or temporary employees whose job 
description includes responsibility for receiving, transmitiing, safeguarding, and/or 
depositing of City funds. 

C. Cash Handling: The receiving, transmitting, safeguarding, and depositing of all 
funds received by the City, whether coin, currency, checks, money orders, traveler's 
checks, gift certificates, coupons, credit cards, stamps, ticket stock, electronic funds 
transfer, and other cash equivalents. 

D. Cash Handling Datnbase: Database of City positions designated as cash handlers 
with assigned risk factors based on cash handling activity. 

E. Cash Handling Site: Designated City location where funds are rece ived , 
transmitted, safeguarded and/or deposited, whether coin, cuITency, checks, money 
orders, traveler's checks, credit/debit cards, stamps, ticket stock, electro11ic fund s 
transfer, and/or other cash equivalents. 

F. Change Fund: A sum of money set aside for the puq)ose of making change where 
cash is col lected. 

C!Tl' OF SAN ANTONIO f'ogc I of IJ 
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AD MINISTR4 TIVE DIRE CT IVE 8. l 
Effective Dat~: March ! , 2007 

rz~vision Dares[s): 

CASH HAND LING 

G. Covert Casb Funds: Funds established by the Sa;, Antonio Pol ice Depariment used 
Lo pay confidential informant; and ior investigative operations such as narcotics vice. 

f-1. Custodian: Carewke,; the person in charge. 

I. Escrowed fiunds: lvloney that has been put in the custody of others . 

.J. Fiduciary: An individual or organization that is trusted to hold valuable aems of 
another person. 

K. Final Disposition: Final deposit or distribution or paymenl. 

L. Flash Funds: One time funds used rn San Antonio Police Department operations lo 
stage and negotiate largt· nar·cotic, vice or other transacliom in order to secure 
indictments for illegal activities. 

M.. Fraud: lnten(ional deception to deprive another person of prnperty or to injure that 
person in some othe; way. 

N, Imprest Fund: A fund imo wh ich a fixed amount of money or cash equivalent is 
placed for the purnose of making change or minor distributions ( i.e. char.ge fund, 
petty cash fund, cash refund fund). The fund amount always remains constant. 

0. Internal Control : System that assurc::s assets thm belong to the City are received 
when tendered, protected while in the custody of the City, and used only for City 
related purposes. The system of internal control consists of all measures employed 
by the City for the purpose of ( l) safeguarding resources against waste, fraud and 
inefficiency: (2) promoting accuracy and reliability in accounting and operating data; 
(3) encouraging and measuring compliance with City policy; and (4) judging the 
efficiency of operations in all divisions of the City. Internal controls are not designed 
primariiy to detect errors but rather to reduce the opportunity for errors or dishonesty 
to occur. 

P. Misappropriation: Using property or money wrong/illegally. 

Q. Mitigating Control: Compensating measure implemented co identify irregularities 
after-the-fact, as opposed to primary controls that are intended to prevent fraud or 
detect human error at the point of its origination (i.e. supervisor reviews a batch of 
cash receipts at the end of a shift versus approving each transaction as i: occurs at the 
point of sale or cash intake). 

R. Mutilated: Disfigured, bent, destroyed. 

S. Negotiable (financial instruments): Money or money equivalents that is easily 
transferable from one person to another (such as cash, traveler's checks, etc.). 

T. Outage: Cash shortage or overage. A cash handler has a shortage when a collection 
enor is made such as not obtaining physical custody of money or a change-making 
error. A cash handler has an overage when excess money is collected and the excess 
cannot immediately be returned to the customer. 

U. Overridden: When controls are manually or electronically turned off or bypassed. 
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ADt~1INISTRA TIVE DIRECTIVE 8.1 
Effective Dale: Mar::h I, 2007 

rzcv1sion Datcs(s). 

CASH HANDLING 

V. Petty Casb Fund: A fund used within an office to make small ofiice purcha~;es, 
which are 5;100 00 or less Petty cash purchases are usually quick or to meel an 
emergency need. 

W. Post -dated Check: Future dated check submitled rn payment for City services 
and/or goods. 

X. Risk Factors: Assigned LO cash handlers based on cash handling activity. 

a. High: deals with cash on a daily basis 

b. Medium: deals with cash equivalents 

c. Low lnfrequem users of small amounts of cash 

d. (See A.D 8.2 Crimimil 1-listorv Background Checks for Cash-HandlinQ Positions, 
Section V, Subsection A. I. for added detail on risk factors) 

Y. Two-Party Cueck: A check originally issued to another party ("payee") that is now 
offered in pa_vment for City goods and/or se:·vices. 

IV. POLICY GUfDELINES: 

A. Background Checks 

A background check with satisfactory results is a condition of employment fo; the 
City of San Antonio. Pursuan: tc, A.O. 8.2. Criminal Historv Back,;:round Check for 
Cash Handline Positions, a criminal history background check will be conducted on 
all new hires, transfers. demotions, promotions and reclassifications into cash 
handling positions designated by the Finance Department. Interval background 
checks will be conducted on an on-going basis for those employees in cash handling 
positions, with 1iming determined by an assigned risk factor for the position. 

B. Train ing 

All employees in designated cash handling positions will have to successfully 
complete two (2) four (4) bow· courses on cash handling policies. Successful 
completion of this course is defined as achieving a least a seventy percent (70%) 
passing grade on a test administered upon completion of each four hour course. 

Upon successful completion of both courses, employees shall receive a cash handling 
certificate of completion. Cash handling employees not successfully completing 
these courses will have an opportunity to re-study and re-test a second time. 
Employees who fail to successfully complete required cash handling training are 
subject to termination, transfer and/or other employment action. 

Departmental specialized and advance cash handling training may also be required 
(as identified by the department, while consulting with the Finance Department). 
Such training will be coordinaled by the Finance Department and conducted by the 
Finance Department and Human Resources Department. 
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ADMIN_ISTRA TIVE DIRECTf'i/E 8.1_ 
Effective Date March : , 2007 

Revision Dates(,): 

C. Performanc.:e Expectations/Standanls 

CASH HA_NDL,ING 

All cash h,1i1dling dcpartrncn.fs will eslablish performance standa,ds ancl success 
measures fo: all cash handling positions. When establishing standards, the cash 
handling environmelli, th'.: sverage number of cash handling transactions, and lhe 
average amount of dollars UJllected shall be taken into consideration. 

D. Discipline 

I. Cil'iiian Em ployees 

Failure tc comp!) wilh this t\ciministrative Directive may result in disciplinary 
action in c1ccorclance with the Municipal Civil Service Rules or the City of San 
Anlonio, Rule XV!l, Section 2 Discipline will bl:' evaluated and based upon the 
number of violations and sevcr·ity of the incidenl . The Human Resources 
Department must be consulted by 2 depanment when assessing the approp:·iate 
level of disciplinary action . 

1 lJniformed Employees 

Failure lo comply with this Administrative Directive may resul! in disciplinary 
action in accordance with Collective Bargaining Agreements between the City 
and uniformed personnel. lme:-nal procedures adopted for unifom1cd personnel 
of the Police and Fire Depanments must conform to the provisions of this 
Directive 

J. Individuals engaged in fraud (i .e. theft) will be suoject to immediate dismissal 
and possible legal action. 

E. Appiicable Federal, State and Local Laws and Regulations 

State law requires that cash collection sites retain original records pertaining to cash 
handling. Consult the Texas Administrative Code Title 13, Chapter 6, "Records 
Retention Scheduling Rules" for the current retention requirements regarding cash 
related records (See website httn://www.tst.stl1te.t:u1s/slrm/recordspubs/gr.htmi ). 

V. RESPONSIBILITIES: 

A. City Manager's Office 

I. Establish an adequate intemal control system over City cash and cash 
equivalents. 

2. Direct the Office of Municipal Integrity Lo conduct cash handling investigations 
as deemed necessary . 

B. Finance Department 

l. Safeguard the City' financial assets and manage its financial resources in 
accordance with the goals of the City Council, City Manager and in compliance 
with applicable laws and generally accepted accounting and financial principals. 
Establish and update this Administrative Directive as necessary . 
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ADMINISTRATIVE DIRECTIVE 8.1 CASH HA-1\/DLING 
Effective Date March I, 2007 

Revision Dates(o) 

1 Perform c2.shiering functions in designated locations. 

3. Approve additions and deletions of citywide rersorrne) ciassifr::d c.:s cash 
handlers (i.e. custodians of pelly cash and change funds). Approve the updating 
of the cash handiing darnbase for all cash handling positions, which includ:::s 
department, job class, position and risk factor. (See A .D. 8.:2 Criminal Historv 
Background Checks for Cash-Hanciline Positions, Section V, Subsection A. I .J 

4. Approve the establishment or petty cc:sh and change: funds, including related 
amounl of lhe fund. 

5. Coordinate with the Human Resources Department lo provide basic and 
specialized Cash Handling training. 

6. Contacl the San Antonio Police Department and/OI' Ofiice of lvlunicipal 
Integrity wh('.n a dcpanment has communicated a suspicion of theft or dishonest 
act by 2 City employee (i.e. missing or stolen funds) . This detennimnion will 
be dependent upon the dollar amount involved and the need for furthei· 
investigation and/or law enforcement follow up. 

7. Approve others authorized to inspect/review citywide cash handling operations . 

C. Departmental Directors 

I. 
,., 

,., 
J , 

4. 

5. 

Ensure the safeguarding of City funds. 

Maintain clearly written and approved procec!'..tres for all areas of their 
department's cash hand ling operations. 

Ensure procedures are in place to comply with this Administrative Directive and 
assume accountability for exceptions and deviat ions from this policy. 

Provide the Finance Department a "Cash Handing Database Change Form" 
(See A.D. 8.2 Criminal Historv Background Checks for Cash Handling 
Positions for copy of database change fonn) requesting changes to existing 
departmental information, which is maintained in the cash handling database. 
The City Auditor's Office and the Office of Municipal Integrity will be given 
access to the updated database. 

Ensure all employees hired, transferred, demoted, promoted and reclassified 
into designated cash handling positions are enrolled in cash handiing training. 

D, Cash Handler 

I. Use due diligence in handling City assets so that reasonable protection is 
provided lo those assets at all times. 

2. Report to their Department Director, who should in turn alert the Finance 
Department, of any instance where a City employee has knowledge or suspicion 
of a theft or dishonest act by another City employee. 

E. Office of Municipal Integrity 
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AD MINISTRA TfVE D IRECTTVE 8.1 
EfieC1Jvc Date: March t, 2007 

Revision Dates(s): 

CASH HAND.LING 

1. Coord inate and col laborate w;th the Sac Antonio Po li ce Department on cash 
handling investigations, where appropriate. 

1 Provide written reports of' inl errw! invesllgatio!~s to the Cit y Manager's Office, 
Finance Depar1ment, and th e Cit y .Attorney's Office. 

F. City Auditor· 1s Office 

l . Perform announced or unanno unced cash audits annually Lo detennine 
complianc(: with this Ad ministrative Directive. 

2. Rev ie'v\' Depa11mental procedures and guidel ines and provide appropriate 
feedback to the City Manager, Pi nance Derartment, Human Resources 
Depnrtment, and other deprn1ments. 

G. Human Resources Department 

I. Maintain the cash handling database utilized ror training and interval 
background checks. 

2. ,t1.ssis1 employee:; and depanments with interpretation 01 this Administrative 
Directive. 

3. Coord inate basic and specializ'.:d cash haridling training. 

\1!. CASH HANDLING COi'\TROLS : 

A. General Cash Controls 

I. All employees with access to cash funds shali be covered under the City's 
Commercial Crime or Employee Dishonesty Insurance Policy as prescribed by 
the City's Risk Manager. 

2. Cash handling sites shall have an individual designated by the Department 
Director as custodian with specific responsibility for cash handling at the 
respective location(s) during all shifts. 

3. The number of employees with access to cash shall be limited for internal 
control purposes . Efforts shall be made for the physical separation of duties and 
responsibilities between the cash custodian and that of the individual or 
individuals that perform the accounting and recordkceping function pertaining 
to cash. 

4. Where the separation of responsibility is precluded due to limited available 
personnel , the supervisor shall perform specific verification steps for sound cash 
handling controls. This supervisor shall not be involved in the original 
transaction steps that are to be verified. Departments should confer with the 
Finance Department to establish other mitigating controls where separation of 
responsibility is precluded . 

5. Al leas! two people per cash handling si te shall be involved in the casl1 handl ing 
process unless otherwise authorized by the Finance Departmenl. 
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Rel'is101, f;::itcs(s:: 

6. Where possibi::. cash handling duties shal: be rotated on a periodic basis This 
can help to prevent departments from becoming dependent upon one ?erson for 
a parlicular funcuon and can make ii easier w idcmifv and co:Teci procedural 
weaknesses ancl breaches. 

7 When pracLicaL1le. casl1 handling sites will have alarm devi~:es, videot2ped 
surveillance, and/or electronic microphone recording installed. 

8. If billing invoices arc: used , the cashier cannot make adjustments LO an invoice. 
The supcrvisorh1dn:inistrato1 shall make any necessary (;Orrt:ctions, changes or 
adjustments. 

~;. Ph_vsicnl protection of' cash through the use of' bani: facilities , armored vehicles, 
vaults, and locked cash hoxes, loc!:ed cash bags, o: locked drawers sha ll be 
p1·acticed al all tim::s. Armored car ~ervice will be made available to those cash 
handling si,es thm requtn." suc.h service. Departments, in conjunction with the 
Fiilanct Department. shall assess the reasonableness, practical it)', and securi:y 
in determining the use of armored car service. 

I() In general, collections in the iield are prohibited unless specifically authorized 
by the Director of Finance. 

l i. Cash on [he pn:::mises 1,,vili be held to a minimum lo reduce ti1e amount of idle 
cash that is availabie, as well as for cash control purposes. Deposits shall be 
made within twenty -fou, hours. Departments, in conjunction with Finance, 
sball assess the reasonabieness, practicality, and security in deter.nining the 
timing for deposits, especially when deposits exceed the twenty-four hour time 
requirement noted above. 

Careful consideratior: shall b:: given the risl: involved in holding id le cash 
and/or cash equivalents in the department ve~sus the cost to make more frequer.t 
deposits. 

12. Authorized persoilllel within the department who do not have custodial, 
accounting or recording duties and responsibilities, shall conduct periodic 
examination, count, or other review of cash. 

The Finance Depa1iment and the City Auditor's Office will also conduct 
random unannounced reviews and/or audits . The Office of lv1unicipa! Integrity 
will conduct investigations as directed by the City Manager's Office. 

13. City departments. with assistance from the Finance Department, shall publish 
and update as necessary written cash handling instructions and procedures that 
will serve as procedural and training documentat ion for departmental cash 
handlers . 

B. Receipting of Payments 

I. 

') 
'-· 

Checks, traveler's checks, money orders and other negotiable financial 
instruments shall be endorsed as they are received . 

All employees charged with the receipting of cash at the point of sale shall be 
provided by the department with r1 copy of the current fee and rate schedu le as 
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ADMINISTRA TI\_'E DI:RECT1YE 8.1 
Effcc11vc Da te March I, 2007 

Rev1s1on Da1~s(s;: 

CA_SH HA ND L ING 

well ,:s the appropriate general )ecger acco unl codes . Fees and rates shal I be 
posted in a c lear and vis ibk site ior the ge;1era! public'~ adv isemen '. . Posted 
i:1formalion shal: also include a comae: telephone nu mber for a customer to call 
if,: transaction receipt is not prov1d:::d Le: lhe CL:slome: wh:::n cc:sh and/or cash 
equivalents are pa id 

J. Ali handwritten receipts shall be pre-numhcrecl Lo ,1ccount for lapses :n 
seq uence. 

4. All checks shall be made payable- to the City of San Antoni o and shal; be 
accepted only in the amount of the sale m trn11saction. Checks may not be 
wri tten for mo re tha n the amo unt cl ue tel the C rl) 

). When accept ing ,1 personal check for amo unts due the City. the cash han dl er 
shall capw re the fo llc,wing payer's information and note same at the top of th e 
check: I) address, 2) telephone number. and 3; drive(s li cense nu mber. hJo 
temporary checks are to b~ accepted b:,1 ec:sh handlers. 

6. Post -dated or two-partv checl:s will uot be acceDted 

7. Cash utili zed for change ("Change Funds ") and undeposi ted receip ts shall not be 
used for petty cash purchases, loans, advances, or check cashing (e;.;cept fo r the 
Finance Departm ent'E, change fund, where the practice includes c2.s h ing Ci~y 
employees' persona! che::ks). 

8. Change Funds are not to be> comming led wi th any oth er r,10 ni es. 

9. With the excepti on of the Finance Depan.men! no checks shall be c:::shed from 
cash rec.e i pts. 

10. All depaiiments with cash operat iom shal l maintai n a permanent co ll ec ti on 
record, such as a cash register tape, that has the record of al l transacti ons 
including voids, refunds or ca ncellati ons. All revenues collected shall have a 
receipt or other proof of sal e issued lo the cmtomer at the point of sale or 
co llecti on whether handwritten or electroni cal ly generated. 

There shal l be a means of capturin g and summarizing dai ly transactions, whi ::.h 
wil l be reconciled Lo the amount deposited. 

C. Deposits 

I. The general operating standard for deposit of negotiabl e instruments and cash 
with the depository bank shall be within twenty-fou r hours of receipt. This 
includes the counting an d balancing of cash rece ipts fo, each shift and 
depositing such receipts intact (i .e. a deposit fo r each shift) . Departments, in 
conjunction with Finan ce, shall assess the reasonabieness, practicality, and 
security in determining the timing for the depos its where deposits exceed the 
abovementioned twenty-four hour requirement. Al l amounts that are not 
deposited on a daily basis shall be secured in a safe , vault or locked drawer. 

2. Discrepancies between deposited amounts when compared to written receipts , 
cash register, or computer sys tem generated receipts, shall be recorded along 
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ADMINISTRP.TIVE DIREC1)VE 8.1 
Effect ivc DRte· March I, 2007 

Rev1s1011 Dates(sr 

CASH HANDLING 

with documentation of the responsible cashier. The supervisor shall review, on 
,! daiiy basis, such documentation and follow up with the appropriate corrective 
action, it needed. Departmen! Directors have the ultimate responsibility to 

ensure discrepanciei; are identified and corrective measures are taken. 

3. All security and bid depos its received in negoLiablt form, as well as escrowed 
funds or other funds tha! require speciali:c.ed handling; shall be deposited and 
held by the City Cled~s Office until final disposition is made:. 

4. All pe1formance bonds shall be forwa1·ded Lo the Fi1rnnce Department, Gcnernl 
Ledger Section for safekeeping. 

5. All deposits shall '.)e made inlac! (i.e a deposit for each shif1) and sealed in 
deposit bag; departmental rec:e.ipts shall not be used lo create or replenish petty 
cash or other funds. Un-deposited receipts arc not to k used for loans, 
advances, or check cashing. 

D. Covert Cash Funds 

Coven Cash Funds will be used to pay confidential infornrnnts and for 
investigative operations and will not be subject to the maximum dollar arnoun, 
for purchases as defined under ,t .. D 8.5 Pet1y Cash Handling. 

1 In order to maintain the confidentiality of cash transactions asso:::iated with 
covert and investigative operations, supporting documentation will be 
maintained by the San Antonio Police Department. The case number should be 
used when recording cash transactions in SAP. 

3. Covert cash funds shall be established with the Finance Department's approval 
and controlled in the same manner as petty cash funds. 

4. The San Antonio Police Department's Petty Cash Custodian will be responsible 
fo: the oversight and control of covert cash funds. 

E. Flash Funds 

l. One time funds used in San Antonio Police Department operat ions to stage and 
negotiate large narcotic, vice or other transactions in ord er to secure indiclmenls 
for ill egal activities and will not be subject to the maximum dollar amount for 
purchases as defined under A.O. 8.5 Petty Cash Handling. 

2. The Chief of Police or designee will request in wTiting the disbursement of 
Flash Punds. 

3. The Finance Director or designee will approve the distribution of flash funds 
and will also serve as the signatory for the disbursemenl. 

4. Upon disbursement the San Antonio Police Department will be responsible fo!' 
the oversight, control and safeguarding of 0ash funds. 

5. Disbursement will be made payable to the Police Officer approved and 
designated by the Police Chief. 
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f, ~v;:;ion Ont~s(s) 

6. Flash Funes are to be reiUrned Lo the San Antonio Police Departmen~'s Petty 
Cash custodian and deposited within two working cic1ys or disbursement 

r. Petty Cash 

Pelly casi1 funds shail be established pursuant lo A.O. 8.5 Peltv Cash Handlinr,, and 
upon tht ,:pproval from the Fi1;ance Department Pet:y cash funds are public funds 
entrusted to the deparm1ent for which the fund was established. ?et1~1 cash shall be 
used to purchase items or services on an emergency and infrequent basis, where it is 
not feasible or practical w suhmit a purchase requisition, request for payme:1'.., or use 
,1 orocurement card. 

G. Change Funds 

1 
'. 

1, 

J. 

4. 

5. 

Change funds shall be estc:biished with the Finance Department's approva! and 
controlled in the same manner as petiy casl1 funds; however, change funds are 
strictly revolving funds and require no replenishment. Change funds are 
established for the purpose of mak:ng change where cash is collected. 

Petty :::23h or cash receipts shall not be commingled with change funds. 

Change funds that are 110 longer needed to conduct the business fo, which tney 
were estabiished shall be deposited at the depository bank within 4g hours from 
the time it is determined that the funds are no longer required. 

Funds established fo;- postage shall be used fo, legal City correspondence and 
not for personal use. 

No checks shall be cashed from a change fund (except for the Finance 
Department's change fund, where the practice includes cashing City employees' 
personal checks, as outlined below in Section?). 

H. City Employee Check Cashing 

I. City employee's personal checks in an amount not to exceed $100.00 may be 
cashed at the Finance Department, Collections Division. No more tban one 
persom!l check may be cashed per day. No personal checks shall be cashed at 
any other departmental location without the advanced written approval of the 
Finance Department, Collections Division. 

2. City employees will permanently be prohibited from c?.shing pe~sonal checks 
after a second personal check is returned due to non-sufficient funds. 

3. Once a personal check is returned for non-sufficient funds, the employee's 
check must clear their bank within two (2) working days from the elate of 
notification by the Finance Department, Collections Division. 

4. No two-party or post-dated checks shall be accepted. 

5. Rebate checks are not to be cashed. 

6. The Finance Department, Collections Division, shali only cash City issued 
checks for the advance and reim bursemeni of travel expenses. 
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ADMINISTRATIVE DIRECTIVE 8.1 CASH HANDLING 
Effective Date: Mar::h I, ::!007 

f<.evi,1011 D~tes(s; 

I. Returned Checks 

I. Occasior.ally a deposited check rmy not clear the bank for one of several 
reasons: non-sufficient funds, account closed, slop payment, funds held, sLOlen 
checks , forgery. endorsement.. or signaLure. Should a check be returned, the 
Firrnnce Department, Accounts Receivable Se::lioi; will notify the receipting 
departmenl of the r·eturned check. 

1 The Finance Department will allempt to coliect the funds for the returned check 
along with th:: City's returned check processing fee: by mailing 2 demand letter 
Lo the writer of the returned check. Only cash, certified checLs or money orders 
wil! ac::.epted for payment of returned checks. 

3. If collection efforts are unsuccessful after ! 0 days from the elate of' the demand 
letter the Finance Department, Collections Division will refer the returned check 
lo the Bexar Cour.ry District Attorney's Office for prosecution. 

J. Refunds 

I. 

3. 

C2sh or credil card refunds are permitted only upon presentation of the recetpt 
or other proof of purchase issued at the poin: of sale. 

Departments authorized by the Finance Departmern w issue cash refunds \vill 
maintain a cash refund fund on an imprest basis. 

Refunds shall be completed by charging the revenue Genera! Ledger account 
that was originally credited. 

K. Cash Storage and Safekeeping 

I. Access to the cash drawer is limited to one person. The cash drawer shall be 
counted and balanced before another person takes possession of the cash 
drawer. Both parties involved in the cash drawe:- transfer shall be present when 
cash is counted, and a receipt shall be signed by the person accepting custody. 

2. All areas around the cash handling sites shall be visible and without obstruction. 

3. Access to departmental safes or other devices used to store cash on a temporary 
basis until deposited at the depository bank shall be restricted to a small number 
of employees. A safe's combination must be changed within two (2) business 
days after lhe departure of a person who has had access to the safe. 

4. All funds shall be kept out of public view and shall be available for inspection 
by authorized representative(s) of the department, the Finance Department, the 
Office of Municipal Integrity, the City Auditor, or other authorized personnel as 
approved by the Finance Department. For money stored in a locked metal box 
or in a locked desk, the key shal I be secured in another location of the office . 
Only certain assigned personnel shall have access to the key . 
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Effective Dote: March I 2007 

Revision Da1es(s) 

L. For~ign and Mutilated Coin 

CASH HANDLING 

l. Foreign coin and currency shail not be accepted (except for inter'.1ational 
sites/offices). (inly coins and currency issued by the United States Federal 
Resen1e Board are legal tender. Travekr's checks must state "U.S. Dollars". 

2. No bent or mulilaled coins shall be accepted. 

M. Other Gu idelines 

l. The Finance Department is responsible for creating and closing banl accounts. 

1 Lost and found cash or its equivalent greater than s;so shall be deposited in 
compliance with Texas escheat laws after all reasonable attempts have been 
made to identify and return lhe lost and found money or its equivalent to the 
rightful owner. Amounts $50 or less shall be deposited to the appropriate fund 
based on the General Ledger coding identified by the Finance Department. If 
funds are properly claimed subsequently, these funds will be relinquished to the 
rightful owner through the: standard ascounrs pay2ble process 

J. Deparnnental controls shall includ~ a practical means for employees lo repor1 
i;1stances where system controls are overridden that could be indicative of fraud 
(i.e. implement an effective "whistk blower's" program) 

4. Cash handlers shall be watchful for counterfeit bills, checks, etc. Cash handling 
training shall be provided on this area of responsibdity. 

5. Senio; staff shall monitor and reassess, on a periodic basis, any risk areas and 
adopt appropriate st,ategies to manage these functions and thereby minir;1ize 
opportunities for loss. The preceding includes City departments conferring with 
the Finance Department on an as needed basis. 
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This directive supersedes 1-tll previous c:orrespor1denc:c on this subject. Information u1d/or 
c:!arification may be obrnirw:J by conft1cting the FinHnce Department a; 2()7-8620. 

Recomm(!nded by: 

Ben Go:·ze ll ./;, CPA r f 
Finance Dir'.:clur 

Appro~?: 1\ _.,,.) 
( 'i IV/ 
\ ,1(11v_/ _ \ t ~~~~--

Pal DiGi'ova;\';w · 
Deputy Ci,y Manager 

Sh~ryl L. Sculley 
City Manager 
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CITY OF SAN ANTONIO (COSA) & 
COMPREHENS!VE NUTRfTIOhJ PRO.JECT (CNP) H.ANDBOOK 

TITLE: Client Eligibility 

POLJCY: COSA wil! ensure persons served through Title lIJ m SGR meet elig ibili1y requi1ernems. 40 TAC !>4.6; 
84.8(e)(l) 

PROCEDURE: 

To be el igible fo1· Tille HI, Program Income and NSfP funding: 

1. Congregate Meals must be served to: 
a. A person 60 years of age or older. 
b. The spouse (rega1·dless of age) of a person 60 yrs or older, who is receiving a meal. 
c. An individual with disabilities (regardless of age) living with and attending with a person 60 years or 

older. receiving c1 meal. 
d. Trai ned volunteers (regardless of age) who help with meal service during mealtime (NSfP only). 

2. Mcalsmust: 
a. Meet the nutritional requirements of l/3 of the recommended dietary allowance. 
b. Comply with the Dietary Guidel in es for Americans and with the RDA as established by the Food and 

Nutrition Board of the National Research Council of the National Academv of Science. 
c. The menus must be prior approved by a dietitian. 

3. No fees to recipients shall be charged for meals provided. 

4. Each participant must have completed: 
a. Current intake form 
b. Nutri(ional risk assessment. Annuall )' 
c. Clients Rights and Responsibilities fo1111 

HOME DELIVERED MEALS 

5. Meals must be served to: 
a. A home bound person 60 years of age or older. 
b. The caregiver spouse (regardless of age) of a person 60 yrs or older, who is receiving a meal. 

6. Meals must: 
a. Meet the nutritional requirements of l/3 of the recommended dietary allowance. 
b. Comply with the Dietary Guidelines for Americans and with the RDA as established by the Food and 

Nutrition Board of the National Research Council of the National Academy of Science. 
c. The menus must be prior approved by a dietitian. 

7. No fees to recipients shall be charged for meals provided. 

8. Each participant must have compleied: 
a. Curr-ent intake form 
b. 2060 functional assessment form w/20+ score; a small number ofNS[P eligible clients may have a 

core that is less than 20. 
c. Nutritional risk assessment, Annually 
d. Ciients Rights and Responsibilities form 

ATTACHMENT 111 5 



C!TY OF S.A.f✓ ANTONIO (COSA) &. 
COMF'REHENSIVE NUTRITION PROJECT (CNP) HANDBOOK 

TITLE: Client lntake 

POLICY: All eligible clien1.s will be required lo complete registration forms provided by Bexar Agency on 
Aging that provides general demographic information on clients. Aclrnowlcdgement of Rights and 
Responsibilities. and a Nutritional Risk Assessment form. 

J>ROCEDURE: 

1. Intake forms shall be available in English and Spanish. 

1 The agency may request Title Ill reimbursement for eligible clients. 

3. CNP 11_1uy request alJ n1eal participant~; lo con1JJlete the intake JJroc.ess !Or standardization of record 
keeping. 

4. Guest participants are required to pay for meals (at the full rate) and are not required to complete the 
intake process. 

5. Eligible clients who have completed the intake process must sign in at the reception desk each day to 
participate in the nutrition program to record at1endance. 
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CITY OF SAN Al'lTONIO 
SENIOR SER,1ICES 

COMPREHENSIVE NUTRITION PROJECT 
2300 VVs COMI\1ERCE, #203 

SAN ANTONIO, TEXAS 78207 

ATTACHMENT IV 



CfTY OF SAN ANTONIO (COS.A-) & 
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CfTY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRrT!OrJ PROJECT (CNP) HANDBOOK 

flTLE: Targeting of Older Ame;_·ic:ans Act Services 

POLICY: COSA shall provide a means of targeting those individuals in tbe greatest social and economic 
need with special emphasis on frail, low-income minorities living in isolated areas. 

PROCEDURE: 

1. COSA will advertise in yellow pages, websites. newspapers and other forms of media t.o target 
individuals who may meet eligibility requirements. 

1 ,COSA will promote the Nutrition progrnm at community health fairs, and other public events 
and activities. 
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CITY OF SAN ANTOl\liO (COSA} & 
COMPREHENSIVE NUTRfTION PROJECT (CNP) HANDBOOK 

TITLE: No11-Discrirni11ation 

POLICY: COSA will not den) service to anyone because of rnc:e. color·. ethnicity, gender. or clisabiliry. 

PHOCEDURE 
1. CNP will promote the program lo individuals within the service area. 

1 Services will be provided upon request to those whCI are sight or hearing impaired. 

3. Transpoi-talion will be offered to those who are mobility impaired. 

4. Conrn1unication/lnterpretalion will be available for those with limited English or literacy 
proficiencies. 

). Non-discrimination statements will be noslecl in the center. 

6. The facilities will be accessible with ramps and cloorwa)'S with for individuals with wheelchairs or 
walkers. 
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CITY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE t✓ UTR!T!Ohl PRO.JECT (CNP) HANDBOOK 

TfTLE: Client Eligibility 

I'OLJCY: COSA wil! ensu1·c persons served throt1gh Title J[/ or SGR meet elig ibility requirerne111s. 4() TAC g4_6; 
84 .8(c)( l) 

PROCEDURE 

To be eligible for Title HI, P10g1am Income and NSJP funding 

l. Congregate Meals must be served to: 
a. A person 60 ycai·s of age or older. 
b. The spouse (rcga1·dless of age) of a person 60 )'Ii, or older. who is receiving ,1 meal. 
c. An individual with disabilities (regardless of age) living with and attending with a person 60 years or 

older, receiving a meal. 
d. Trai ned voluntee1·s (rega1·clless of age) who help with meal service during mealtime (NSlP only). 

" Meals must: 
a. Meet the nutritional requirements of 1/3 of the recommended dietary all owance . 
b. Comply with the Dietary Guidelines for Americans and with the RDA as estab li shed by the Food and 

Nutr iti on Board of the National Research Counc:il of the National Academy of Sc ience. 
c. The menus must be prior approved by a dietitian. 

3. No fees to recipients shall be charged for meals provided. 

4. Each participant must have completed: 
a. Current in take form 
b. Nutritional risk assessment Annuali)1 

c. Cl ients Rights and Responsibilities fo1111 

HOME DELIVERED MEALS 

5. Meals must be sen•ed to: 
a. A home bound person 60 years of age or older. 
b. The caregiver spouse (regardless of age) of a person 60 yrs or older, who is receiving a meal. 

6. Meals must: 
a. Meet the nutritional requirements of 1/3 oflhe recommended dietar·y allowance. 
b. Comply with the Dietary Guidelines for Americans and with the RDA as established by the Food and 

Nut1·itio11 Board of the National Resear~h Council of the National Academy of Science. 
c. The menus must be prior approved by a dietitian. 

7. No fees to recipients shall be charged for meals provided. 

S. Each participant must have completed: 
a. Current intake form 
b. 2060 functional assessment form w/20+ score; a sma ll number ofNSIP eligible clients may have a 

core that is less than 20. 
c. Nutritional risk assessment, Annually 
d. Ciients Rights and Responsibilities form 
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CITY OF SAN ANTONIO (COSA) &. 
COMF'REHENSIVE NUTF<fTION PROJECT (CNP) HANDBOOK 

TTTLE: Client Intake 

J)OLJCY: All eligible clients will be required to complete registration forn1s provided by Bexar Agency on 
Aging that provides general demographic information 011 clients . .Acknowledgement of Rights and 
Responsibilities. and a Nutritional R.isk Assessment form. 

PROCEDURE: 

1. Intake forms shall be available in English and Spanish. 

1 The agency may request Title III reimbursement for eligible clients. 

3. CNP may request atl meal participants to complete the intake process for standardization of record 
keeping. 

4. Guest participants are required to pay for meals (at the full rate) and are not required to complete the 
intake process. 

5. Eligible clients who have completed the intake process must sign in at the reception desL each day to 
participate in the nutrition program to record at1endance. 
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- ,-JECK ONE: Asterisl, (') liir 

New lnta!, e 

1ati o n is Required lA rea ?,e n cy 
"~ ,/~ 11 A a in o-Congregate ( 

Homebound ( 

___ Updated Info rmati o n 
1,:1 ,,,,,,.,...__ \ D D 
;j/ ~ 

Cou ncil District ___ _ 
Cit of San Antonio 

r1m:t~.11h;,;,u;:h .!•e 1·:.-•~~ C'q•:,,n:-T1:.-,:1 or ,'\ p~f; :md r.;~~~ili:, ::;e,, ic~3 

/\._lan1 0 .1\ rea Coun cil 0 f Go-Ycrn111 en t~ 

* First Name 

* Street Address/Apt.# 

• County 

* Emergency Contact Information 

Name 

Physician's Name_ 

Ml * Last Name • Intake Date 

• State ' Zip Code 

Relationship to Client Phone 

Phone 

The information on this form is required by your local service provider, the Area Agency on 
Aging, and the TX Dept. of Aging & Disability Services. All information will be kept 
confidential and guarded against unofficial use. Information gathered tt1rougl1 an intake or 
assessment may be shared to effectively plan, arrange and deliver services to meet 
indivi dual client needs. 

__ * Release of information has been clearly explained to the client. 

Under 60 Congegrate Meals Clients (check eligibility category) 
___ Spouse of eligible client over 60 yrs of age; 

Spouses' Name: ________________ _ 

__ Disabled and residing in a senior housing complex that is a nutrition site; 

__ Disabied, residing with and accompanying an eligible client over 60 yrs of age ; 
Client's Name: ________________ _ 

_ __ Vo! unteers Underage 

___ \ .t isitor I Visiting Frorn:(Cenler) _____________ _ 

Client's Signature: _ __________ _____ _ Date : ________ _ 

Intake Completed By: Date: 

i Phone 
~ 

I 
• Date o f Birth 

~m-~~~~ ~~a%1:t~mit 
i • Gender (check one) Marital Status (c l1eck one)_ 

: Female Married 
'' - Male VVidowed 

Medi care 
A B 

• # in Housel1old 

Language 

Divorced 
_ Separnted 

Never Married 

_ i'Jot Reported 

Yes No 

Receives SSI /SSDI 
Yes No 

' Annual Income (check 011e1 

_ Low (Single - 5i9.570 

Couple - $12 ,830) 
Moderate 

_Higl1 

City ESS Signature : ____________ _ 

Date: 



Pmvider/Center: 

Cl ient Name: 

Client ID: 

Date: 

The Warning Signs of poor nutritional health are 

often overlooked. Use this checklist to find out 

if you are at nutritional risk. 

DETERMINE 
YOUR 

NUTRfTIONAL 
HEALTH 

Read the statements below. Circle the number in the yes col umn fm those that apply to you. 
Add th e ci1·cled numbers to get your total nutritional ri sk score. 

I 
YES 

I have an illness m condition that made me change the kind and/or amount of food I eat. 2 
--

I eat fewer than two meals a day. 3 

I eat few fruits 01· vegetables, or milk products. 2 

I have three or mme drinks of beer, liquor or wine almost every day. 2 

I have tooth or mouth problems that make it hard for me to eat 2 

I don't always have enough money to buy the food I need. 4 

I eat alone most of the time. 1 

I take three or more different prescribed or over-the-counter drugs a day. 1 

Without wanting to, I have lost or gained ten pounds in the last six month. 2 

I am not always physically able to shop, cook and/or feed myself. 2 

TOTAL 

0-2 
3-5 

Nutritional Health Score 

Good 
Moderate Nutritional Risk 
High Nutritional Risk 

Refer to the Determine Your Nutritional Health 
Handout to learn more about the warning signs 
of poor nutritional health. 

6 m More 

fA.re a Agency 
~"' 7n A . 711~\ <:;:71. g111g 
f-unded thro uih the Tcxu Depu1mc111 of Ag1ui; "nd Du"hilll)' Serv ic e~ 

Alamo Area Council of Goven,n1cnts 

The Nutrition Screening Initiative · 10'10 Wisconsin Avenue, NW• Suite UGO• Washington, DC 20007 
The Nutrition Screening Initiative is funded in part by a grant from Ross Products Division of Abbott Laboratories, In c. 

Form IIAIAAA NRA 1.0 
Eclition Date: §i15/2004 



Proveedor o centro: -----------------
1 \Jo m b re de/ cliente -----------------
1 de 11 ti f i ca c i 6 n del ciiente ----------------
Fe ch a -----------------

Las s enales de advertencia de ia ma /a salud 

nutricionaf m uchas veces se pasan por alto. 

Use esta lista para enterarse si corre riesgo de 

tener ma /a nutri cion. 

DETERM INACION 
DE 

SU SALUD 
NUTRICIONAL 

Lea las frases a continuaci6n. Si la frase es pertinente a su situaci6n, encierre en un circulo 
el nurnero en la colurnna "Si" Sume los nC1meros marcados para obtener su puntaje total de 
riesgo nutricional. 

I si 

Tengo una enfermedad o un padecimiento que me hizo ca mbiar· el tipo o la cantidad de 
2 

comida que como. 

Como menos de dos comidas al dia. 3 

Como pocas frutas o verpuras, o pocos productos lacteos. 2 

Torno tres o mas cervezas, cocteles o vinos casi todos los dias. 2 

Tengo problemas de los dientes ode la boca que me dificultan poder comer. 2 

No siempre tengo suficiente dinero para comprar los alimentos que neces ito. 4 

Como so lo la mayor parte del tiempo. 1 

Torno tres o mas distintos med icamentos ,·ecetados o sin receta al dia. 1 

Sin querer hacerlo, he bajado o aumentado diez libras en los ultimas seis meses. 2 

No siempre me encuentro en cond iciones fis icas para ir de compras, cocinar o 
2 

alimentarme . 

TOTAL 

0 - 2 
3 - 5 

Puntaje de salud nutricional 

Buena 

6 6 mas 
Riesgo nutricional moderado 
Alto riesgo nutricional 

Consulte la hoja informativa de Determ inaci6n 
de su salud nutricional para aprender sabre las 
sena les de advertencia de la mala salud 
nutriciona l. 

The Nutri tion Screeni ng Ini tia tive• 1010 Wisconsin Aven ue, NW• Suite 800 • Washington , DC 20007 
The Nutrition Screening Initiative is funded in pai-t by a grant from Ross Products Division of Abbott Laboratories, Inc. 

Forrn 1/AIAAA NIIA 1.0 
Edition Date: 9/15/2004 



Are:;i Agency on Aging of Bexar County 

Client Rights & Responsibiliti es for Older Am ericans Act Programs 

The Area Agency 011 Agillg of Bexar County welcomes you a~· a parlicipanl in prngrnms (or 
older individuals and family caregivers in our region. This prng,·am is rnandalecl by lhe Older 
Americans .Ac! of 1 %5, as amended, ancl provides access and assislance ancl olher supporli ve 
services. The programs ancl serv ices arc ad111i11islcrccl by lhe Area Agency 011 Aging wilh 
funding proviclecl lhrough lhc Texas Deparlmen! or Aging ancl Disability Services, clicnl 
conlribulions ,mcl local fonding. 

Progrnrns anc! serv ices arc designed ro,· inclivicluals age 6(J 01 older ancl/or lheir fami ly members 
ancl olher ca rcgi vers. Olli goal is lo assist olcler 1nclivicluals in leading in clepe11cle11l, meaningful 
and dignifi ed lives in lhcir ow11 homes ancl communities as long as possible through the 
provision of limited support services. lt1formation will nol be released lo anyone, or any agency 
will1ou! yolll informed consent, wilh lhe exception of records subpoc11aed by a com[ oflaw. 

Clie11{ rights llncl respousibilities: 

1. You have the right to be treated with respect and consideration. You have the right to have 
your property treated with respect. 

1 You may not be denied services on the basis of race, religion, color, national ongrn, sex, 
disability, marital status, or inabiiity and/or unwillingness to contribute. 

3. ':(ou have the right to n1ake a con1plaint/grievance or reco111111end changes 
service, without restrain t, interference, coercion, discrimination or reprisal. 
complain! or grievance contact: 

to policy or 
To make a 

Service Provider Informatiou Area Agency 011 Aging Information 

Elderly Services Supervisor Bexar AAA, Contract Specialist 

City of San Antonio, Senior Servi ces Division Alamo Area Co uncil of Governments 

700 S. Zar·zamora, #205 8700 Tesoro Dr., Ste 700 

Sa11 Antonio, Texas 78204 San Anto nio , Texas 78217 

(210) 207-7172 or Fax (210) 207-4388 210-362-5207 or Fax (210) 225-5937 

4. You have the right to participate in the development of a ca re plan to address unmet needs. 
~ NIA 

5. You have the righl lo be informed in writing of available services ancl the applicable charges 
if th e services are no t covered or are unavailable by Medicare, Medicaid, health insurance, or 
Older Ameri cans Act funding. [gJ NIA 

Form/IA IAAA_ CR&RJ.O 
.luly 2, 2007 

f-1111ded by lhc Texas Depnr 1,ne111 or Aging a11 cl Disabi lity Serl'i ces 



(i You have the righl lo make an indcpcnclcn! cho1cc of service providers from the list furnish eel 
by the: /\re,1 Agency on Aging where muiti;)ic serl'i~e providers arc~ c::vailable ancl change 
serv ice prov1clers when desired. [Z] NI.A. 

7. You lrnvc the righl lei he i11f"orn1eci of any chc111gc i11 service(s). (a N/A 

8. You have lhc right lo nrnke a volumary, conficlcnlial, co11lrihutio11 for sci-vices received 
through lhe Are,: Agency on Aging. Services will 110I he clc11iccl if' an elig ible parlicipanl is 
unabl e or chooses not Lo make ,1 conlribulion All co11tribuLions will be kept confidential ancl 
will be utilized lo expand 01 enh,mcc the scrvicc(s) 101 which they were proviclecl. 

CJ. You lrnvc the rcsponsibilily lo infcJrm the Alea Agency on /\ging or 1Ls serv ice provider(s) of 
your intent lo withdraw from the prc1gram or any known periods of absenteeism when 
services will not be utilized. 0 N/A 

10. You have the responsibilily Lo provide the Arec1 Agency on Aging or its services provicler(s) 
with complete ancl accurate information. 

I hold harmless this Area Agency 011 Aging prl1gra111, its parent organization, funders, and the 
sponsoring state agencies for any liahilily arisi11g oui of the services proviclecl in accordance with 
program gu idelines. 

Clienl Signature 

2 

For111//AI/\/\/\_ CR&IU.0 
July 7., 2007 

r'1111clccl by Ille Texas Dcpnr1111c111 or Aging :111cl rJisnhility Services 

Date 



DEPARTMENT OF' CCJMMUNJTY INJT!ATl \'ES 
SEN10I< SJWVICCS IJJVlSJOf\' 

STATEfvrENT OF CONfi'[I)ENTlALITY 

l have been i11f'or!llecl of' my 1·1ghls rcgmcl111g conr1clcntia/11y. lnf'ornrnt1on given to the Scn101 Services Divis ion will only 
be used lo clel.ern1ine my e/1gibil 1ty fo1· program services and Lo he used as repo1·l111g docurne11lalion lo lhe lc;rns 
Dcparl1nent 011 Aging and to I.he Alalllo Area Council 01Govcmrnc11t (AACOG) Arca Agency on Aging (AAA). 

J understand that my reco 1·cl s will be made access ibl e lo the aroremcntioneci agencies· reprcsenlativcs for the purpose of' 
program moniLoring and employees or the Se11101 Services Division. Unless otherwise noted, my legal rcp1·ese11lalive or J 
musl approve the release of any infornrnl1on pe1·tai11ing lo my participation in lhe progrnm 

ln add1lio11 lo the Stc1tement of Confide11t18l1ty. the Mcc1I Contribution Policy rn1d Complaint/Grievm1ce Procedures were 
,ilso cxpla1necl to me. 

r' 1ie11t's Signature 

Date 

*Program 

Representative 

Dale 

DECLARAClON TOCANTE 
INFORMACION CONFIDENCIAL 

Me han informado que lc1 informacion personal que he claclo para mi aplicaci611 es solamenle para determi11a1· si soy 
eligible para recibir servicios, y los 1·eprese11ta11tes que lienen derecho de revisar csla i11fonnacio11 son de! Depmlrnento 
Esta ta! de Ancianos y la Agencia de! Alamo Council of Government (AACOG). 

Entiendo lambien que mis documenlos seran acesible solamenle a las agencias mencionadas parn el prnposito de 
inspeccion. Si mi i11forniaci611 es para olro uso, mi premiso o ese cle mi 1·eprese11la11lc legal sei·,1 necesario. 

Aclcmas de la Declaraci611 Tocanle l11forniaci611 Co11ficle11cial, lambien se me explico el reglamento locanle la clonacicrn 
para la cornida y los procedimicntos para registrar una que_ja. 

Finrni de! Participante 

Fecha 

-Jlllprchcnsivc Nut1·ition Program (CNP) 

*Progra1m 

Represen la le 

f<echa 

Distribution: Cl icnl 
Prng1·a111 

Nutrition Site 



Client Name: 
Client Address 

Client Needs Assessment Questionnaire & Tasl<. Guide 
Scoring the 2060 ADLs and IADLs 
Rate the client on this scale: 

FUNCTIONAL 
ASSISTANCE WITH ACTIVITIES 

IMPAIRMENT 
Able lo conducl aclivil1es wilhoul 
diff1cully and has no need tor ass1slanc~. None 

Able lo conducl acl1vi11es will1 mIn1mal 
diff1c1Illy and needs mIn1mal assis tan ce lv11nimal/tv1ild 

Has extreme difftcuft)1 carrying oul 
acllvil1es of dail)' l1v1ng and needs Extensive/Severe 
exlensIve assistance. 

Completely unable to carry oul any parl 
Tolal 

of ll1e acl1vity 

ADLs and IADLs 
1. Do you have any problems taking a bath 

or shower? 
2. Can you shave yourself, brusl1 you,· 

teeth, shampoo and comb your hair? 

2a. 

2b. 

3. Can you trim your nails? 

4. Can you dress yourself? 
5. Can you get in and oul of yoU1· bed or 

chair? 
6. Are you able to walk without help? 
7. Do you have problems keeping your· 

balance? 

8. Exercise (wa lking only) 

9. Do you have problems getting to the 
bathroom and us ing the toilet? 

10. Do you have troub le cleaning yourself 
after usinq the bathroom? 

11 . Can you feed yourself? 

12. Can you open jars, can, and bottl es? 

13. Can you fix your meals? 
Purchases: D Breakfast D Lunch 

D Supper • MOW 

14. Can you take your own medicines? 

15. Can you clean you, house? 

16. Can you do your own laundry? 
Check if has: 

D Washer· 0Dr11er 
17. Escort (ass isted outside of the home) 

18. Can you do your own shopp ing? 

19. Can you use the telephone? 

ADL Bathing 

ADL Grooming 
. . . . 

1! 1-.••f, Shaving, Oral Cme 
;. '.\':'-i'.'. :.' Routine Hair, Skin Care 
•, ,_ 

ADL 

ADL 

.L\DL 

ADL 

ADL 

AOL 

ADL 
; ,,. 

;:· ;) 

IADL 

/AOL 

IAOL 

IADL 

•' 

'·j•':··.•' 
•,. 

IADL 

IADL 

Trim Nails 
Dressinq 

Transfer 

Walk,nq 

Balance 

" Exercise 

Toileting 

Hygiene in Toileting 

Feeding, Eating 
.,., 

Open .Jars, etc. 

Meal Prep 

Assistance with 
Medicat ions 

Cleaninq 

Laundry 

Escorl 

Shopping 

Telephone 

f'-Jumber of ADLs = 

Number of 1/\Dls = 

Date of Birih 

I SCORE 
I 

0 

1 

,, 

:i 

I 
'f 

.' 

--

Additional Co mments: 



OHS FORM 2060 I ?age 2 

CLIENT NAME: 

Depression/Cognitive Impairment 

20. During the last monlh, have 
you been bott1ered by little 
interest or pleasure in doing 
things'1 

Have you feli down, depressed, 
or llooeless? • Yes= 1 O 1\Jo = 0 

I f the answer to Question 20 is Yes, then ask: 
In the last two weeks, have you fe lt 
this way for most of the day, nea1·ly 

. every day? OYes 0l✓o 

Have you had prnolems sleepinq? OYes • No 

Have you lost the ability to enjoy 
thinqs that once were fun ? OYes 01✓ 0 

• Do you ieel you l1ave little value as a 
. person? OYes • No 

Have you had a s1gnifican 1 change 
in vour appetite? OYes O1\Jo 
21. During the last two weeks, how often have you had trouble 
concentrating 01 making decisions? 

/ LJNone at all = 0 • Frequently = 2 
Ooccasionally = 1 OEverydav - ') - .) 

22. ASSESSOR: 
Does the client have the ability to make decis ions independently? • Makes consis tent decisions =O • Requires cues/supervision 
Ofv1akes only simple decisions = 1 • Severely impai1·ed 
23, ASSESSOR: 
Does th e client appear to have short -term memory im pa irment? 
• None = 0 OHas frequent lapses =2 

• Mild = 1 • Severely im paired = 3 

=2 
= 3 

TOTAL SCORE: 

Impairment Level • LOW (Score O - 19) 

Comments: 

Assessment Completed By: 

• MODERATE (Score 20 -39) 

I 
V 

Scoring fa;- this section· 

Score 
I 

Responses 

0 All responses NO 

1 One YES response 

2 / Two or more YES 
r·esponses 

• SEVERE (Score 40 and above) 

Date Assessment Completed : _________________ _ 

! 
i 
! 

' 



City of San Antonio 
Elderly and Disabled Services Division 

Comprehensive Nutrition Project 

Client's Name 

DOB 

Center 

Home Delivered Client Reassessment Form 

Enter lhl' sc.:on: in the ;1pprnpri;1tl' box a, lht' rigli1 of" each question. 
Non!'=() f\1ilcl = 1 Severe= 2 Toti:!= 3 

I. 

') 

] 

LJ. 

5. 

(>. 

7. 

8 

9. 

Dn you h11ve any problems tal:ing a hatl1 o: showc.:r'1 

Can you cl1·ess yourself'1 

Exercise (wa lking only) 

Can you feed yourse lf1 (0-:lJ 

Can you siwvt yourself·. brush you1 teeth, shampoo ,incl comb you1 lrn1r'1 

Do you lrnve any problems gelling 10 the bathroom nncl using lhe: toilet'! 

Dn you lrnve !rouble cleaning yomsclrafLer using lhe batim1om'1 

Can you gel 111 and ou1 of your bed or ciu:m'1 

Are you able Lo walk without help? 

0. Can you clean your housc'1 

,an you do your own iaundry'1 [ ] washe1 [ drye1 

2. Can you fix you meais'.l 

3. Escort 

LJ. Can you do your own shopping? 

5. Can you rnke your own medicine'1 

6. Can you trim yam nails? 

7. Do you have any problems ke~ping your baiance'1 

8. Can you open jars'1 

9. Can you use the telephone? 

0. Do you ever feel sac! and depressed? I-low oflen'1 

l. ln general, are you happy with your life'l 

ADL IADL Other COMMEl\'TS 

2. Do you have !rouble sleepii1g lirnl causes problems for you or your fomily 7 How oftc11'1 ~-~--~---~--------­

]. (\.Vo1-ker's judg111e11t of client's overnll mental clarity/cognitive fu11ctions.) 

" -otal Score (Enter the total of all impairment scores in AD Ls, JADLs, & other) 

.J. For the following info1rnation COUl\/T the number of boxes with ;i score of I, 2 or 3 ancl enter in lhe appropriate box at right. 
ADL IADL 

COUNT OF AD Ls WITI-1 IMPAIRJv!ENTS (those with score of I, 2 or 3)------- ---/ ~ __ _ 

COUNT OF !AD Ls V-/ITH IMPAIRMENTS (those with sco re of I, 2 or 3 )--------------------------------



\/1st1i1l lmpamm:ill Yes No SDecify 

(Jlhe, lvlc:clicul Drng1wsis ------------------------------------------------

Prepa,cs Lu11cli'_! 

Ho1m: J lc,dih /\gcncy I\J,1m:· (i! rn1yj 

!'hone-

Servic.:ei: i'roviclec! 

Spouse 011 Prngr<1111 Yes 

N11mbc1 in household 

/\Jo 

Who'.1 

Client's Signature 

Staff Signature 

Title 

Date 

Zeviewecl & Approved by 

Whc, Prep,11cs Supper', 

I{ ;j ;/ 

Ti111c/Dc1ys 

No 

--------------------------------------
:f ;j :; :/ :; :J· :1 !J· :{ ;j :j· :i :{ :j :j :{ 

Elderly Service Supervisor Dale 



CiTY OF SAf\J t~•,NTOr~IO (COS/.\) & 
COMPREHENSIVE NUTR!TION PROJECT (CNP) HANDBOO!{ 

TITLE: Clie111 Confidentiality 

J>OL1CY: COS/>. shall maintain a co11ficlc11Lial iilt 011 e,1ch clienL and protect the conlcnL froir, u11aulho1·izecl 
personnel. 40 TAC 84 l(d) 

l'TWCEDURE: 
I. No cl ien t informalion will be disclosed in c1 form that identifies the person withou! the client's consent. unless 

requi 1·ecl by court mder 01 for program moniwring hy authorized personnel. 

1 Cl ient files will be 111ainlc1inecl in locked in file cabinets. The locked cc1bi11et will ht· sec:urecl in ,1 111anI1er to 
prntect the files from theft o; u11authorizccl pcrso1111el. 

3. Client files will contain 
a) Required intake fcmn 
b) Signed Panicipa11ls Ri'ghts and Responsibilities form 
c) Completed Nutritional RisL Assessment current within 12 mo11ths 
cl) Completed OHS Forni 2060 cuITent within 12 mo11ths (Home Delivered Only) 

4. C lient i11for111ation stored in the computer database is limited to pe1·s011nel with log-in access in accordinance 
with COSA AD 7.4 & 7_:., . (attached) 

7 



jDMJNI)TRA TIVE DIRECTIVE 7.4 Acceptable Use of Electronic Communications 
Effective Dare: l ✓ overnbe1 JO, 200S 
l{cv1s1or. Da1e(~): 

I. PURPOSE: 

This Administrative Directive prnvides guidance for the use of electronic commun ications 
syslems. includi11g electronic mail and i11tcrnc! access, operated and maintained by the City 
of' San /\ntonio. This Directive suprcffls anc! supplements Administrative Directive 7.5 -
Acceptable Use of' I nforniation Tech11ology. Nothi11g in this Directive supersedes 
provisions of' Directive 7.5. 

fl. POLICY: 

A. The City of' San Antonio provides e-mail services and internet nccess to its employees 
as tools to perform business-r·elated activitic::s. All ustrs of the City's electronic 
cornmunicar ions systems, including its internc! access facilities. arc responsible for 
using that technology in an appropriate ancl lawful manner. Any acti"itv performed on 
a workstation under an cmplovce's login [0 is presumed tn be performed ln 1 that 
emnlovec and is the responsibility of the cmnlovce. 

B. The City will manage its electronic mail records in accordance with Texas 
Administrative Code. Chapter 7, Sections 7.71-7.79 arid Loc:1:11 Government Code, 
Chapter 205, Sections 205.001 -205.009 (Local Government Bui leti ng, B, Electronic 
Records Standards and Procedures.). 

c: Mos! e-mail messages are not essential to the fulfillment of statutory 
obligations or to the documentation of the city's functions and may be deleted. 
These messages may include personal messages, internal meeting nc.1tices. 
letters of transmittal. and general FYJ announcements. 

"' Messages which do fulfill statutory obligations or document the City's 
functions are subject to retention and disposition requirements established by 
the Texas Administrative Code. 

C. The City's internet connection is a shared resource that serves all its employees and 
provides the general public with access to its web site. [nappropriate use of interne! 
resources reduces the usefulness of this resource to its employees and citizens. 

D. City electronic mail and internet systems are for· official business l!se. Users may make 
and receive personal comm unications during business hours that are necessary and in 
the interest of the City. While some incidental use (as defined in AO 7.5) of City­
managed Lechnology is unavoidabl e, such incidental use is no! a righ t, and should never 
interfere with the perfomiance of duties or service to the public. 

lIL DEFINITIONS 

A. Electronic mail record: An electronic government record sent and received in the forn1 
of a message on an electronic mail system of a government, including any attachments, 
transmitted with the message. 

B. Local Government Record Retention Schedules: Publications issued by the Texas State 
Library and Archives Commission under the authority of Subchapter J, Chapter 441 of 
the Government Code which establish the mandatory minimum retention period for a 
local government record. 

/'axe I C!/7 



ADM fNlSTRATJVE DIRECTIVE 7.4 Acceptable Use of Electro ni c Communications 
Effective Dme: )\/ovember JU, 2005 
Rcv1s1on Date(s): 

C. Records Management Officer: The person who administers the records management 
program established in each local govemme;1t under Local Government Code . Chapter 
201 Section 203 .026. 

D. Retent ion period: The minimum time that must pass after the creation, recording or 
1-c.:ceipt of a record m the f'ulfillme11t of' cenai11 c1ctions associated with a record. before 
it is eligible for destruct ion. 

IV. POLICY GUIDELI NES: 

Thi~; direclive applies Lo all use1·s of"thc City's electronic mail and imemet c1ccess systems 
who connect lo the City's netwod; in order to use those facilities. All elcctrnnic messaging 
equipment 01 technology that is owned m c1dministered by the City is included within this 
Directive's score. 

V. RESPONSU3ILI T1ES: 

Info rmation Tcchn olo~v Services Deoar-tment 

A Organizational responsibility for lhe development. implementation. maintenance, and 
compliance monitor ing of this directive is placed with !TSO and the City Clerk's 
orfice. 

B. fTSD and Human Resources will provide City departments with initial 
communication and training regarding application of this directive. However. City 
Department Directors are ultimately responsible for communicating the policies and 
standards established in this AD to all personnel in their respective departments and 
f"or ensuring compliance wilhin their respective departments with those policies and 
standards. 

C. ITSD is responsible for communicating the policies and standards established in this 
directive to all third -party users (contractors, consultants, agencies hav ing a 
contractual relationship with the City) and for ensuring their compliance. Those City 
departments who work with the third-party users are responsib le for identifying the 
third-party users lo [TSO. 

D. [TSO will archive undeleted messages after 90 days. 

E. !TSO may terminate e-mail services to any user if" he/she is found in breach of this 
directive. Serv ice may be restored Lo the employee fo llowing a written request by the 
employee's Department Director. 

Office of th e City Clerk 

In cooperation with the !TSD, the Records Management Officer will ensure that 
appropriate training and communication of the requirements for retent ion, maintenance, 
and disposition of records is made ava ilable for staff. 

Department Directors and Their Des ign ees 

A Departments are responsible for imp lementation, traini ng, and enforcement of the 
data classification standards defined by the Texas State Attorney General ' s Office as 

/Jn;;e 2 ofl 



AllMlNlSTRA TfVE DfRECTf VE 7.4 
Eficctiv~· Dntc. November JU, ::!00:i 
Re:vision Date:( s) 

Acceptab le Use of Clectrnnic Communications 

they apply to information swrecl on City-administered technology or equipment 
rncluding data retention ancl disposition. 

l:3. Department Di1·ectors art responsible for any disciplinary aclions 1aken against 
c:mployees who violate lhis policy. The Human Resources Dcpartmen( will provide 
guidance as required lo City departments regarding arprnpriate disciplinary actions to 
he taken against employees who violate this policy 

lLmrlovecs 

A. [mp lo yees shall, with guidance and training from the Records /vhinagement Officer, 
manage e-maii messages acco1·di11g to the City's approved relent.ion periods. 

B. Employees who voluntarily terminate employment. reli1·e, or are lransferred, will be 
r·equircd lo review their e-mail accounts with their supervisor. The employee's 
supervisor is responsible for ensur·ing that e-mail records are rroperly classified and 
stored, and tha! working or convenience copies arc disposed or· in the prescrihed 
manner. 

Human Resources 

A Human Resources will provide guidance: to departments for disciplinary actions 
2ssociated with violations of the directive. 

B. Human Resources will assist !TSO in providing training regarding this directive to 
cunent and future employees. Following implementation of this directive, Human 
resources will ensure that all new employees are provided a copy of this directive. 

C. The Human Resources Director will consult with the Chief Information Officer in 
approving any monitoring of systems for personnel reasons. 

VI. PROCEDURES: 

A. All electronic mail messages sent, received or stored on the City's systems are considered 
City property and may he read at any time. Messages may be furnished lo third parties in 
order to comply with requirements of the Texas Public Information Act. All internet 
activity is logged, and logs may be inspected at any time. 

B. Security and proprietary information 

1. The use of HTML formatting for e-mai I messages is prohibited. 

2. E-mail attachments that may constitute a risk to the City's technology environment 
will be removed from e-mail messages passing through the City's mail servers. 
Removed attachments are replaced by a message i ndicaling that they have been 
i'emoved and the header and text of the original message delivered normally. 

J . .A. spam message filter is used to reduce the transmission of chain letters, broadcast 
announcements, general advertisement postings, or any other message via e-mail to a 
group of persons not requesting the message. 

C. Unacceptable Use 

Poge 3 ci( 7 



ADMfNISTR.ATIVE DIRECTfVE 7.4 
Effeclivs Dale November· 10, :::!005 
Rel'tsion Dale(s): 

Acceptable Use of Electronic Communications 

The following activities arc prohibited unless perf'ormed in the course of legitimate _job 
responsibilities. Th e lis t belcl\,\ is by no means exhaustive, but provides a framework for 
activities which fall into the c2tegory of unacceptable use-

1. Engaging in c1nv activity Urnl is illegal under local, State, or Federal statutes or which 
violates City of San Antonio roiicics and Administrative Directives. 

2 Using, accessing, or transmitting pornographic or sernally-cxplicil materials .. 
offensive threatening, racial or hate language or images. 

J. Engaging in any 1orn1 of harassment, whether sexual or othei-wise. or sending any 
unwelcome personal communication. It is the perception 01 the recipient that prevails, 
not the intent of the sender. 

4. Any personal use thai interrupts City business and lhal 1-.:eeps an employee from 
per1orming his/her work. Emplovees should not use their City electronic ma il 
accou nt as their priman' perso nal e- mai l add ress. 

5. Extensive personal use 01 the internet for any non work-related purpose during 
working hours which decreases the employees productivity or results in decreased 
performance of the City" s interne1 foci I ities. 

6. Unauthorized downloading of and distributing of copyrighted materials. 

7. Downloading or copying music, photographs or video materiai, including such 
material that has been obtained legally, onto City computers or servers. 

8. Downloading and/or installing executable program files from the internet without the 
approval of !TSO. 

9. Unauthorized reading, deleting, copying, modifying or printing electronic 
communications of another user. 

10. Using the City's electronic mail or internet systems for private gain or profit. 

11. Using personal software which allows peer-to-peer communications between two 
workstations (eg., online chat, KaZAA, etc.). 

12. Using instant messaging through publ ic service providers. 

13. Using City systems ro, personal access to auctions (such as e-Bny). 

14. Sol iciting for political, rel igious, or other non-business uses not authorized by the 
City. 

15. Accessi ng non-business related streaming media, including internet-based rad io. 

16. Access ing any non-busi ness related application wh ich maintains a pers istent 
connection to the internet, such as "Weather Bug", stock tickers, etc. 

17. Usi ng City electronic mail or internet facilities for pol itical purposes, including 
voting. (This does not include the use of equipment for public vot ing at C ity 
facilities). 

18. lnc luding emai l "tag lines" or personal quotat ions other than ones that state the 
miss ion of the City or the user's Department. 



ADMINISTRATfVF DfRECTf\lE 7.4 Acceptable Use of Electronic Communications ----------~-----------------
Effect/Vt' Date November J(J, 2005 
Revision Date(s): 

19. Se11di11g 01 f'orwarding.iunh e-mail . chain letters, or other mass mailings. 

20. Sending m rl.'.ceiving e-mail through non-City managed e-mail systems (e.g. Hotmail 
01 Yahoo) while at wmk. 

\Ill . RETENT10N AND DISPOSITfON OF C-MAIL 

The City· s approved Dcclarntio11 of' Compliance with the Local Covernment Records 
Retention Scheduks establishes 1·ecorci series and the retention period ror each series. lt is 
the content and function of a11 e-mail message that determines the retention period for that 
message. All ::--mail se!lt or received by a government is consiclerecl ,1 government record. 
Thcr·efme, all e-mail messages must be retained or disposed of according to the Ci~y's 
retention requirements. E-n1ail systems mus! meet the retention requirement f'ound in Texas 
Administrative Cod::, Chapter 7, Section 7.77. 

Employees and their supervisors should seek guidance from the Ciry' s Records management 
Officer if there is c1 question concerning whether an electronic message should be deleted. 

\'Ifi. PRJ\'ACY AND MONfTORINC 

A. The City does not routinely monitor the content of electronic communications systems, 
but may do so without notice. City systems may be monito,ed to suppor1 operational, 
maintenance, auditing, security and investigative activities. including enforcement of this 
Directive, legal requests. public records requests. or other business purpose. ITSD staff 
may monitor network infrastructure, servers and workstations for the purpose of 
maintaining system reliability, availabiliry and security. 

B. Only Depa11ment Directors or higher may request access and monitoring of City 
administered technology or communications systems for employees under their 
supervision. Unauthorized monitoring or reading of electronic communications systems 
or their· contents violates this Directive. 

C. Any request to monitor must be approved by the Chief lnfonnation Officer (CIO) and 
the Human Resources Director prior to the commencement of monitoring. 

D. To obtain the necessary authorization, a written request from the requeslor to the Human 
Resources Director must include: 

I . The stated purpose for accessing and/or monitoring. 
2. A specific description of the systems or content to be accessed or 111oi1itored (e.g. 

the name of the mai !box eam1arked !or review - exactly as it appears in the e-mail 
di rectory). 

3. Name and phone number of the employee in the requesting dcpartmem who is 
responsible for coordination of the request. 

E. The Human Resources Director will forward the request to the C!O for concurrence. 
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ADMIN!STRA Tf VE fHRECTfVE 7.4 - --- Aceeptab le Use of Eleetron ic Comm unicat ion~. 
t:ffcct1ve Date Novcmbe; 10 :wus 
Revision Date(s): 

F. The CIO will assign stafl from ITSD Lo assist 2.s m:cessary with any authorized a:::cess 
and nwnitoring acLi\'ities. 

rx. INTERNET FILTERING AND WAfVER REOLIESTS 

The City uses filtering softwa re Lo block access tci certain internet sites tlwt have been 
deLerm,necl by the Management ·1 earn to be i11:::onsis1ent with most employee job 
responsibilities and other City policies. Ther·e nrny he specific ci,·cumstances in wh ich 
block in g is too restrictive lo allow an employee or group of' employees to adequately perf'orrn 
thei1 dut ies. In these cases. a waiver from the policy must be requested. To ,·equest a waive,·: 

A Employee shouid complete the on-lint site: access request f'orm that is available when 
attempting to access a blocked site. 

B. The Ch ief information Officer or his designee will review the ,eq uest in a timely manner, 
and will verify the business need with the employee's Department Director or­
Management Team rnembe,· as may be apprnpriate. The Ch ier ln formation Officer may 
requesl guidance from Human Resources and/or Legal Departments as may be necessary. 

C The approved request wi II be maintained by !TSD. 

D. lf the requested access will allow an employee to perform activities which are nomiali y 
prohibited by City policies. the empioyee·s Departmern Directo,· must submit a request 
for waiver in writing to the Ch ief Tnforniation Officer. The waiver request must include 2 

statement that the Department Directoi· is aware of any increased risks that \Viii result 
from the waiver, and has added appropriate controls to adequately reduce the add itional 
ri sks . 

X. DISCIPLINE: 

A. Failure to comply with this directive will result in disciplinary action in accordance with 
the Municipal Civil Service Rules of the City of San Antonio, Rule XVII, Section 2. 
Discipline will be evaluated and based upon the numbe1· of violations and severit)1 of the 
inc ident. The Human Resources Departmcn! must be consulted by a department when 
assessing the apprnpriate level of discipli!1ary act ion. 

B. Employees who fail to follow and administer this directive will be disciplined under the 
authority of the Department Director. 

C. This Administrative Directive does no t supersede the Department Director's authority 
over the detern1ination of final disciplinary actions taken, part icul arly in cases where the 
safely of the general publi c or City employees are significantly compromised by an 
infraction of this Administrative Directive. A Departrnen! Director may choose to assess 
more severe disciplinary action against an employee depending on the severity of the 
infraction. 
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Effective Date: November JO, 2005 
f<cv1s io11 Da te(s) 

This directive supersedes nll previous Cf,n-espondence on thi s subject. Information 
and/or claritica(ion may be obUtincd b) contacting the fTSD Department at 20 7-8301. 

Aprr-oved by: 

/ I 
/; /.( 

/) 

Da le 

Da le 

Date 

l'oge7 n(l 



CITY OF SAN _b,J\TTON10 
OFFICE OF THE CITY fvIANAGER 

INTERDEPARTMENTAL CORI'illSPONDENCE 

TO: Mayor and City Council 

FROM: Sheryl Sculley, City Manager 

SUBJECT: Administrative Directive 7.5 - Acceplablc Use ofl.nformalion Teclrnology 

DATE: November l 7, 2005 

Atlached please find a copy of Administrative Directive 7.~ - Acceptable Use of Information 
Technology which outlines appropriate use of City-provided teclrnoiogical systems by 
employees and users who access the City's networks. This directive will become effective on 
December l. 2005. 

Allhough your aides and assistants are not employees of the City, l asL that you please share this 
policy with them and request that they abide by its guidelines. As users of City-provided 
technology and S:,1stems, they also have a duty as public servants in utilizing these tools 
responsibly. The Infonnation & Technology Services and Human Resources Departments are 
available to provide briefings upon distribution of the directive, outlining its requirements and 
providing for clarification or additional explanation . Should you wish such infom1ation to be 
presemed to your employees, please contact Sharon De La Gana, Director of Human Resoui-ces 
at 207-4016. 

This is an impo1tant initiative and I greatly appreciate your support in empnas1zmg its 
significance to your employees. Should you have questions or require additional infomrntion, 
please contact Michael Armstrong, Assistant City Manager/Chief Infoirnation Officer, at 207-
6910. 

40~~/:J~ 
Sheryl Sculley U 
City Manager 

Attachment 



CITY OF SAN ANTONIO 
OFFICE OF THE CITY MANA GER 

INTERDEPARTMENTAL CORRESPONDENCE 

TO: Executive Team 

FROM: Sher_yl Sculley, Cily Manager 

SUBJECT: Administrative Directive 7.5 - Acceptable Use of information Tectrnology 

DATE : November 16, 2005 

Technological systems and software are provided lo City employees to assist them in 
accomplishing their tasks and objectives to serve the citizens of San A11tonio. Employees who 
utilize this technology must be aware of its acceptable uses and understand their responsibilities 
as public servants in utilizing these tools. Administrative Directive 7.5 - Acceptable Use of 
Information Techno logy (attached) outlines these uses and responsibiiities, anci provides 
employees with guidan::;e regarding the suitable use of tecllJlology in the City'.:: organi:ation. 

Deoartment Directors must distribute this directive to all empiovees in their department who 
utilize Citv-provided technology no later than Thursdav. December 1. 2005. Departments who 
cannot meet this requirement should contact Sharon De La Garza, Director of Human Resources, 
at 207-4016, to provide a reason for the delay and an alternate date when policy distribution will 
be complete. The Infom1ation & Technology Services and Human Resources Departments are 
available to provide briefings to your employees upon distribution of the directive, outlining its 
requirements and providing for clarification or additional explanation to employees . Staff from 
these departments will contact your office shortly to coordinate this effort. 

It is the responsibility of each director to ensure that every current employee who utilizes City­
provided tecru10logy submits a signed acknowledgement that they have received and read this 
directive, which must be filed in the employee's depa1imenta] personnel file. As other 
employees are provided access to tecru1ology, the director must ensure that these new employees 
are also provided a copy of this directive. New employees will be given this policy by the 
Human Resources staff, with signed acknowledgements forv1arded to the hiring department for 
filing. Any disciplinary action considered by the departments as a result of poi icy violations will 
require consu ltation with the Human Resources Department prior to proceeding with final action. 

This is an important initiative and I expect all directors to emphasize its significance to 
applicable employees . Should you have questions or require additional info1111ation, please 
contact Michael Annstrong, Assistant City Manager/Chieflnfonnation Officer, at 207-6910. 

~J 
Sheryl Sculley 
City Manager 

AUacbmenl 



ADMINISTRC\Tf\TE DIRFCTI_VL 7.~ /c,~::er,lnhk Us(• of lni'ormatifJn Te~linui, ,u, 
Effective D11tc: Decernher 1, 2CJ'.!5 
Revision Datc(s). 

l. PURPOSE: 

The purpose of this Acirninistrnlivc Directive (AD) is lo rrovicie guichrnct reprcling tilt· 
accepwblc use of comrule.i equ irrnenl, nu works and othei iniormalion lcclrnology hai'ciwarc 
ancl sofiware in lhe City uf'Sc.111 A11lo;1ic1 ("City"), 

IL POLICY 

A. Tk· City prc1v ides access lo its Lech no logy systems lo 8:;sisl technology use:·s 1n perform ir,f' 
lhei, dut ies efficiently ancl effectively. Inappropriate use of inforrmilion technc1IC1gy expc1sc:; 
the City lo intemai and external risks and may reduc(" the effectiveuess of lhCJse :;yslcn:s. 
All users of City-owned and managed inforrm1t ion technology arc responsible for using U,at 
technology in an appropriate and laviful r.1arrner. ,Any activity performed on ci worksLation 
under an emp!oyee·s login JD is presumed lo be pe,formed by Llrni employ~e. 

B. There should b:; no expeclaLion of pr1vacv in the usc of City-c1dminist.crt.d technolc1gy or 
~quipment. Due to the City·s need lo protect resources and assets. and 1t~. obligation lo 
compiy with Texc:s Publ ic Info~mation Act (ChapLer 552, Texas Government Code) open 
records requirements, there is no expectalion of confidentiali'.y of infom1ation main~cined 
on any storage or netwod: device belonging to the City unless it is specifically proltcted by 
law f;·om disclosure and then only lo the extent of thal legal protection . 

C. ,4.11 informat ion generated by o, stored on city-provided equipme;1t is the property of the 
City of San Antonio. There should be no expectation of confide,ntiality with rebard Lo any 
fi les, inclu ding email, stored on any Ciry-managed computer. 

D. Technology users shall use City-managed technology for official busi ness, but may make 
and recei ve personal communi cations, includi ng le lepho ne calls dur ing business hours, thal 
are necessary and in the interest of the City. Whi le some incidental use (as defined below) 
of City -m anaged technology is unavoidable, such incidental use is not a right, and shou ld 
never in terfere with the perform ance of duties Oi service lo the publ ic. 

E. Thi s Di rective wil l support ex isti ng and fo rthcoming lechno logy-re lated Direclives, and 
will app ly Lo all users 01the City's information technology and networks un less otherwise 
specified in thi s documenl. 

III . DEFINITIONS: 

A. Cit y: The City of San Anlo ni o, its depaf'lmenls and agencies. 

B. Cilv-adm iniste rccl technology or eq ui pment: Any techno logy or eq ui pment tl1at is used 
and/or m2m1ged by th e City even if th e City does not own sa id technology or equ ipment. 
City- managed technology incl udes tech nology or eq uipment owned by lhc City, on loan Lo 

lhe Ci ty, fu nded by gran ts, leasecl by the Cily, clc. Tech nology includes, but is not limited 
lo, computers, mobi le commun ication dev ices, telecommunicat ion dev ices, servers, 
networks, softwa re, da tabases and e-mail messages. 
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C. DSS: The person who is filling th::; ruk of ttchniec.1' special isl for 2 cicpurtrnent. This rnlt 
is typ ica lly callee! a Deparlmenl System'> Sp:::ciaiisl (DSS) or Departmenl Sysler~~s Manag'.:',i 
(DSM). 

D. E-mai l sroofing: Forgi ng an e-mail header lo make ii appe,~1 a;.; ii ii u rnK· irc,m someone 
other tha n the actual source. 

E. Ftcieral st;ilules: The laws CJi lhe Un itecl Stales ancl/01 Lile country where the usc:r is 
loec1tecl. 

F. ln cicl enlal personal use: Any personal us~: of Cily-ownecl or manag'.:cl leclrnology llrnl 

o) cloes not cr1use any aciclilional expcns:, lo the: Cily; 

b) i~; infrequc:nl and brief; 

c) does nol have a negative impacl on overall employee produclivily; 

cl) does not interfere with the normal operations of an employee's cJeriar1me11t or work 
unit; 

e) does nol compromise lhe City in any way; 

fJ does nol embarrass eiLher the: Ci:y o: lhe em;:iloyee; 

g) does no t contravene other eleme.nts of this po li cy: and 

h) serves lhe interests of the City in all ow ing employees Lo address important persor,al 
matters which cannot be addressed outside of work hours witbout leaving the 
workplace. 

Examples of personal communi cations that could be in the in te rest of the City 
include: 

a) communications Lo alerl household members aboul working !ale or other 
schedule changes; 

b) communications lo make alternative child care arrangements; 
communications with cloclors, hospital staff, or day care providers; 

c) communications Lo determine lhe safely of family or household members, 
parlictclar!y in an emergency; 

d) communications lo make funeral arrangements; 

e) communications Lo reach businesses or government agencies that can only 
be contacted during work hours; 

f) commun ications lo arrange emergency repairs lo vehicles or residen ces. 

City departments, in consultation with the Human Resources Department, may 
determine whether a use is personal or business and if usage is personal, whether ii 
is incidenlc1l. 

G. ITSD: the City's Information Technology Services Department or successor agencies. 
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H. u,u1l staLuu.:s: Trn: ordinances:, slalut::s, anci law:; of tht City, B~:>:cir County ancl/o; Lhr-, 
municipality u; county where.: the use: 1~. loca(ccl. 

I. Ma/ware Shorl fo; mal icious sof1w<.1rt, sofiwart clcsignecl specifically lei damc.:ge or 
disrupt a ~:yslcm, such as a virus, worm, Trojan horse, 01 e-mail homb . 

.J. Network: A grnup of two or mo re computer syslcrm linked together lo facililale 
comm unicatio1,, data sharing ailcl prnc;es.,ing among lhc systems. 

K Phish inr:~ The ac: of send ing a11 e-nrnil falsely claiming lo h:..: i.ln tswblisk~cl kgitirnat'.:.: 
enterprise in an attempt Lo rrnrn ipulale someone into ~;urre 11 der i11 g private i11fc,nrn1ticJ!i th,!1 
can he ust:.cl for iclent iiy thefl or other malicious purposes. The e-mail directs the re:c[:ivGr 
lo a web site that appears Lo be owned by the legillmale enterprise ancl usks fo1· privalt 
information Le, he used in identity lhcfl or other mal icious purpose. 

L. Public access terminals: Computers provided by City fo; use by the: gcneru! publ!c. 

M. SDam (called "unsol ici ted commercial e.iec[ron mail messal:es'·· as it is defined bv thi:0 Stale 
of Texas statutes): A commercial electron ic mail message sent ·,vithoul the consent of lil:: 
recipient by 2 person wiLh whom the recipient does not have an esu1blished business 
relationship. The term does 1101 include ele.ctronic mail sent b) an orgw1i:.:aLion using 
electronic mail fo, the purpose of commun icating cxclusiveiy with members, e;1iployc.:cs. or 
contractors of lhe organizat ion. 

N. Srnte statutes: The statutes and laws of lhe state of Texas and/or the stat~ where the usei is 
located . Where statutes from two states conf1ict, the slatutes of the Stale of Texas shall 
take precedence. 

0. Technology user: Any employee, contractor, consultant, parl-time or Lempora,y employe::. 
who uses City -admin istered technology or equ ipment, and anyone accessing the City's 
netwo rks, exclusive of the City's web pages. 

IV . POLI CY GUIDELINES: 

This Directive appli es lo any party us ing city -owned or city-managed Lech nology, or any pai·ty 
conn ecting Lo lhe City's networks. All equ ipment or technology that is ow ned or admin istered 
by th e City is incl uded with in th is AD's scope. Pubiic access terminals provided by the Ciry 
arc not in cluded in the scope of Lhis policy, except where those terminals c1re used by City staff 
Lo access the City 's netwo rks. 

RESPONSIBILITIES: 

Information & Techno logy Serv ices Department 

A. Organ izati onal responsibility for the development, implemcnlation, 111c1 inlenance, and 
compli ance monitoring of requ irements establ ished in this Directive is placed with the 
ln formali on & Technology Serv ices Deparlmenl (ITSD). 

B. fTSD, along with the Human Resources Depmlmenl, wil l prov ide Cily depar tm ents 
with init ial commu ni cation and tra ining regard ing th is Directive. However, 
Department Di rectors are ul timately respons ible for communi ca ting th e po li cies and 
stancla rds eslc1bl ished in this Direct ive to all perso nn el in the ir respect ive cleparl.me nls 
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and for ensuring compliance within their respec!ive dcpa:"lments with those policies 2nd 
standards. 

C. ITSD may disconnect any compute;- from the City networ1: at an_, Lime if continued 
connectivity constitutes a threat to the City or City-administered technology or 
equipmem. fTSD will attempt to contact the DSS responsible for the computer piiOi lo 

clisconnectmg 2.s long as such notification docs not :J.llow further degr2.1ciation or the 
City-administered teclrnology or equipment. Such notification will be made af1er the 
disconnection if prior coordination V,.'2S not possible. 

Denartment Directors and their dcsi!!nees 

A Department Directors are responsible for any disciplinary action taken aga inst employees 
who violate this Directive in accordance with section VI. The Human Resources 
Department will provide guidance as required to Cily department:, regarding appropriate 
disciplinary action to be taken against employees who violate this policy. 

Offic'.:: of the Citv Cieri< 

A. The Office of the City Clerk is responsible for the creation. maimenance and 
administration of all rules regarding the classification and protection of information 
stored on City-administered technology or equipment. 

Emplovees 

A. Employees are accountable for the proper use of City-ovmed technology, and should be 
aware that they are responsible for any information that they generate or distribute 
through the City's technology systems. Any activity perfonned on a workstation under an 
employee's login ID is presumed to be perforn1ed by that employee. 

B. Employees should be aware thaf all information generated by or stored on city-provided 
equipment is the property of the City of San Antonio. There should be no expectation o:; 
confidentiality with regard to any files, including email, stored on City computers . Any 
materials stored on City equipment may be monitored and reviewed by City management 
at any time. 

C. Employees should be aware that most information generated and stored on City-provided 
equipment is subject to applicable open records laws. 

Human Reso urces 

A. Human Resources will provide guidance to departments for disciplinary actions 
associated with violations of the Directive . 

B. Human Resources will assist fTSD in providing training regarding this directive to 
current and future employees. Following implementation of this directive, Human 
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resources will ensure that all new employees are provided a copy of this directive ancl 
complete the attached acknO\vleclgemenL. 

C The Human Resources Directo, will consult with ti1e Chief Information Office; in 
approving any monitoring of systems for personnel reason 2. 

V. PROCEDURES: 

A. General use and ownership of information technologv 

I. City-administered technology ancl equipment is f'or use in conducting City business 
with the exceptions noted in this Directive. Technology users should be.: aware that the 
data they create, receive. or forw,:u-d on the City's sysLe111s remains the property of the 
City. 

2. Incidental personal use (as defined in this Directive) of City-administered technology or 
equipment is permissible as long as it does not interfere with the performance of 
assigned duties, does not have 2 detrimental effect on Ci1y infornrntion technology and 
syslems, and is not prohibited by this policy. Personal use should be limited to those 
necessarv activiLies described in the definition of "Incidental Use" above. 

3. Supervisors are responsible for mo11itorin1:; the incidemal personai use of information 
technology by their employees. If departmental management detennines an 
employee's usage is not allowable as incidemal personal use, management should 
notify the employee immediately. Continued unacceptable personal use by that 
employee shall be disciplined in accordance with sect ion VI. lf an employee 1s not sure 
usage is acceptable, he/she should consult his/her supervisor for guidance. 

4. There should be no expectation ofpriYacy in the use of City-administered technology 
or equipment. Because of the City's need to protect its resources and assets and its 
obligation to comply with Texas Public Information Act (Chapter 552, Texas 
Government Code) open records requirements, there should be no expectation of 
confidentiality of information maintained on any storage or network device belonging 
to the City unless it is specifically protected by law from disclosure and only then to the 
extent of that legal protection. 

5. The City does not routinely monitor employee use of City-owned and managed 
technology. However, the Chief Information Officer or his/her designee may monitor 
Ci ty-administered technology or equipment at any time for sec:urity, network 
maintenance or audit purposes, with or without consent of the technology user. 
Monitoring of technology usage for personnel-related matters shall require the approval 
of the Chief Information Officer and the Human Resources Director. 

B. Security and proprietary information 

l. Information stored on City-administered teclrnology or equipment should be classified 
in accordance with federal, slate, and local statutes, ordinances, and policies regarding 
the confidentiality of the information as prescribed by the Office of the City Clerk. 
Employees should take tbe necessary steps or fo ll ow prescribed processes to preven! 
unauthorized access to confidential information. Unclassified information should not 
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be r::ieasd lo non-City enli~ies wilhoul authorizalion anc! appiOl'a! by lht Cily 
Mar,ager's Office. 

Ernployu::s rnusl cumply with iii/ City Directives rt.[.:arciing use of information 
lcclino!cJgy, including forthcoming Uir~:clivc.~ dc:L:.:cl lo: 

a. Eleclronic Communiu1l ion; (t-mail, voiu-:. anc: inlcrne::t) 
b. Password Managernenl 
c. Securi1y 
cl. Dalc1 manc1gcrnen! ancl Classification 
e. Monitoring 
f. Remole Access 

3. All per·sonal computers, laptops and workslalions should he protected from 
unauthorized acsess when the system is unallendeci. The recommended method of 
securing the device is with a password-protected screensaver (with Lhe auLomaLic 
activation foature set lo 15 minutes Oi less) 01 by mcrnualiy loci:ing the device (Cu·l -.6Jt­
Delele fo1 Windows 2000 01 XP users). Device~, rhat cun110: b'.'. locked 2.s dcscritx:c 
above shouid be seemed by logging off the devices or turning thc.m off. 

4. Employees mus! take reasonable and necessar_1 precautions to secure and protecl 
portable devices. Proleci portable devices in accordance with the following guidelines: 

a. Laptops and other portable devices used in an office setting should be Jocked in 
a drawer or cabinet o, should be secured Lo tht desklop with c:: device 
manufactured for lhal purpose. 

b. Users should relain physical contact with all portable devices in areas v,rhere Lhe 
risk of lhefl is high such as airports and ho~e!s. 

c. If a portable device must be left unattended in a vehicle, il should be locked in 
lhe vehicles trunk or otherwise secured and prolecled from plain view inside the 
locked vehicle. 

d. Portable devices should never be lef! in a vehicle, even if locked and ou l of 
sight, overnight. Reasonable precautions should be taken lo prolecl the device 
when traveling, even if lhe travel is local. 

5. JTSD regularly maintains operating systems, updates anli-virus software, and applies 
security patches by sending those updalcs during lhc evening hours lo compulers 
attached lo the network. When an employee leaves for the clay, he/she should log off 
from his/her compulcr, bul should lcc1vc Lhe computer Lurnecl 011 and allached lo lhe 
network. Because laptops may be secured during non-business hours and may nol be 
connected to lhe nel·,vork when updates arc sent, users should work wilh their DSS lo 
ensure updates lo portable devices arc inslalled in a timely manner. 

6. All technology devices used by a Lechnology user to connecl lo Lhe City's networks 
shall continually cxecule approved virus-scanning software with a current virus 
definition file. This includes employee-owned equipment atlached Lo the City's 
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networks tmough i·erncJt~ acccs~ tecirnologies. The. Ci!y is nol responsible for 
providing lhe rt.quired virus-s~:arrning soflwar~ for employce-own~d compuLcr.,;. 

C Urrncccptabie use 

Tiit following ,,ctivities a;·:: prnhihilccl unicss performed in the course:: of ltgilirnalt. jcib 
respo11sibililies. Thl' list belov. is by 11c, means exhc.Juslive, but provides c1 fr2mewori fur 
activi1ics which fall intcJ lhc calcgorv of unaccc;iud,lc: use: 

I. Engaging in any ,1c[ivity llrn1 is illegal uncJc, local, stale, or fcclcrnl stc1Lule.~ 01 which 
vioiates City of San Antonio policies and Administrative Directives; 

') Accessi11g, displ<1ying, sloring or transmitting malenal that is ofk11sive in nature, 
including sexually expliciL materials, or any Lexi or image tha! can be ::::onsic!erecl 
threatening, racial! y offensive, o; hale spee:::h. This includes any images, lex I, files, etc. 
sen! via email lo co-workers or oulsidc parties. Accessing, storing, d isp!aying, or 
LransmiWng pornographic: mciterials using City-owned and mnnaged technology is 
strictly f'orbidclen; 

3. Anv personal uses thal interrupl City business, o, which prevents an employee from 
performing his/her work. Employees should not use City e-mail ilccounts as lheii 
prirna1y personal e-mail address. City systems shall noi b;:, used Lo chat online, "biog". 
oi shop online; 

~- Violating any copyright, trade secret, patent or other intellectual property, or simiiar 
laws or regulations, including, but nol ltmited lo, the installation or distributio:1 of 
"pirated" or other software products lhal are not appropriately iicensed for use by the 
City; 

5. Unauthorized reading, deleting, copying or forwarding of electronic communications of 
another, or accessing electronic files of another without authorization; 

6. Sending SPAM to either internal or exlernai panies; 

7. UnauLhorized duplication of copyrighted nrnterial including, but not iimileci Lo, te):I anci 
photographs from magazines, hooks or other copyrighted sour:::cs, copyrighLed music 
and/or coryrighlcd movies. Copying or inslal l ing copyrighted soflwarc for which the 
City or the end user does nol have an active license is no! permitted; 

8. Exporting software, technical infornrntion, encryption software or Leclrnology, in 
violaLion of intcrrwtional or regional cxpo rl control laws; 

9. Maliciously introducing malware or similar programs into lhc network or server; 

rn. Revealing a City account password Lo others or allowing use of a Cily account by 
others. This includes household members and visitors when work is being done al 
home. Revealing a City account password lo an authorized lcchnician during 
troubleshooting procedures is nol a violation of this policy. In such a situation, a new 
password should be established as soon as possible after the problem is resolved; 
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l i. Making frnuciulen! CJffer:, CJ! products, items, en scn'ices Oiigim1ling irom any ri1y 
iJCCOllfli 

12. Using Ciry-ow11ed lechnulogy fm poiiLiu1l c1clivi1y, priv,ile gain, gambling. shopping, 
ga1r1es o; olhti cnlena1nmenl, or ,:ny olhc1 1101,-business function unlc!:s ;>crmilltcl by 
thi:c. D1reclive; 

13. Causing securi!} brcache.s Oi clisruplions of Cily communications. Stcui·i1y breaches 
include, hul ,rre no! limileci lo 

a. ..L\ccessir,g dal,r which the employee is nol ,1ulhorizecl Lo access or logging into a 
server or :1ser ac::::ounl Lhal lht cmplc1yee is not express I y aullwr-i:z.ed lo r1ccess; 

b. Causing ne!work ciisrnplions fen m,Jiicious purposes including, bu! no! limited 
lcJ, 11c1work sniffing, ping floods, packel spoofing, denial oi service, and forged 
muling information for malicious purposes; 

c. Pon scanning or security scanning for malicious purpo:;es is prohibited. Non­
malicious scanning llrni is pan of a City-sanctioned security process is allowed. 
IT.SD should i-1c nolifit.d prior lo any such scanning; 

c. Circumventing user c1ulhentication or security of any device, network o, 
account; 

t. Maliciously inlerfering with or denying service through denial of service atUrcl:, 
or other means; 

1. Using any program/script/cofilmcrnd, or sending messages of any kind, with the 
inlent to interfere with, o; disable, another user's device or session, via any 
means, locally or via ihe City's netv,1ork: 

g. Adding/removing hnrdvvare components, attaching external devices, or making 
configuration changes to information technology devices without approval by 
!TSO. 

VI. DISCIPLINE (if applicable): 

A. Failure lo comply with this Directive will result in disciplinary action in accordance with 
the Municipal Civil Sc:rvice Rules of the City of San Antonio, Rule X\/fl, Seclion 2. 
Discipline will be evalualed and based upon the number of violat ions and sever·ity of lhe 
incident. The Human Resources Department must be consulled by a deparlmenl when 
assessing the appropriate level of disciplinary aclion. 

B. Employees who fail Lo follow and administer this Directive will be disciplined under the 
authority of the Department Director. 

C. This AdrninisLrntive Directive does not supersede the Department Oi1·ector's authority over 
the determination of final disciplinary actions taken, particularly in cases where lhc safety 
of lhe general public or City employees are significantly compromised by an infract ion of 
this adminislralivc Directive. A Deparlrnenl Direclor may choose lo assess more severe 
disciplinary action against an employee depending on Lhc severity of the infraction. 
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This Uirectivt rnpt:rs'.:dl:s ali prt\'icJU~ corr~spondtnct· 011 Lhis sub/:cL. lniorrnution cincllw 
cfar·ifi u1f:ion nm:,· in· olituinecl by conwcLing (ht JTSIJ Dtparlmenl at 2.07-i;:Hll. 

/l 
Hugh /v1illcL)Jr., Interim tii,ec!CJ! IT.SD D,1!~ 

/1 Apprnvecl by: , 1 
I I 

~ 7 / / 

1./l / I ·/ / / / /--
t I /,1-{/f,✓,A_, / '(,·111':A /{p,--v,q 
Michael /\.rm1slrong. Chief lr1form2!i9y( Uffiu:.1 

l/ ~ / J - ···-CJ.J 

Dc1te 

Sheryl Sculley, Cit) M:i'nage1 () Date 
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City of San A;_ ntonio Poncy 
Acceptable Use of informabon Techno~ogy 

Employee Receipt 

This form must be signed by each current and new employee. 

I acknowledge that I have received Administrative Directive 7.5: Acceptable Use 
of Information Technology. I recognize that, as a user of City owned or managed 
technology, I am responsible for following the provisions of this Administrative 
Directive. I understand that if I am found to be in violation of this written po!icy, I 
may be subject to disciplinai-y ac tion . 

Name (printed) _________________ SAP t- _____ _ 

Signature: ___________________ Date: _____ _ 

Copy to Employee 
Original to Departmental Personnel File 
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COMPREHENSIVE: NUTR[T!ON PROl,JECT (C~JP) HANDBOOK 

TITLE: Client Contributions ar1ci Hancliing h·og;·am !11cnrne 

POLICY: COS.A shall prnvidc an oppcrtunit_,. and c: rnr::mi.; fo1 ci1e11t; tc1 make ,1 voluntar·_,· conu·ibu1io11 for all or pan 
or the cost of thei1 serl'ice. 40 TAC/(4. 1 (i I and CCJSA AD 8. I C,:sh Hanel! ing. (Attached) 

PROCCDURE: 
I. Durin~. the initial intake. each c;i1e11r will be giv'.::n ,1 cop\' oi"the f-'anicipa11b IZighrs ancJ Responsibilities form 

that Olltlines the client's right tc, nrnke:: a wntribution. 

Each eligible client can mah· 2 volu11tar1 comribu1io11 lo C::NP. 

3. Clients will nol be cb1iecl \ervic:es due Lo ihei; i1wbili1y o; refus,!l Lo make,, co111rihution. 

4. Ciie11t comr·ibllliom ,ire cons1cier::-:d l'rngrain lncomc ,lilC will be usec! Lo i11crease support. or expand the 
provided service. 

5. All clieni contribULions will be confidential. CNP will protec: the p:·ivacy of each par1icipan! 'Nith respect to 
his or her rnntr·ibutions. 

6. Contribujons wiil be deposited 111 a locked co1mihution bm, located in the dining room. 

7. Comributions will be counted and verified bv two ~1ersons ciaily ar the close of business and recorded on the 
deposit record. 
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ADMINISTRATIVE DIRECTIVE 8.1 CASH HAl~DLlNG 
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!. PURPOSE:: 

Thi~ .. 1\clm;nistrative Directive (A.D.) defines and outlines policy v.·ith n:specl tu rc:ceivi:-1g 
handling. safegumcling. and depositing of City of San Amonic ("Cir/') funds. Ci:!sh 
!rn1icliing comrnl:;, as outlined ill li1is /,ciministraU 11c Directive, havt been adoptec fo:· 

uniform application in all derartments Thtse contrnis a::ldress the decenrrnlized nawr·e of 
the rccc:ipting and dcposiling prc,ces:; whiie providinf,; /or sta!1darclized training and a 
pe!icidic 1·cvicv-· of casi1 collected and 1·eportecl. 

f!. POLIC\': 

All employees of the City, including uniformed employees. in po:,iLiom designated h) the 
Finance Department as having cash :iandling responsibilities shall conduci all cash 
handling activities in compliance with rules and gu idelines set fo:-th by this Adrninistrative 
Directive and by their respective depanmental c2sh handling procedures An 
a::Lnowledgemenl form is required to be completed/signed bv each employee classified as 
2 cash handle, tc, ensure they have u full uncie:-standing of thi~. poiic/ (Atla-:::l'uncnl A; 

All Cir:' denar1ments having cash handling responsibilities sh,:.11 maintain, r:::viev,'. anc 
update respective dep;I;·tmentai cnsh i1and!ing procedures to assure compliance with friis 
Aarninistrative Direct;ve. An)' deviation(s) from this Admini.suative Direcrive mus'. be 
approved by the Finance Department and detailed in departmental cash hand)1I1g 
procedures. 

Ill. DEF[NITIONS: 

A . Cash Equ ivalents: Checks, money orders, travele;·'s checks, crediUdebit cards, and 
event tickets. 

B. Casb Handler: All full-time, part -time, seasonal or tempornry employees whose job 
description includes responsibility for receiving, transmitiing, safeguarding, and/or 
depositing of City funds . 

C Cash Handling: The receiving, transmitting, safeguarding, and depositing of all 
funds received by the City, whether coin, currency, checks, money orders, traveler's 
checks, gift certificates, coupons, credit cards, stamps, ticket stock, electronic funds 
transfer, and other cash equivalents. 

D. Cash Handling Database: Database of City positions designated as cash handlers 
with assigned risk factors based on cash handling activity. 

E. Cash Handling Site: Designated City location where funds are received, 
transmitted, safeguarded and/or deposited, whether coi:1, cunency, checks, money 
orders, traveler's checks, crediUdebit cards, stamps, ticket stock, electroi1i c funds 
transfer, and/or other cash equivulents. 

F, Change Fund: A sum of money set aside for the puq)ose of making change where 
cash is collected. 
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G. Covert Cash Funds: funds established by the Sa:1 Antonio Police Department used 
Lo pay confidential i11fon11ants and i"o:- investigative o.oe;-mions such 2::; narcotics vice. 

H. C t~ stodian: Caretaker; Lht perso11 in charge. 

[. Escrowed Fundt-:: Mon:::v l:iat has been put in lhe custody of ci[hcrs. 

,r. fi'iduciary: An :ndiv1ciual ur o;-~rn1ization that is trusted to hold valuable items of 
another person. 

i-.'.. final Disp11sirion: Final deposit or dimibution c,; payment. 

L. f<!ash Funds : o,,e time fund:: used in San Antonie Police Department operations Lo 

stage and negotiat~' larg~ 1wrc:e>tic, vic:e or other lrnnsaclions in order to secure 
indictments ror illegal au,vilie.s 

M. Fraud: lnlemiona! dec:ei)lion to dep:-ivt another person of property or to injure that 
person in som:: othe; w2y. 

N. Imprest Fund P. f'unc in to which a fixed amount of money or cash equivalenl is 
plac:::d for the puroose c,i making change or minor dist:·ibutiCJI:~ ( i.e. chaP.g~ fund, 
pett) cash fund, cash refunc fund) The fond amount always remains constan ... 

0. Internal Control : SystelT: tbat ass .. ires assets that belong to the City ar:: received 
wh::n tendered. protected while ir; the custody of the Ciry. and used only for City 
related purposes. The system of inlem2.l control consists of all measures employed 
by the City for the purpose of ( l) safeguarding resources against waste, fraud and 
inefficiency: (2) promoting accuracy and reliability in accounting and operating data; 
(3) encouraging and measuring compliance with City p:ilicy: and (4) judging the 
efficiency of operations in all divisions of the City. Internal comrols are not designed 
primariiy to det:::ct en-ors but rather to reduce the opportunity for errors or dishonesty 
to occur. 

P. Misappropriation: Using property or money wrong/illegally. 

Q. Mitigating Control: Compensating measure implememed to iden tify irregularities 
after-the-fact, as opposed to primary controls that are intended to prevent fraud or 
detect human erro, at lhe point of its origination (i .e. supervisor reviews a batch of 
cash receipts at the end of a shi11 versus approving each transaction as i: oc:curs at the 
point of sale or cash intake). 

R. Mutilated: Disfigured, bent, destroyed. 

S. Negotiable (financial instruments): Money or money equivalents that is easily 
transferable from one person lo another (such as c2sh, traveler's checks, etc.). 

T. 0 u tage: Cash shortage or overage. A cash handler has a shortage when a co]lecti on 
erT0r is made such as not obtai ning physical custody of money or a change-making 
error. A cash handler has an overage when excess money is collected and the excess 
cannot immediately be returned to the customer. 

U. Overridden: When controls are n:anually or electronically turned off or bypassed. 
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ADJ\1INISTRA TIVE DIRECTYVE 8. l 
Eff:::ctivt Dale: Mar:h I, 2007 

Rc·,1sion Dales(s). 

CASH HANDLING 

\i. Petty Cash Fund: A. func! ustd within an offic:- to make small office purcha'.;es, 
which arc s:100 00 m le:-:i Petty casi·1 pu;·chases are usually quick or lo rneel a11 

emergency neeci. 

W. Post-dnted Check: 
and/or goods. 

::uturt dated check submitted in pavment for City services 

X. Risk Factors: Assignee! w ctsh lwndler.t, based on cash handiing act ivity. 

a High: deals with cash on,, daily basis 

b. Medium: deals with cash equivalents 

c. Low: Jnfrequcnt u~:crs of small amounts of cash 

d. (Se~. A.O. 8.2 Cr· iminai Historv Bad:~rouncl Checks for Cash -I-fondlinQ Positions, 
Section V, Subsect ion A. I. for added detail 011 risk factors) 

Y. Two-Parry Cl.Jeck: A ched origin:tl l) issued to another party ("pa yee") tbat is now 
offered in payment for CJty goods and/or se:·v1 ces. 

IV . POLlCY GUrDELINES: 

A. Background Checks 

A background check with satisfactory results is a condition of employment fo, the 
City of San Antonio. Pursuan: to A.O. 8.2. Criminal Historv Background Check for 
Cash Handlin!2 Positions. a :riminal history background check will be conducted on 
all new hires, transfers. demotions, promotions and reclassifications into cash 
handling positions designated by the Finance Department. Interval background 
checks will be conducted on an on-going basis for those employees in cash handling 
positions, with timing determined by an assigned risk factor for the position. 

B. Training 

All employees in designated cash handling positions will have to successfully 
complete two (2) four (4) hour courses on cash handling policies. Successful 
completion of this course is defined as achieving a least a seventy percent (70%) 
passing grade on a test administered upon completion of each fom hour course. 

Upon successful completion of both courses, employees shall receive a cash handling 
ce1iificate of completion. Cash handling employees not successfully completing 
these courses will have an opportunity to re-study and re-test a second time. 
Employees who fail to successfully complete required cash handling training are 
subject lo termination, transfer and/or· other employment action. 

Departmental specialized and ad-,1ance cash handling training may also be required 
(as identified by the department, while consult ing with the Finance Department). 
Such training will be coordinated by the Finance Department and conducted by tbe 
Finance Department and Human Resources Department. 
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A.DMJNISTRA TJVE DfkECTIYE 8. i CASH HA.ND LING -------
Effec,,ve Date. March i, 2(107 

kl'isior' [JaL~s(sr 

C. Pcrf'ormanet· Exr,ectations/Stanc!ards 

Al! cash hrn1dling ckpanrncnts will cstat1lish performance standa;·ds and suc~:css 
measures fo: ail cash handling positions. Wt1en establishing standards, the cash 
hand Ii ng envi ronmcn L, the a vernge num bci ~Jr c1sh hnndl i ng t;ansacti ons, ancl the 
average amount of du liars uillected shall be: Lal.en i11tc.1 co11sideraiio11. 

IJ . Discipl in e 

I. Civi!ian .Cmp loyces 

Failure lC comp!) with this l\ciminimati11e Directive may result in disciplrn?ry 
aclion in c1ccordanc:e with tht /vf unicipc1l Civi: Service Ruies of the City of San 
Antonio. Rule X\/ll, Section :2 D1sc1pii11e will be evaluated and b2sed upon the 
numbe:· of violation~. and severity or the inciden:. The Human Resources 
Department must be consulted by cJ depanmenl when assessing the approp~iaLe 
levei of disciplina;·y action. 

1 lJ niformed Employt'.!S 

failure lo comply witn this Administrative Directive may resul1 in ciisciplinary 
action in accordance with Collective Bargainirig Agreements between the City 
and uniformed personnel. Jr,1e:-nal proc::dures adopted for uniformed personnel 
of the Police and Fire D:c;panments must confo:-m to the provisions of this 
Directive 

J . Individuals engaged in fraud (i.e. theft; will be suoject to immediate dismissal 
and possible legal action. 

E. Appiicabl e Federa l, State and Local Laws and Reg ulations 

State law requires thai cash collect1on sites recain original reco;-ds pertaining to cash 
handling. Consult the Texas Administrative Code Title 13, Chapter 6, "Records 
Reten ti on Schedultng Rules" for the current retention requ irements regarding cash 
rela ted records (See website httn :// \l'ww.tsi.stllte.t:,,:. us/si rm/r-eco rct spubs/gr.html ). 

V. RES PONSrBILTTIES: 

A. City Manager's Offi ce 

l. Estab lish an adequate internal control system over City cash and cash 
equivalents. 

2. Direct the Office of Municipal Integrity Lo conduct cash handl ing investigations 
as deemed necessary. 

B. Fin ance Department 

l . Safeguard the City' fina ncial assets and manage its fi nancia l resources in 
accordance with the goals of the City Council, City Manager and in complia,1ce 
with appl icable laws and genera lly accepted accounting and financial principa ls. 
Establish and update this Admini strative Directive as necessary. 
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ADM:INISTRATI\'E DIJ.{ECTIVf 8.1 
Effe::t1v~ Date: lviarch I, '.!.(J(i7 

f( evis1011 Dates(:;) 

1 Perforn1 CicShiering functions in desigrnw.:d locatious. 

CASH HA_i'I/DLING 

3. Approve additions and dcleLions of citywide persomd ciassifi-:;d 2.s cash 
ha11dlers (i .e custodians of pelly cash and ch,1ngt funds). ,l,pprovt che urdating 
of the c:ash handling database for all u:sh handling positions, which includes 
depanmenl, job cl,:s~, posit ion and rd: foc10r. (Sec A.D 8.'.:: Criminal History 
Backr,round Checks fo- Casli -f-lancll inc Positions, Section\/, Subsection A. I.) 

4. Approve the establishment or petlv c,ish and change funds, incluciing rclaLecl 
amount of ti1c fund. 

). Coordinate \Vith the Human Resources Department to provide basic and 

specialized Cash Handling training. 

6. Contact the San Antonio Police Depanmen( and/or Office of lviunicipal 
integrity \Nhen a depanment has com.municated a suspicion of theft or dishonest 
act by 2 City employee (i.e. missing or stolen funds) This deterrnrnarion \,\/ill 
be dependent upon the dollar amount involved and the !leed for furthe; 
investig2tion and/or l2v, enforcement folhw up. 

7. Approve others authorized LG inspect/review citywide cash handling operations. 

C. Departrnenrnl Directors 

I. Ensure the safeguarding of City funds. 

2. Maintain clearly written and approved procedmes for all areas of their 
department's cash handling operations. 

3. Ensure procedures are in place to compiy with this Adrainistracive Directive and 
assume accountability for exceptions and deviations from this policy. 

4. Provide the Finance Depan:ment a "Cash Honding Database Change Fann" 
(See A.D. 8_ 1 Criminal Histon1 BackQround Checks for Cash Handlino 
Positions for copy of database change fonn) requesting changes to existing 
depa1imental information, which is maintained in the cash handling database. 
The City Auditor's Office and the Office of /✓iunicipal Integrity will be given 
access to the updated database. 

5. Ensure all employees hired, transferred, demoted, prnmoted and reclassified 
inlo designaled cash handling positions are enrolled in cash handling training . 

D. Cash Handler 

l. Use due diligence in handling City assets so that reasonable protection is 
provided lo those assets at all times. 

2. Repori to their Depm1ment Director, who should in turn alert the Finance 
Department, of any instance where a City employee has knowledge or suspicion 
of a theft or dishonest act by another City employee. 

E. Office of Municipal Integrity 
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ADMTNISTRA. rrve DIRECTIVE 8.1 CASH HANDLING ---
[fiecuvt Date. March t, 2007 

Revision Oc11es(s)· 

l. Comdinatt and collalnrme w;th the Sai, .Antonio Police Dcr,aru~1en1 on cash 
handling invesligations, where approprimc. 

1 Provide 1-vrinen repons of inierna! invest1gati:.-ins w the City Manager's (Jfficc, 
Financt Depai1rnent, and the Cit) Attorne\ 's Office. 

f.. City Auditor· 's Office 

Perform an nounced m ummnounc.:ecl cash aud1Ls annually to determine 
compl iance with this Administrative Directive. 

2. Rev iew Departmental procedures and guidelines and provide appropriate 
feedback lo the City Manager, Finance Department, Hurmrn Resources 
Department, and other dcprn·tmcn~s. 

C. Human Resources Depanmcnt 

l. Maintain the cash ha11dli11g database utilized rnr training and interval 
background checks. 

2. Assis 1 empioyees and depanments witl1 interp,etat1on uf this Adm1nisLraLive 
Directive. 

3. Coordinale basic c1nd spec:ializ~d 82sb ha~1dling training. 

\ll. CASH HANDLING CONTROLS: 

A. General Cash Controls 

I. Al! empl oyees with access to cash funds shall be covered under the City"s 
Com mer::. ia l Crime or Employee Dishonesty Insurance Policy as presc,ibed by 
the City's Risk Manager. 

2. Cash handling sites shall have an indiv idual designated by the Department 
Director as custodian with spec ifi c respons ibility for casb handling at the 
respective location(s) during all shifts. 

3. The number of employees with access to cash shall be limited for internal 
control purposes. Efforts sha ll be made for the physi cal separati on of duties and 
responsibilities between the cash custod ian and that of th e individual or 
individuals that perform the accounting and recordkeeping function perta ining 
to cash. 

4. Where the separation of responsibility is precluded due to limited available 
personnel , the supervisor shal l perform spec ific verificat ion steps for sound cash 
handling controls. This supervisor shall not be involved in the original 
transaction steps that are to be verified. Departments shou ld confer with the 
Finance Department to establish other mitigating contr-o ls where sepaiation of 
responsibility is precluded. 

5. Al leas t two people per cash handling site shall be involved in the cash handling 
process unless otherwise authorized by the Finance Department. 
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f~DMJNISTRATIVE DIRECTIVE_S.1 _____________ CASH __ Hl~_NDLfNG 
EffGc:1 1_1e Date. March I, 2007 

R:::1•1,101, f;:ues(s\ 

6. Where possib!::.. casi~ handling duties si1al: be rotated on" periodic bflsis. 'This 
can help to prevent dcparrn1enls from b:::scm1in~ dependent upOi'. one :)c1son for 
a particular function and can make it c2:sier LO idcnufv and c:o;-r::.:ci proccciL:rai 
weaknesses ancl breaches 

7. Whet~ practiutL)lt, C<'.sh nancliing siLe~ will have ;_dam, cieviccs, videol2n'.:'.d 
survciilance, ancl/01 cl::ctrcnic micropk)i]t recording in1;tallcd 

~- If billing invoices arc: used, lht cai;hie; cannot make ad.1us1rne1m lO an invoice. 
The supervisorh1cirninislrat01 s!nll make any necessa;-y corrections, changes or 
adjustments. 

9. Physical protection of' cash through the u;;e of hank fociiilie.s, armoreci vchicks , 
vaults, and locked c:ash t-ioxes, locked cash iJags, o: locked cir,hvers sirnli bt 
prncliced al all times. Armored car service v.'i]i be made available to those cash 
handling siLes thm require su::h service. Depa;·tmenls. 1n con_Junction v,.ith the 
Financ:- Department. shall assess the reasonableness. prnclic:aliL_Y, and securi:y 
in determining the use: of armored c2.r service. 

l 0. In general, collections in the field are prohibited unbs specificaUy authorized 
by the Di recto: of Finance. 

l l. Cash on rhe premises will oe i1eld to a minimum to reduce ti1e amount of idk 
cash that is avaiiable, as well as for cash control purp'.Jses. Deposits s:-iall be 
made within twenty-foi.E hours. Departments, in conjunction w ith Finance. 
shall assess the reasonableness, practicalir:·, and se:.:uri'.y in deternining the 
timing for deposits, especially when de;:iosits exceed the twenty-four hour time 
r:equirement noted above. 

Careful consideration shall b~ given the risk involved in holding idle cas\-, 
and/or cash equivalents in th:: department versus the cost to make more frequer,t 
deposits. 

12. Authorized persoflllel within the department who do not have custodial, 
accounting or recording duties and responsibilities, shall conduct periodic 
examination, count, or other review of cash. 

The Finance Department and the City /'\uditor's Office will also conduct 
random unannounced reviews and/or audits. The Office of l\1unicipa! Integrity 
will conduct investigations as directed by the City Manager's Office. 

13. City departments. with assistance from the Finance Department, shall publish 
and update as necessary Ylrritten cash handling instructions and procedures tha, 
will serve as procedural and training documentation for departmental cash 
handlers. 

B. Receipting of Payments 

1. Checks, traveler's checks, money orders and other negotiable financial 
instruments shall be endorsed as they are received. 

2. Al[ employees charged with the receipting of cash at the point of sale shall be 
provided by the depaitment wilh a copy of the current fee and rate schedule as 
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ADiYH!\1"ISTR~TIVE DIRECTIVE S.1 
Efftc1ive Da1e: March ! , 20[;7 

f(e\'IS1on Da t~s(s)" 

CASH I-:L-\NDLfNG 

well ,:s the appropriate gcner-ai ledger accounl c.odes. F~:es and ,·ates .shall be· 
post::cl in a clea r and visible siie ror the ge:1era! public's advisemen'.. Posie(! 
in forrnm ion shall also include a conwc: telephone number fm a cu:;tomc1 tc; call 
if" trnnsacLion receipt is not prcwidc:cl Le lhe customer when c2:sh and/or cash 
equivalents are paid. 

J. Ali handwritlen rece ip ts sirnil be pre. -num hcreci tc, c1ccou11t for lapses ,n 
sequence. 

4. Al! checks shall be nrnclc payable to th(: City of San .:\ntonio and shal: t)e 

acceptec'. only in the amount of the sale or tra11sc1ctio1,. Checks may nur t ,1.:: 
writlcn IGi more Lhan th::: amount due w the Cit ) 

) When accepting a personal check for amount:: due the CiLy. the cash handier 
shall capr ure the fo llc,wing payer's informatior! and nol~ same at the Lop of lhe 
check: 1) address, ::2) telephone number. and 3; driver's li cense numocr. J,fo 
tempora1·y checks are tc; b~ accepted by ec:sh handlers. 

6. Post -dated Of two-pare.\' checl:s will not be accepted. 

7. Cash utilized for change ("Change Funds ") anc undeposiled rece ipts shal l not be 
used for petty cash purchases, loans, advances, or checi: cashing (except for the 
Finance Department 's change fund. where the practice includes cashing Ci':y 
employees' persona! che::i'. s). 

8. Ciiange Funds are noi to b~ commingled with any other monies. 

9. With the exception of ti1e Pinanc~ Department no checks shall be :.~shed from 
cash rec-.ei pts. 

l 0. All departments with cash operations sbrrll maintain a permanent collection 
record, such as a cash register tape, that has the record of all transactions 
including voids, refunds or cancellations. All revenues colle::ted shall have a 
receipt or other proof of sale issued to the cusLomer at the point of sale or 
collection whether handwritten or electronically generated. 

There shall be a means of capturing and summarizing daily transactions, which 
will be reconciled lo the amount deposited. 

C. Deposits 

1. The general operating standard for deposit of negotiable instruments and cash 
with the depository bnnk shall be within twenty-four hours of receipt. This 
includes the counting and balancing of cash receipts for each shift and 
depositing such receipts intact (i.e. a deposil for each shift). Departments, in 
conjunction ·-vi th Finance, shall assess the reasonableness, practicality, and 
security in determining the timing for the deposits where deposits exceed the 
abovcmentioned twenty-four hour requirement. All amounts that are not 
deposited on a daily basis shall be secured in a safe, vault or locked drawer. 

2. Discrepancies between deposited amounts when compared to written receipts, 
cash register, or computer system generated receipts, shall be recorded along 
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ADMil\'ISTRATI\'E DIREC(.;..:_I\_1-'-'-E_8_._J ______ _ 
Sffcctiv!: Dntc Marchi, 2007 

r,ev1sion Dmes(~) 

CASH HA!,JDL1 NG 

with documentallon 01 the responsibie cashier. The sup::rvisor shall review, on 
,: daiiy basis, such documenlat ion anc: follow up with the r:ppropriate co;,-ecrive 
action, if neecied. Department Directors havt the ultimate responsibility to 

ensure cliscrepanciei; are identified and corrective mc,tsures are taken. 

J All security ancl bid deposits received in 11eg0Liable form, a(; weii as (;Scrowccl 
funds or other funds that require specializ,ed handling. sha ll be dr..:posiLed and 
held bv the City Clerks Office until final clisposition is made. 

4 All pc1formanct bonds shall be forwarded to the FinmKc Dcpa,trnent, C1c nerc!l 
Ledger Section for safekeeping. 

5. All deposits shall be nrncle intact (1.e a deposit for e<1:.:h shift) ancl sealc:cl in 
deposi! bag; departmental receipts shall not be used to create or replenish petly 
cash or other funds. Un-deposited rcccints arc not to be used for loans, 
advances. Oi check cashing. 

D. Col'ert Cash Funds 

Covert Cash Funds wi II be used to pay confidential informants and for 
investigative operat ions and will not be subject to the maximum dollar amoun, 
fo, purchases as defined under l . .D. 8.5 Petty Cash Handling. 

1 In order tc: maintain the confidentiality of cash transactions associated \.vith 
covell and investigative operations, supporting documentation will be 
maintained by the San Antonio Police Depanmenl. The case number should be 
usecl when re:.:ording cash transactions in SAP. 

3. Covert cash funds shall be est.ablished with the Finance Department's approval 
and controlled in the same manner as petty cash funds. 

4. The San Antonio Police Department's Petty Cash Custodian will be responsible 
fo; the oversight and control of covert cash funds 

E. Flash Funds 

I. One tim e funds used in San Antonio Police Department operntions to stage and 
negotiate large trnrcotic, vice or other transactions in order to secure indictments 
for illegal activities and will not be subject to the maximum dollar amount for 
purchases as defined under A.D. 8.5 Petty Cash Handling. 

2. The Chief of Police or designee will request in writing the disbursement of 
Flash founds. 

3. The Finance Director or designee will approve the distribution of flash funds 
and will also serve as the signatory for the disbursement. 

4. Upon disbursement the San Antonio Police Department will be responsible for 

the oversight, control and safeguarding of flash funds. 

5. Disbursement will be made payable to the Police Officer approved and 
designated by the Police Chief. 

CIT!' OF SAN ANTCN/0 ?age 9 af 13 



ADMINISTRATIVE D IRECTIVJ:,._· _8_. 1 _____ _ CASH HAND LINC 
Eff~::riv~ Date· Haren I, 2007 

f(~1•,:;ior. D,1tes/s) 

6. Flash Funds ,~re to be returned Lo the San Antonio Poi:cc: Depc:rtmen:'s i'c:tty 
Cash custodian and depc)sited within lWO worb1g davs of disbursement. 

f. Petty Cas iJ 

Petty cash funds shail be established purswmt lo A.D. 8.5 Petti' Cash !-Jandlinu, snd 
uoon tht approval frJm the Fi1~ance Department. Pet'.y cash funds a,e public-. funds 
entrusted le, the department fo! which the- fund was established. ?ett~, cash s)rnl: he 
used lo purchase item:; Cli services on an emergency and infrequent basis. where it is 
110( feasible Oi practical tc, suomit f! rurchase reouisition .. reCJuesl for payrne:::, or use 
,1 orocuremenl ca,d. 

G. Changt Funds 

1 _,. 

4. 

5. 

Change funds shall be establisned with the Finan~e Depanment's approval and 
controik:d in the same manner as petty cash funds; hC\wever, change funds are 
strictly revolving f:.mds and require no replenisilment. Change funds a,e 
established for the purpose or making change where cash 1s collected. 

Petty c2.:;h or cash recei;:its slrnl! not be commingled with change funds. 

Change funds that Rre no longer ntcded to conduct the business fo, whic.h tney 
w::re estabiishd shall be depositec al the depository bank within L2.8 hot.2rs from 
ti1e time it is determined thccl th~ funds 2re no longer required. 

Funds established fo, postage shall be used foi legal C:ty c::w·espondence and 
not for personal use. 

No checks shall be cashed from a change fund (except for the Finance 
Department's change fund, where the practice includes cashing Cit) employees' 
personal checks, as outlined beiow in Section r). 

H. City Employee Check Cashing 

I. City employee's personal checks in an amount not to exceed $100.00 may be 
cashed at the Finance Dep2.rtmenl, Collections Division. No rnore than one 
person2.I check may be cashed per day . No personal checks shall be cashed at 
any other departmental location without the advanced written approval of the 
Finance Department_ Collections Division. 

2. City employees wi ll permanently be prohibited from c?.shing pe.::-sonal checks 
after a second personal check is returned due to non-sufficient funds . 

3. Once il personal check is returned for non-sufficient funds, the employee's 
check rnusl clear their bank within two (2) working days from the date of 
nmification by the Finance Department, Collections Division. 

4. No two-party or post-dated checks shall be accepted. 

5. Rebate checks are not to be cashed. 

6. The Finance Department, Collections Division, shall only cash City issued 
checks for the advance and reimbursement of travel expenses. 
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ADMINISTRATIVE DIRECTIV.£.:Ji_.J __ _ 
Effective Date: March I, '.2007 

fZev1sinn D~tes(sJ 

I. · Retun1ed Checks 

CASH HANDLJNG 

1. Occasior.al!y a deposited checl: 1rn1y no! clear the bank for one of several 
reasom: non-sufllc1e11t f'unc!s, account closed. slop payme!ll, funds held, stoler1 
checks, forgery. endorsement. o; signawre. Should a check be returned, !he 
Finance Department, Acc:oums Receivable Sec~iOi; will notify tile: receipting 
clepnrtmenl of the return tel chccl.. 

1 The Finance Departmclll will attempt tc1 coliect the funds ror the returned check 
along with the City's 1·eturnecl check processing fee by mailing 2 demand letter 
Lo the vmter of the returned check. Only cash. certified checLs or !l!Oney orders 
will accepted for rnivment of returnee! checks 

3. If collcclion cffons an:: cinsuccessful after I CJ days from the elate of the demand 
letter the Finance Department, Collections Division wil1 refer ti:e returned cr,eck 
to the Bexar Counry District Attorney's Office for prose.CLnion. 

J. Refunds 

I. 

' 

C2sh or credit card refu:1ds are perrrnaed only upon presentation of the rece1p1 

or other proof of purchase issued al the poin: of sale. 

Departments authorized DY the ~inance Departmem LO issue c2sh refunds will 
maintain a c2sh refund fun~ on an impresl basis. 

3. Refunds shall be co~pleled by chargrng the revenue Genera! Ledger account 
that \Nas original!) credited. 

K. Cash Storage and Safekeep ing 

l. Access to the cash drawer is limited to one person. The cash d,awer shall be 
counied and balanced before another person takes possession of the cash 
drawer. Both parties in volved in the cash drawe~ transfer shall be present when 
cash is counted, and a receipt shall be signed by the person accepting custody. 

2. All are2s around the cash handling sites shall be visible and without obstruction. 

3. Access Lo departmental safes or other devices used to slore cash on a temporary 
basis until deposited at the depository bank shall be restricted to a small number 
of employees. .A. safe 's combination must be changed within two (2) business 
days after lhe departure of a person who has had access to the safe. 

4. All funds shall be kept out of public view and sha11 be available for inspection 
by authorized representative(s) of the department, the Finance Department, the 
Office of Municipal Integrity, the City Auditor, or other authorized personnel as 
approved by the Finance Department. For money stored in a locked metal box 
or in a locked desk, the key shall be secured in another location of the office. 
Only certain assigned personnel shall have access to the key. 

CIT!' OF SAN ANTONIO Page 11 of I J 



ADNilN 1 STRA TIVE _D lRECTI\,_T. __ 8_. J ___ _ CASH HAKDLJNG -----
Effect iv~ Date: March I 2007 

L. Foreign and Muri!ated Coin 

! . Foreign coin and currency shail not be accepted (exccp, for inler·rnlior.al 
sites/offices) Only coins and currency issued by the UniLed SLales Federal 
Reserv~ Bciard arc legal tender. Traveler's ci1ecks must stale "U.S. Dollars". 

7 No bent o;· mutilald coins shall be accepted. 

M. Other Gu id e!iucs 

l. The Finance Uepartrnent :s responsible for c:reming and closing barJ; account, 

1 Lost and i"m:nd c2sh or its equivalent grcaler than s;so shall be deposited in 
compliance with Texas escheat laws afler all reasonable attempts have been 
mad:: to identify and r·eturn the lost and found money o; its equivalent lo the 
rightful ovvner. Amounts 150 or less shali be deposited tc lhe appropriate fund 
based on lhe General Ledger coding identified by the Finance Department. If 
funds are proper!) claimed subsequenlly. these funds wili be 1·elinquished 10 the 
rightful ownc;· t!uough the: standard ace-oun!s p2y2bl~ process 

3. Deparnnental controls shall in:::lud'.:'. 2 praclica] means for employees lo repon 
i;:s:ane-es where system comrols are overridden thnt could be indicative of fraud 
(i.e. implement an effective "whistle- blower's'' program) 

4. Cash handlers shall be watchful fo, counterfeit bills, checks. etc. Cash handling 
training shall be provided on this area of responsibility. 

5. Sen io; staff shall monitor and reassess. on a periodic basis, any risk areas and 
adopt appropriate strategies to manage these functions and thereby mini1:1ize 
opportunities for loss. The preceding includes City departments conferring with 
the Finance Department on an as needed basis. 

C/Tl'OFSANANTON/0 Page /2o//J 



ADlVJii\ISTRA TJ VE DIRECTIVE, ~--·1 __ _ 
Effective Dat~ MM::h I. 200i 

This direccivc- rnpersedcs idl rr-evious c.:orrespondencc en this sub_iec~. Information n;;dier 

clarific'.ltic,n mar b(.- obrnined by co1:i,1cting tbe Finanee Department a; 20,-8G2Ci . 

Rtcommcnded hy: 

'I .:..:::: (__,p r 
Pat DiGiova11JW 
Deputy Ci,v Manager 

Sh::,yl L. Sculley 
City Manag::r 

CIT!' OF SAN tlNTON/0 

·1 /,, l ·7 
i L. _; I t_,', 

Date 

! i 

I/ 2,J /o -r 
Da(e 1 

I - ~ l J ... .-/) ,,,....-11 
I cl- l '-· ' 

Dat~ 
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CITY OF SAN ANTONIO 

EMPLOYEE ACKNOVvLEDGMENT FORM 
FOR 

::mployee : 

ADMII\JISTRATIVE DIRECTIV:: 8. '1 
Cash Handling 

Effective March i, 2007 

I acknowledge that on _______ , 20 , ! rece1ve:d a copy of 
.ti.dmi,1istrative Directive 8. '1, Cash rlandling and I received an overview of this pJiicy 
from my supervisor/trainer. 

Employee Name (Print) Department 

Employee Signature SAP Employee 10 Number 

Supervisor/Trainer: 

I certify that on __________ , 20_, I provided the above 
employee with a copy of this administrative directive and an opportunity to ask 
questions. 

SupervisorfTrainer (Print) 

Finance/ AD 8.1 
(As of March I , 2007) 

SupervisorfTrainer Signature 

201 File (original) 

Field Folder Copy 
Employee Copy 

-··--·---····•--------· -----------·· 



C[TY OF SAN ANTONIO (COSA) & 
COMF1REHEHSIVE NUTRITION PROJECT (Cf\1F1') H,6,_NDBOO!'\ 

TITLE: Cusiomer Satisfaction Survevs and lv1onthh Food Quality Surve)'S 

POLICY COS.A wil! give participams the opportunity to complete a customer satisfaction su:-vey at least 
s.n11uall_v and a monthly food quaiiry survey. 

PROCEDURE: 
l. Panicipants will be provided a survey form w complete montbly and an:1ually. 

1 Staff will review resul1s and make necessary program improvements . 

g 



Cu'!siimwrio 12;; esp(uiof es!o en el f'C\letSo 

COJVIPREHENSTVE NL'TRfTl ON PROJECT (CNP) 
F\l 06 - 07 FOOD ()UALfTY SURVEY 

Today's Dale:~------· 

Male ~-- Female , _ _ Center: 

\Ve want to know wh~it )'OU think about the food you 8te todav. You;· input is 
imponan! to us and will assist us in providing you tl1e highest qLwJity f'ood 
pussible . Mark an 11 X" in the bm that EEST REPRESE/'/TS YOUR OP/f\'10/\' 
for eacl1 question. 

J. ln yom opinion, how well 11 c.ooked 11 was yow fr:ic1cl Loda/l 
Very Good Good Fair Poor 

• u 01 •, 
') Iri yom opinion, l'JCJ\;v wmilci you =·2te the '1temperature' 1 of your food today·; 

Very Good Good Fair Poor 

• • O· ui 
3. In your opinion, hov,: would you rate the ''se2soning 11 of your food today? 

Very Good Good Fair Poor 

• • • D 
4. In your opinion, ho VI' would you rate the 11 taste" of your food today? 

Very Good Good Fair Poor 

• U O 0 
5. In your opinion, bow ,vould you rale the '1qualit/' of your food today? 

Very Good Good Fair Poor 

DI • • DI 
Please (eel free to 7Jro11idc comments or recommendations. 

--------·-·~----·~-------------------------------------------------------------------- ---•-·---------·-·--------------------
Commen ts/Recomrnen da ti ons: 

, I 

l------·---·-·-·-·-·-·-·-·-·-·-·-·-·-------·-----·-·---·-·-----------·-·-·-------·-·-·-·---·-----·-·-·---·---------·-·-·-·---; 

Thank you.for completing our survey. Your ans1,vers 1,vi!l be kept co11fide11tia1. 

Food Quality Survey 
6/13/02 



: Sec 1·cpcrsefor English 11crsioJ1 o( 5·ur11ey _J 
COMPREHENSIVE f',nlTRJTJON PROJECT (CNP) 

FY 06 - 07 CU.CSTfONARJO 

Fecha de 1--:loy: 

Masculino --· Feminina ___ Cenl.ro: 

Para clarie mejor servicios, favor de clecirnos que J)iensa Ucl. de la comicla que se le 
si rvi o hoy. Su opinion es rnuy imponame para nosoiTos. Fc1vor de rnarcar con una 
"X" }t la respuesti que m{is inclica su opinion. 

l. i,En su opinion. que tan bien estaba 1!preparadc1 11 la cornici2? 
Muy Bien Bien Iv1.as o Menos Jvlal 

Di •; 0 • 
2. c:,En su opinion .. que ml esu1b2 ]2 11 t~l'}7]Y::ratur:3' 1 de ls comida'7 

Jviuy Bien Bien Ivfas o .t\1enos l\1a] 

• u • i 

3. 2,En su opinion, como estaba de "especias"? 
Muy Bie11 Bien Iv.fas o 1VIencs Nfai 

• Di • 
4. 2iEn su opinion, como estaba el 11sabor 1'? 

:Muy Bien Bien .t\1as o :Menos J\,fa! •. I 
I • D D 

S. 2iEn su opinion, como estaba ia 11 calidad 11 de la comida? 

lvfoy Bien Bien I\1as o l\1enos J'v1al 

• • Di • 
Si tiene a!r;;;ir11 comentario or rccome11dacio11, favor de indicar a.qui . 

.------·-·-·-·-·-~-- - ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·~----·-·-·-·-·-·-·-·-·-·-·-·-·-·-·- · -·-·-·-·-·-·-·-·-·-·-

: Comentarios/Recomendaciones: 
I 

I 

'·-·---------·-·-·-·-·-·----------------------------------------- ------------------------------------------------------------
Gracias par su participaci611 con este cuestionario. Sus respuestas son 
co1~f/de11cial. 

Food Quality Survey 
6/ 13/02 



City of San /\nwnio 
Dcpc:nrncm of Communirv Initiative?. 

S'.::nior Services Division 

COMPREHENSIVE NUTRJTJON PROJECT 
CONSUMER SURVEY 2006-2007 

Cenler Date -------------------- -------

Age __ _ Ract ----- Gender ---

This survey is lo help City slaff clelermine if the 11ulrilio11 program is beneficial Lo you a11cl lo 
obtain your inpul on how we can bellcr serve you. Fill in the circle llwl BEST rcp1t:scms your 
opinion regarding lhe following qucsLio11s. 

i. How many umes a wee!: do you aLLcncl the nulritio11 center'; 

l -2 times a week 
D 

3-5 Limes ,1 week 
D 

') How Jon£ have vou been atlc11cli11g a nrnrilion cen ler'1 

l year or less 2-.5 vear~ o yea,·s or more 
u tJ D 

3. ls the n1~al prepareci a\ L!·1: c:;nler lht CJn1y 1l1c1_iu: (~uuk.~lJ n·1eal CJf th8 da> for /OU': 

C 
No 
D 

4. How manv times a day dc1 :,'OU e3t 2 meal? 

j 

D 

') 

D 

-, 
-~ 
D 

4 
D 

). Do you relax and socialize more since aaendmg the center? 

Yes Somewhat No Not sure 
D D 0 D 

G. How do you aITive a; the center? 

Walk Cenler van Own transporlalion 
D D D 

Car pool Public Transporlation Live at Cenler 
D D D 

7. How 111 any Li111es a month do you use the Nulrilion Cenler Van? 

0 
D 

l 
D 

2 
D 

3 
D 

4 
D 

8. Approximately how many miles away do you live from the cenler? 

Less lban l mi le 
D 

1-3 
D 

4-G 
D 

7-9 
D 

10 or more miles 
D 

Otller 
D 

9. Are you treated with courlesy and respect by City CNP staff who visit the center? 

Yes 
D 

Somewhat 
D 

No 
D 

Not sure 
D 



1 (J. Js it eusy Co; you w find rnformation about the 11utr1t1on c.:enler and iL" act!v1ties~1 

Yes 
D 

Somewhat 
D 

No 
0 

I l A. Does the cemcr offer health and nutrition classes'1 

Yes 
D 

Somewhat 
0 

No 
D 

Nol su,·e 
D 

Not sure 
D 

l I B lf yes, hc.Jve the health and nutrition ciasses offered by lie cent.er improved your 
l:nowleclgc about health, diet and exercise'; 

Yes 
Cl 

Somewhat 
D 

11 C How l:.i prepare" a hc~allhy meal? 

\'es 
• 

Somewhal 
D 

No 
D 

No 
D 

12. Are you exercising more since c.Jtlending the ceme/1 

Somewhat 
fJ 

l~o 
• 

1.:i. I-lets coming le, the ct:ilier improved )1ciu:· qL:aiiiy of life'? 

Yes 
0 

Sornewbai 
D 

No 
• 

Not sun::­
• 

Not sure 
• 

No'. smc 
• 

Not sure 
• 

I 4A . .A.se you satisfied with Lhe servi:::es you receive al the cemer? 

Yes 
• 

Soi11ewhat 
D 

No 
D 

Not sure: 
• 

l 4B.lf 110~, how can lbe serv ices be improved'l ____________________ _ 

15. If you did not attend the center, what would you do? ----------------

COMMENTS: --------------------------------

_Thank you for answering this survey. Your opinion counts! 

Funded by the Te):as Depnrtmenl on Agi ng and Disnbil ity Service5. 

Rcl'tSed: Mny 25, 2004 



CIUDAD DE S_cl~:\ A/\'TONI 0 
Dcpnrtarnenrn De 111ici~1ti v~1s [n Le! Comr.iu!lidacl 

Ofi~ina de Servicios PHra T-jerso11as de Edt1d Mayor 

COMPREHENSIVE NUT R f TJOI\ PROJECT - CNP 2006-2007 

C'E!✓TRO FECHA ---- --------- ---------

Ec!acl Ge11erC1 M F ---

Esle cuesliommo cs para clelermma1 s1 el hoyeclo cle Nulr1c1611 le ayuclc1 cl Ud. Favor de marcar su respueslc1 ,1 las 
s1gu1enlci, p1 ·cgu11U1s 

i,Curn1tos cl1as po; scmana v1e11c Uc!. al cenlrn'! 

1-2 vcccs por se1nana 
0 

3-5 veces por seman;:i 
• 

7 i,Cuanlos ai'ios t1ene lJd. de scr m1embro cit estc eemrn'I 

i aii.o o me:ios 
D 

Si 
• 

No 
D 

2 - 5 afios 
D 

.1 c Cuant2.::- com1das por d1a come Ud '.1 

l 
D 

2 
0 

i 

0 
4 
0 

G a11.os o m2 s 
[] 

5. c.Ahorn que Ud. viene a! cemro, tie:1c mas oponunidad de recreo y de comparti,· un buen tiempo con sus aim gos'/ 

Si 
D 

mas o me11os 
• 

No 
D 

No estoy segura 
• 

6. c. Como viene Ud. al centrn? 

Camino 
• 

Jvfe levanta el bus del centro 
D 

Mi carrc 
D 

Con olrn parlicipante 
D 

VlA 
0 

mi residenci;:i es en el 
ce11trn de nuLr ici611 

• 

Otra manern 

• 

7. t,Cua11Las veces por mes usa Uc! el bus clel.-cenll"O de 11ulrici6n? 

8. 

0 I 2 3 4 
D D D D D 

c.Cuanlas millas vive Ud. ck:1 cen[ro? 

Menos de I mil la 1-3 4-6 7-9 IO o mas 
D D D • 0 

(,Cuando el personal de la ciudad visita este centro, son cordial con lJd.? 

C'. 
ul 

D 
Un Poco 

D 
No 
[] 

No csloy scgurn(o) 
D 



10. e,Sc ie da 111formac1un !C;camc ia,. acuv1d,1d:;s de) cenlro frecuenlamelllc'1 

Un Poco 
D 

No 
D 

)✓ o esloy segura(o) 
0 

11 A. e, Ofrecc el centro clc1sses de 11ulr1c16n y tocanlt su salucl'1 

Si 
• 

Un Poco 
• 

No 
• 

No csLoy segura(o) 
0 

11 B. Si Ull1les10 ''si'' e, le irn :1 nyuclacl<1 las clases mc_icm1r su cliela, salud y e_1erc ic1os'1 

Si 
• 

Un Po(;(I 
D 

11 C. c. Como preparnr rnc.1orcs com1cli:s'1 

Si 
D 

Un Poco 
D 

No 
D 

No 
D 

No esloy segura(o) 
D 

No csloy segura(oJ 
D 

12. c.Descle que esla aLend1e11do el cenlrn, Im aprendido Ud. hacer ejerc1cios? 

Si 
D 

Un Poco 
D 

No 
D 

13 . c,H,1 me_1ornclo su vidc1 porqu:= v1cne al centro'1 

Si 
D 

Un Po~:o 
:J 

Nci 
• 

N(J es1oy segura(o) 
D 

No estO\' scQura(o) 
[] -

A. c.Esta lld. sal1sfecl12 (o) con los serv1cios qu:: rec ibe- aqu1 en el centro? 

Si 
D 

Un Poco 
D 

No 
D 

No es toy segura( o) 
D 

14B. Si no, e, como se pueden mejora;'.7 ________________________ _ 

15. c,Si no existieran cen tros como estc, que lrnria Ud. con su tiempo? -------------

COMENTARJOS: --------------------------------

Gracias por su tiempo. i Su opinion cuenta! 

Funded by the Texas Department 011 Ag ing and Disab ility Services. 

Rcl'iseil: l\'ln)' 25 , 20(14 



C!TY OF SAN ANTONIO (COS A) &, 

COMPREHENSIVE NUTRITION PROJECT (CNP} HANDBOOK 

TITLE'.: Traininr! 

POLICY COSA will c11surc all requ i,.ecl rrai11i11g is provided . 40 TAC 84 .5. 

PROCEJHJRE: 
l . Provide at least one hour oftraini11g to all staff ancJ voluntee1·s who serve meals. The trnin ing 

will be provided before assuming duties and include: 
a. Client Confidential ity 
b. Proced u1·es used in handl ing cmei'gency situations in volving clients 
c. Sa11ita1')' methods used in serving ancl deliverin g meals 
d. General knowledge and basic techniques of working with persons who are aged and persons who al'e 

disabled 
e. Personal hygiene. 

l. Prnv ide at least two huur-s of training to a ll staff and volunteers who come in contact with cl ients in a 
capacity other than _just serv in g the meal. The tra ining will be provided befol'e assum in g dut ies and 
include: 
a. Client confidentiali ty: 
b. Procedul'es used in handl ing emergency situations involving clients 
c. Sanitary methods used in ser·v ing and delivering meals 
d. General b10wledge and basic tec:.!rniques of working with person,, who are aged and persons who a,·e 

disabled 
e. Personal hygiene 
f. Orientat ion in applicable DADS . Bexar AAA, and prnvicier forms, ruies. policies and procedures. 

3. Provide at least h\10 hours of training to the food service supervisor(-s). The training \Vil! be p!·ovided 
before assuming duties and in clude: 

a. Persona! hygiene 
b. Food storage, p1·eparation and service 
c. Equipment cleanin g before, during and after meal service 
d. Selection of proper utensils and equ ipn1 ent for transporting and serving food 
e. Automatic and manual dishwashing procedures 

4. Prov ide an additional six hours of tra ining to the food serv ice supervisor. The tmining wi ll be comp leted 
n0 later than 30 days after assumption of duties and incl ude: 

a. Practical procedures fol' food preparation. storage and serv ing: 
b. Portion control of food in apprnpriale dis hes 
c. Use of standardi zed recipes 
d. Nutritional needs and meal pattern requirements of older adults to be served 
e. Quality contro l of: 

l. Flavor 
2. Cons istency 
3. Texture 
4. Temperature 
5. Appearance (i ncluding the use of garn ishes) 

'10 



CfTY OF SAN ANTONIO (COS/.\) & 
COMPREHENSIVE NUTRfT!ON PROJECT (ChJP) HANDBOOK 

:i. Ensurt the food service supe;·visor- comply with the Texas Department of Health Services rules regarding 
the knowledge: and demonstration of a f'oncl protection manager 

6. MainLain clocumcntarion vcr·ifying completion of all t;·aining activities. 

a. f•repa1·c Quarlel"iy Training Program and Report 

7. /\dclitioncil training resources may include: 

APPENDlX 

l. Ci!y sponsored Food Handler 1 rnining Courses 
') Texas Cooperative Extension sponsor·ecl 1 exas Dept of Health Food Management 

Cm!l'se 
3. American Hearl Association Fir·st Aid and CPR Co Ul·ses 

1. Staff and Volunteer Training Record Form 

& sarery 

11 



Form Completed By: 
Cenlcr ---------

(Prim Name) 

Reporting Period From __ _ To __ 
(Signature) 

Cornprehensive Nutrition Project 
Training Outline Requfrement Under TAC 270.5 

'''Donations (Progra1n Income) 
*Participant confidenciality 
~'Procedures for emergency situations involving participants 
*Recognition of abuse 
* Referral to appropriate agencies 
*Sanitary methods used in serving and delivery of' meals 
*General knowledge and basic techniques of working with aged and disabled individuals 
*Other J ndicate -------------------------

Please list the name(s) of staff and/or participants that received the above training. If none, 
please submit the monthly form and indicate Q Form must he suhmitt.ed with monthlp roster. 

Name I Staff C)J Volunteer (✓) 

I 
I 

- ·-



CITY OF S/J,N ANTONIO (COSA) & 
COMPREHENSfVE NUTR[T!ON PROJECT (CNP) HANDBOOK 

TITLE: Compliance 

1~ou cY: COSA will comp!v all r·eclerul. Slalt. and local n::quir·emenls for 11ulritio11 serv ice prov ider,; and congregate 
meal si1es. 

PROCEDURES: 

3. Require all meal rarticipa11ts to complete a Nutr itional Risk Assessment annually. 

4. Offe1 meals five clays a wee! .. unless a waiver from Bexar /\AA and DADS is obta in ed. Waiver will include: 
a. Affected area 
b. Which days meals will be provided 
c. Conclition(s) that makes the request necessary 

5. Prov id e monthly nutrition education. Have a written annual plan for nutrition educat ion which identifies 
subject matter. presenter. materials used. and source o: information presented. 

6. Comply with the Older Ar11 encans Act. ~J 1 l. concerning surp lu s com modities and United Stntes Department 
of AgricultL!l"e Food Distribution Regulations. 7 Code of' Federal Regulations. Part 350: must ensure that onl y 
eligib le meals served by Olcler Americans Act funded projects are reported for reimbursement; and must 
ensure that cash will on!) be used to purchase food grown in the United States. 

7. Recover the full meal cost of meals served to in eligible clients. Payment must be receipted separntely from 
contributions and handled the same 2.s program income. The full meal cost shall be posted in a prominem 
location and easily visible to guests 

8. Ensure all food preparation, handling. and service ac[ivities shal, comply witii Texas Deoartment of Health 
Division of Food and Drug. "Rules 011 Food Service Sanitation." The contractor must prnvide a copy of all 
required inspection results to the area agency 011 aging within five calendar days of receipt of the results. 

9. Offer meals that comply with Dietary Guidelines for Americans and recommended dietary allowances. 
Meals must meet, at a minimum, 1/3 of the recommended daily allowance for adults. 

l 0. Ensure each meal included on the menu and a list of allowable substitutions be approved by a dietician 
consultant as meeting l/3 of the recommended dietary allowance (RDA) for older adults, the Dietary 
Guidelines for Americans, and provide for variety iii flavor, consistency. texture, and temperature. The 
appmval must occur and be documented prior lo the date the meal is served. The dietary consultant must be a 
registered cl ietician who is: 

a. licensed by the Tei~as State Board of Examiners of Dieticians; or 
b. Has a baccalaureate degr-ee with ma_1or studies in food and nutriLion, dietetics or food service 

management. 

I I. Plan and manage food production by using standar·ciized recipes. 

12 . lf providing therapeutic meals, 111enu will be based 011 the participant's medical condition as documented by 
his/her physician. 

13. Provide frozen, chilled, or shelf-stable meals only if the provider has assessed that: 
a. Sanitary and safe conditions exist for storage, thawing and reheating by the participant 
b. Meals can be safely handled by the participant or another available person if the participant if 

cuil Fused, frail, or otherwise unable to .:::i rely handle the 111eal. 

12 



CfTY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRfTiDN PROJECT (ChlP) HANDBOOK 

14. If food is transpor-ted. 
a. Use supplies and cari'lers sc; 1101 foods are pacl:agecl and transported separatel.v from cold foods. 

b. Require meai carriers used to trn11spmt comaine1·s that may be easily damaged will be enclosed to 
protect food frnm contamination. crushing or sp illage, rn1d will be equipped with hot m cold sources 
to maintain safe temperatures 

c. Require meal packaging: 
i. Be sealed to prevent 11wistt11·c loss or spill,1ge .. and 10 maintain saf'c temperatures 

11. Have compartments to scpantLC' f'oods 
111. Be easy for the pa1ticipant tCI open. 

15. Ensure lwlding time for hot food clc,es not exceed four hours from the time the food is cooked or 1-el1eatecl 
until it is sen1ed to the participam. 

16. Wrapped strnws will be provided fm mi IL and se;·vecl d1·inks. 

17. Cong1·egate Food shall be consumed in the Dining Room only. 

18. Menus for the month will be delivered to each participant ancl posted 111 an accessibie location in th e Dining 
Room. 

a. Standard meals are regular meal from the standmd menu and sei'ved to most eligible panicipanls that 
mee( the state requirements. 

b. Diabetic mc:als nre for panicipants who requi1·e special consideratio11 for sugar ii1takes. 

l 9. Tile only foods that may be tal:en out of the centei· which were served with the 110011 meal are: Cakes, 
cookies. bread. rolls. and fresh fruit It must be wrapped unless citrns fruit or bananas. Heated entrees, 
vegetables, canned fruit. milk; condiments will not be trtke11 from the center unless packaged for homebound 
meal takeout by ce11ter staff or frozen JOi' take out. 

20. All dishes. plates. cups, serving items will be washed and d:·ied 111 accordance with food and sanitation 
procedures. 

21. Special Eating utensils wi II be available for individuals with disabilities. 

22. Ensure the food service supervism comply with the Texas Department of Health Services rules regarding the 
knowledge and demonstration of a food prntection manage,· 

23. Maintain documentation verif·y ing completion of all training activities. 

24. Conduct in-house monitoring to: 
a. Document holding times, safe temperatures. and meal quality 
b. Program compliance. 

25. Obtain written approval from the Bexar AA.A. prior to subco!1tracti11g meal preparation. 

26. Have a written emergency plan tha! provides for the availability of food in emergencies anci disasters. 

27. Promptly initiate investigation by the local health authorities of complaints involving two or more persons 
with symptoms of food borne illnesses within n similar timeframe, and report such complaints to the Bexar 
AAA. 

13 



C1TY OF SAN ANTONIO (COS.A) & 
COMPREHENSIVE NUTRfTION PROJECT (C~~P) HANDBOOK 

TlTLE: SUBCONTRACTED SERVICES 

POLICY: Meal pmvidcrs that subc:ontrnc\ meal prepuration or delivery slwll obtain written approval from Bexar 
Area Agt:ncy on Aging. 40 TC 84j (x) 

PROCEDURE: 

Arniually. COSA will send a letter lo BAAA requcsling approval for subconlracling meal 
preparation services from COSA City Council Approved meal provider. 

14 



CITY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRITION PROJECT (CNP} HAJ\!DBOOK 

, ITLE: Fuoci Safety & Temperature Checl:s 

POLICY: The Nutrition Site Manager will monitor temperatures of food upon delivery and prior to serving 
the food to meal participants. 

PROCEDURE: 

l. Food Service staff will check temperature of food when delivered to the nutrition site hy the subcontractor. 

') 

a. Potentially lwz,Jl'Clous hot foods slrn II be kept at 13 5 degrees or nver 

b. Hot foods that are not hazardous shall he kepi at l IO degrees or over 

c. Potentially liaz,ll'Clous hot foods shall be kept at 40 degrees or under 

d. Cold foods that are not hazardous shall be kept at 55 degrees o; under 

Food service staff will maintain a log to record the temperature checks for each clay food is served to meal 
participants. The person who registers the food temperaturt' shall initial the c11t1·_, . in the log . 

.). Meal service will be postponed until the temperature meets the 1·equi1·ed standard to insure that potentially 
hazardous foods are kep1 out of the cla11ge1· zone. 

4. F1·eezers shall be maintained at a temperature of O degrees . Refrigerators shall be maintained at temperatures 
of 40 deg!·ees or beiow. 

5. Power outages or malfunctions of equipment shall be repo:ted Illllllediately to lllanagement. If food service 
equipment is non-functional to maintain safe food service, then the Emergency Management Plan shall be put 
in effect for the day's meal. 

6. ln case of emergency situations, the rneai subcontractor sha!I be norifiecl immediately to make delivery or 
meal adjustments. 

15 



C!TY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRfTION PRO.JECT (CNP) HANDBOOK 

JTfLE: Food Borne Illness Complaints 

POLICY: COSA will immecliaLely i11vcstigate possible food borne illness compla,ms. 

PROCEDURE 

l. Report co111plain1 in writing to the CNP Nutritionist. 
1 Investigate to determine if two or more individual participants IiE1ve similar complaint \-vi thin a 

similar ti111e frame. 
3. Report con1plaint to local health authority vvithin 24 hours of con1plaint. 
4. Notify Subcontractor of Meal preparation services of complain! 
5. Notify Bexar Asea Agency on Aging immediately after investigation 
6. Prepare written investigation ancl col"l"ective action taken for BAA.A and DADS within ::24 hou:·s. 

'16 



CfTY OF SAN A!-✓TONIO (COSA) & 
COMPREHENSIVE NUTRITION PROJECT (CNP) HAt\lDBOOK 

fJTLE Nu1r·itio11 Ed ucal ion 

POLJCY: Nutrition and Health Education seminars and classes will he p1·esenLed montliiy. 

l'ROCEDURE: 
1. COSA wi ll coordinate or sponsor guesl speakers. classes . multi-med i,1 ,1ctiviLies to prom ote good nutrition 

anci health pracl ices to progrnm panicipants. 
a. Staff will maintain ,1 file 01 progrnm outli nes and niatc,·ial'.; that includes elate. topic. source. presemer 

and nu111be1· in altenclance 01 whom th e in formaLion was provided. 

COSA will ,·ecmcl progra111 pa;·ticipanls in nuuiti on ecl uc;ition and pmvide ,1 cop) w BAAA mcrnlhly. 

3. COSA will prepa1-c: an annual nut,·iti on ed ucation that ic!emifi es subject maller, presenter and source 01 
in fo rnia tion. 

17 



)Me Cl~iss is Given: 

Dep.a rtment of C omm unity Inj t iatives 
Senior Sen1ices Division 

Comprehensive Nutrition Project 

Nutrition Education 

'erson Giv in g Class: 

f imc of' the Training: 

E,:hibit l i 

-------------
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Nam e 

ate that HB Nutrition Education is sent out: 
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C!TY OF Sti..r~ ANTONIO (COSA) c~ 
COMPREHENSIVE hlUTRfTION PROJECT (CN~.,) HANDBOOK 

TTTLE: Facility Iclentificatio:1 

POLICY: COSA will ensme facilities providing GAA funclecl services are easy w locate. 

1. Signs \;.,i]J be placed in a maimer that allows participants to easily locale our CNP dining hall 
areas. 

1 COSA will identify all funding sources within dining facility. 

3. Signs and logos will be identified on agency program brochures. printed malerials. and websites. 

18 



Funding Sources: 

City of San Antonio 
Gene r::il Fund 

T c::,as Department or Aging 
& Disability Ser.-ices (DADS) 

Thrr)ug.._l-i The Alamo Area Couocil 
OfGo,emments (AACOG) 

Serving Our 

Senior 

Citizens 

CID' OF SAN ANTONIO 

DEPARTMENT OF 
COMl\1UNlTY JNITIATlVES 

//Area Agency 

~~iA~ing 
F""""1rd th,......•~1 1h,,: Tr-._. 0---r-:',r,,r,•1 f"""" ".~•"ff 
/\lttmo /\re.fl Caun-ci l of G-ovcrT1nt-ent-

l.:1 Oricin;i tic Ser, icic'S ra1;i IL':' 
,\nci:1110s lien,: cc,1110 su meta el bie11c:sla1· 
de estas pnsonas por m~dio de los 
sigl1ienlc~ P1-r,; ectos: 

l' llO YE CTO UE ~TTl { ICl()'\ 

l)JT'\ ce Llll(l Cl''lllld:1 ;\ 111cJ! 1,,.1 Ji:1 !"'li.lr:J 

r•:r,011;1,: (,11 aiios de ecbJ , m:.1,·,,r , <u 
csposci(al que , 1, e11 e11 ::! Cl'1H.l;:id0 de 
Be1:.1r. l:stas co1111clas ,-:: d,111 e11 un CenlrL, 
:::,~c1:..il CC'!l Jq1J-,1('PlC Etiilli1~:r > ~1n11~\C'5C'. 

~\ 1J.~:111;.\c; t"'fre1.. ~'11 it 1 :-; s1~uic11i::s ~er\ icit''- · 

½ l r;111s1 1 t1n::ic:it'1,1 r:\r] !;1 tia·11,b ,!c:: 
1..:t)111cc::1il"'l-.:~ c-.it1l''S l~ir:qi,:1"S \ ~"'tr~1s 

~1cli, id:-ld~, d·.:.· r·.:'L'!'C~kit·,:1 

~ (_-1..,nSCJ(\S- > :..!Sl~i.Cll(1~1 Ct...ll1 f'IC'~'.-3111~3 

~nhrc Sc:-L!urn 3-l'CJ~li. t,-:;:-n~ilc1i..'S 
i 11ediCL''.' \ e"l:.unri 11:1, d~ u1m itb 

\i !'r~$eine Ji~,: (,{, siti11s d~ nuLrlcil,n en 
l:i Ciudat.l de S:.!n .-\nton1L', en el 

Ct)11cJ::iJL1 d::: Bc::iar. L.,1s ,itit'S c:q;in 

abie nos Je lunes a, iernes I U:tllJ de 13 
maiiana a 2:\)0 de la tart.le. 

l"tidos l0s; seP icios s,1 11 gr::i,is rem se 
acepla11 donacic,nes 

TELl~FO NO: 2LJ7-7 172 

PH.O\TTTO DL 
TH.:V~ S 1' 0 IZ r .-\CI (1,; 

!'ma \'crso11,1, (,\J 011,'"· de' ed;1d , 11i;-1, "' 
l.1..1~ ~er\ icic,s d~ 11 ;insrL,nncit;11 ~t'll 1•:..1r:1 
lt."'5 :=.iguien\es lug~res 

• •\bogado 
+ Ranco tinanci,d 

Dc'C\r,,r. lw-1,it:il 0 bh,,r:1t10 111edtc,, 

• E,tarnri I \a~ 
+ T1emb di: cc,111es1ihk, 

'i 11:-ce:::i12 1r:.111c:::r\'rl~11.:it111. ,,_,~ 1· .. ·quit:r•.:.' 
d1~1~ de 3._ 1c::i..., L::~s 1i,~1rJ::: 1..i~ c:::!.-:·· 11 .. · h1 <::. 1.. 1 :i 

d .. · (,·(ll\ d:2' 1~1 !llOii~~IL! ~! h \ 1\ 1 ·.1'..' 1:.1 ~-~1.J .. \, !:_" 

lun:-.::; 3 '- l:'fll:''C:.. 

( l'nJallt" d:: Bc1·~: :=-t'il :Zrati::. ;1c-11_-, 

.1,..: :.::1•1an di.,11;1c 1•."'ncc:. 

.-\5 15 TF.:'- C I .-\ l'\iZ\ \\ \ U\fU I: 
C D> 5f.l<.\ l C l OS 50C lAU:S 

Se t:'ro, e-. en los sigu1eme, ser\ icillS l:1 b­
rersonas de edad ma,·or oue rcsiden en l:1 
Ciudad de San Antonie,. 

+ .0\::1s1encia con su co111;,;2 dc­
rnedicina, o equipt' 111id;c,. 

+ .. ~sis1encia con su raga de lu; :, ~1gu~ 
• .-\sistencia en su cas:i ct111 ,\, udanle 

de en 1em1era Ayudante de quehac;,1 :::, 

• Coordin;:iciL'll Cl'll olrns agencie, rar::i 
que reciba asistenci3 cc,11 oln.1s 

sen·1ci0s sociales 

TELEFONO: 2 12-9050 



Compreh ensiYe N utrition 
Project 

Pro\·ides elderly persons 60 years and 
older and their spouses in Bexar County 
"·ith a nutritionally balanced noon meal 
in 2. congregate setting and ,,·ith 
supporti,·e sen· ices. " ·h ic h consist of: 
~ Counseling 

"' Escor1 S,:rYices 
+ information & Referral 
1- '\urrition Education 

• 

Out r:::a:.:h .-\cti ,·ities 
Rc-c1::a~i0n _;\Ci!' i~ic-::=: 

Shopoin~ .-\~sistancc 
~ Tr:-:..nsp0n.J.t1(1i1 

Th~:-c ~:·= •:~1!T~nth ~r~ ~=nior 11ui~ll0:~ 

'Sti.-=5 op~rJ.~ing. Lhrc1 u~hout Sa11 .-\:1~0ni(' 
:!ni..i Bc::--.:!f CN,m,. \.1(,nda\ thro,1~h 
;·t'.(\d\ i.i\!iT, i1 1· 1, l'.l J..iL l·~' .::tll) ~ il":. 

.-\ll scT·,·1,:-:-:- ~:L~ :·r2:- c,1· c:h~:r~~~ 

hcn\-~\·er. ccni.rlbuti1.. 1 11::=: arc ~11cour:.1~i:li. 

T~ lephune :"i um ber : 207-7172 

Ce ntral Olli ce : 
70 0 S. Zar7..amur::i #205 

SA:\ A:\TO~!O. T :\. 78 20 7 
HOURS: 

7 :45 Ai\l -4:30 Pi\1 

The mission of t11e 
Senior Services Division 
is to enhance the social, 

psychological, and 
physiological 

well-being of older and 
disabled c itizens in San 

Antonio and Bexar 
County. 

.· .·:· ~··.· 

{~ 
~ 

S upp o i-tiYe Se rYi ces for th e 
E ld edy Proj ect 

Pro, ides persons. 6l) years and o Ider with 
door to dc,or transponation for essential 
3\'JWintrnents. such 2s: medical 
il\'J10i 11tme11ts. food st~J11ps. lega1 aid. 
sl,c ial sccurit:· office Yisits. grocer:-· 
slwpp in§'.. :-ind banking. Ser\ ice hours are 
c, \o[1(.b, through Frida,. (,:(10.-,.:q_ tc> 

(, 1_1UP.!\ l Ser,ices are pro,·1ded 
throughout Bexar Count:-· and free of 
chan g::: o,,natio11s i\re encouraged 

Te lep h o n e i\ um be r: 207-G68() 

lZ es uun:e & Referr a l Se ni ces 

ho'- itk 0 resource access and 1::i":::rrc1\ 
s::n ic~·s i11 cld-2rh c1117~ns li-_·,n"::: \\ lth1:1 

th-: l 1\\ ("'r San :\11\0171(' S::r- I('.?~ c.r:: 
dc:s1!!11ccl \<' J'ro,·idc <cim,rs 011c-';il'\' 
~H:cc-~c_s It.' ~cnic1r resPu1-ccs and l-ien~ i·11s. 

{' Co111prehe11si,·e Assessments 
11- Ser\ tee c·oordinzilion 

~ Erner~!:nc:, .'\ssista11ce for the Elc.ler]:­

+- Cit:- H<,rncmal-:c1· Program 
+ l3rn:::rits Counseling 

t ReCrnals to Socia\ Ser,ice Agrncies 

Te le p 11 o n e N u 111l1er: 2 1 2-9059 

Through these programs. the Seniot 
Sen·ic:cs Di, is ion (SSDl 1irn,·ides 
sen·ices to assist elderh a11cl disab1ed 
citizens to remain in their O'-' n 1,,_,rn ·:,. ir_, 

enhance 1heir imktlendencl.' a11u ,,,c,,11n1r; 

an irnpro,·ed qualit:, otlife 

SSD i, continua11:-· see\.:i11g out ;1,-: .• 

rr0grams and sen·ices l0 m,:c1 tJi,- .·,,· rc ·1I 

needs or elderh and disal,kd in,J•·, ,,.i1,11i, 

in San Antonio and the sunounui1,c2 ~'.,;::, 



CITY OF SAN ANTONI O (COSA) & 
COMPREHENSIVE NUTRfTION PROJECT (C t\!P) HAt\JDBOOK 

TITLE: Disaster and Emerge ncy /vlanagement Plan 

POLICY: COSA 1-vi ll be prepared in the event an emergency 01 disaster interferes with normal servi:.:e cleliverv. 4() 
TAC 83.l(l;J 

PROC.CDURE: 
111 the event of an emergency, whether it is weather relmccl_ civil clerense, man-made or specific situat ions involving 
the CNP nul!·ition sites, the fo ll owing guidelines will apply: 

I. The City or San Antoni o (COSA) wi ll co nsul! with the Bexa1· Agency on Ag ing/Alamo A.rec1 Council of 
Governments (AACOG). 

7 COSA will appoint a Safety Coordinator to work with the Risk Management Department lo develop 
nppropriate responses in the event of an identified emergency situation. 

3. COSA in order to meet the needs of the elderly wi ll part icipate in planning activ ities with dist ri ct disaster 
committees and other hum an serv ice agencies plus use exist ing resou,·ces to provide medical attenti on and 
soften the impact a disaster can have 011 the eldel'iy population . 

4. COSA 1>.,1ill keep open the five Cit:' operated nutrition sites and wil l provide food and she lter as needed. The 
emergency meal plan is already listed in the CNP operations manual, This emergency meal plan can also 
apply at a ti111e when a nutrition site cannot provide meal services 011 its own. 

:i. The Dietitian for the CNP will offer training in nuu·ition and e111ergency meal preparation to the staff from the, 
senior nutrition sites. 

6. COSA will provide authorized serv ices i.u the elderly victims of disaster. This includes coordinating 
transprniation efforts with the State Depart111ent of Highways and Publ ic Transportat ion, VlA and other 
private transportat ion prnviders 

7. ln order to ass ist the eld erly vict ims of a disaster, COSA will work with agencies like City Year, Habitat for 
Huma nity. American Red Cross and other related serv ice providers to complete minor home repairs in cluding 
ramps. steps and other repairs needed for degreed self sufficiency. 

8. COSA. when poss ibl e will assist the e)deriy in contactin g the Federal Emergency Medical Agency (FEMA) 
for funding to restore losses in curred by the disaster. 

9. COSA wil I \,1ork with disaster assistance advocates to assure older victims rece ive approved grants and 
se rvi ces and are protected from unscrupulous repair contractors. 

l 0, COSA will ass ist in providing transportation serv ices lo move elderl y di saster victims from temporary 
housing back to their own place of residence. 

l I, Hot weather can be a serious emergency for the elderly popul2tion. 111 response, COSA will work closely 
with the Risk Management Health Department to offer several meth ods of reli ef from heat related 
emergencies and preventative measures that can be taken to avo id in_iuri es from heat. COSA 's emergency 
plan includes, bu! not iimitecl to the following: 
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CITY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTR!T,ON PROJECT (CNP) HANDBOOK 

l)Cal lingCJI I ifnec:essa;y 
'.2) Us ing established nutriti o11 site:> and other comm uniry centers to provide i11formatio11 011 how to 

keep c:ool. 
3) lnstructi11g the eld er!)' to dri11k plenty of fluids during hot weather 
4) Make the eld er! ) aware of the Heat l11cle;,; a11cl how it can affect their hea lth . 

l 2. This Emergency Management Policy will be revised as needed to provide efficient al!cl effective response to 
a11y emergency or clisaste1 affect in g the lives of the elderly population in San Antonio. 
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CITY OF SA!\ ANTONIO 
DDJ'A .. RTM.CJ\'T OF COMMUNITY LNTTLATI\'ES 

SENJOR SERVICES DfVISION 
COMJ>REHENSf\'E NUTRJTIO/\' PROGRAM: 

I f \'OU WANT TO CN.JO\' A flAIL\ l!OT NOON MC/\ L (MON -- FRI) &: llA \'E LOTS Of FUN, i'LCASC .JOIN US AT ONC Ofi' 
THC FOLLOWING CENTEi(S: 
(FOR PERSONS Mi \'CAl{S & OLllEI( ANIJ Tl-!Cll< SPOUSE, £\'EN IF HE/SHE IS YOUNGE!{.) 

SI UD. QUIEl{ E l'ASAf< UN BUEi\' T IEMf'CJ Y C:CJMEI·'. UNA COM WA CALIENTE A MEDIO DIAS DIAS (LUNES -\IIERNCS) 
POI?. SEMANA EN UN AMBIENT[ FAMILIAR, FAVO I{ DE COMUNICARSC CON UNO DE LOS SIGUfCNTES S!TIOS: 
(PA RA PEl{SONAS lJE 60 Af✓ CJS '\' ~-IA \'OH \' f'ARA SU ESf'OSO (A) A lJN QUE NO TENG A 60 ANOS) 

Bell1a11)· [l11ited Mcllinclisl Ch1ll'ch 
l'ho11c -- 6~:i-:i473 
4102 Eisc111i;1uer (78:!. 18) 

Blanco Apartments 
Phone -- 4 77-6302 
906 W. 1-luisnchc (78201) 

Sc11ior Service, Division 
Compr·chcnsive N11trdion Project 

:230(1 W. Commerce, S uit e 203, Sa11 Anton io , Texas 71;207 
Pho11c: 207- 7172 

ncthcl U11ited Methodist Ch urch 
Phone -- 433-3599 
227 S. Ac mt Rd (78:.37) 

Uoh Ross Sen ior Multi-Service 1-fr:ilth & Resource Center 
Phone -- 207-5300 
2219 Bnbcocl, (7822'/J 

Centro de! llarr·iu C,Exc/11si11e/1• (11 ," !ht• frail e/rler/1 1 n11l11! Ci ir·ist the ((in g Cntl10lic Church 

Pl1onc: 927-954(, Phone -- 434-3027 
i23 Ascot (78224) 2/, 10 Pere? St. (78207) 

Cln url c W. 131:ici, Center Comnnc hc Pnrl, #2 (Aldc r·sgnte) 
Phone -- 226-8561 Phone -- 333-04 I 4 
2805 E.. Commerce (78203) 2600 Rigsbv (78222) 

Crcstyicw Bnptist Chu 1·ch Discip les Ministries Cent.er 
Phone -- 655-7451 Phone: 822-4345 
810 J Eaglecresl Blvd. (78239) 1744 W. G mm ere_\' Pl. (7820 I) 

El Cnrmen Catho li c Ch u,ch Din Austin Community Center 
Phone -- 626-2485 Phone -- 224-23:i I 
1855:i Len! Rd. (78221) 1023 N. Pinc (78:?.02) 

Fnir Avenu e Apnrtments George Cis neros Apnnments 
Phone -- 477-6337 Phone -- 477-6323 
1215 Fair· Ave. (78223) 3003 Weir Ave. (78226) 

Good Snmnritnn Center Good Shepherd Luthernn Ch urch 
· Phone -- 434-5531 ext. 347 Phone -- 333-0460 
I 600 Sn ltill o (78207) 1630 Goliad Rd. (78223) 

Grarrndn Apnrtments f-lnrlandnlc Senior Ce nter 
Phone -- 225-2645 Phone -- 924-4771 
311 S. St. Mnry's (782US) 1 JS W. South er-ass (78221) 

f-loly Fnm il_y Catholic Church Hope of Glory Center 
Phone -- 433-426:i Phone -- 928-1818 
152 Florcncin (78228) 339 W. Hutchins (78221) 

lmmnculatc 1-lenrt of Mnry Cntholic Chur-ch .Jewett Ci rcle Apnrtments 
Phone - 226-8268 Phone -- 477-6357 
617 S. Santa Rosa (78204) 425 SW 34th St. (78237) 

Kenwood Community Center Legacy@ O'Connor Apnr-tments 
Phone -- 732-0361 Phone -- 946-3900 
305 Dorn St. (78212) 13842 O'Connor (78233) 

Legac)'@ Science Parli Apartments MncArthur Pnr-1( Luthernn Cinu-ch 
Phone -- 431-7400 Phone -- 824-7135 
5803 I ngrnm (78228) 2903 Nacogdoches (782 17) 



I /l'indo1111a Apartments i\'lat-1 Garci.t Apartm(•nls 

Phone -- 432-2374 Phont -- 477-6381 
77 IO /\'i:1donna (78216 ) 6 I 14 f'ec:nn Vnllr) · Dr. (78223) 

Mcaclowoorl Acres Apnnrn cnl, 1\1 ission Snr1 .Jost· Catholi c Cliurcli 

Phone -- 677-0954 Phont -- n 3-868l 
12703 Cinco de Mn)'O (78252) 701 E. Pyrnn (78214) 

Mt. Zion Sheltering A rim N11ece; l3cncl Apartments 

l'hont -- 22:--7111 l'ilont -- 522-0440 

3238 Marti11 Luther Ki11g lk (?f:220 ) 3503 Carnino Real R.tl. (78238 ) 

Newell Retirerne11t Apartment s O' kccfe Cnrdcnbrook A part111e11rs 

Phone -- 824-600 I Phone -- 674-7847 

6918 E. Sunbelt fk (78218) 8734 Cnrdenbrook (78245) 
- -

Of' Sch11nbel A parlrnent, Our Laci.I' of Angels Catholic Ch11r·ch 

Phonl' -- :!2(,-85(, I Phonr -- 923-6270 
tJJ9 S. Main Avenut (78204 ) 1212 Stonewnll (7821 f ) 

Our Lady of' G11ndal11pt· Catholi c Cli11rch Onr Lady of Sorrows Catholic Church 
Phone -- 223-5738 Phone -- 733-1247 
1321 El f'asv (78207) 3107 N. SL Mar·y' , St. (78:!l2 ) 

Oxford Methodis t Ch11n:h Palacio de! Sol Apnrtnwnls 
Phone -- 696-0192 Phone -- 224-0442 
9655 Huebner Rd. (78140) 400 N. firio (78207) 

Parkview Apartmcnlo Pecan Hill Apn,lmcnts 
Phone -- 4 77-(,4 I G f'hone -- 477-6417 
114 Hickman St. (78212 ) 160(1 W. Lnwndnlc Dr. (78209) 

Pin Onk Apanments f'resn Senior Center 
Phont -- 477-(,4:ZI Phone -- 532-5295 
7190 Oaklawn (78229) 3721 S. Presa St. (78210) 

Primrose at Mission Hills Primrose :it Monticello Pad, 
Phone - 534-5380 Phone -- 733-8300 
6630 S. New Brnunfels (78223 ) 2803 Fredericksburg Rd. (78201) 

Rolling Onks Baptist Church Roscl'i Ile A partrn encs 
Phone -- 590-4 J 77 Phone -- 337-6925 
6401 Wenzel @Toepperwein (78233) 4139 E. Houston St. (78220) 

Sacred Heart Catholic Church Sall'ation Army - Homeless 
Phone -- 226-3536 Phone -- 226-229 l 
2123 W. Com mercc SL (78207) 226 Nolan (78202) 

Snl\'ation Army- I-lope Center Salvation Army (Peacock Center) 
Phone -- 352-2000 or 352-20 I 0 Phone -- 733-0665 
515 W. Elrnirn St. (78212) 2810 W. Ashby (78201) 

S:rn ,Juan De Los Lagos Catholic Church Shephenl King Luthcra11 Church 
Phone -- 434-6361 or 433-9722 Phone -- 344-5881 
3231 El Pnso SL (78207) 303 W. Ramsey (78216) 

Si11kin V1'illiam R Apartrne11ts Somerset Sc11io1· Center 
Phone -- 477-6628 Phone -- 1-830-429-3442 01· 701-3143 
1518 Amanda (78210) l 9375 "K" St. (P. 0. Box 752), Somerset, TX (78069) 

Sollth San Senior Center St. Alphonsus Catholic Church 
Phone -- 924-4691 Phone -- 432-83 l l 
503 Lovett (78211) 1200 S. Rosillo (78207) 

St. Andrew's United Methodist Church St. Anthony Catholic Church 
Phone -- 821-6800 Phone -- 635-8570 
722 Robinhood (78209) 16432 Kilowatt, Elmendorf, Terns (78112) 

St. Anthony de Padua Catholic Church St. Bonaventure Cntholic Church 
Phone -- 824-1743 Phone -- 923-0899 
102 Lorenz (78209) 1918 Palo Alto Rel. (7821 I) 



St. Henry' , Cnthr,lic Church .b1nli11 d~ St. James Catholic Church 
/'hone -- 225-6877 !'hone -- :':32-9239 
16l9S. Flore, (78204) " Temnomrill' Clo:,etl lor re11wrleii111• 42(1 Nunes (7822:i) 

St. Jude's Cnl holic Ch un:lr Si. Margaret Mar·y', Cnt lwiic Ch urch 
/'hone -- 432-8814 Plront· -- 532-4 777 
JJO S. San Augustinl' Ave. (78237) 1314 Fair Ave. (78223) 

St. Mar·y l\1agdnlc11 Catholic Church St. Marl, the El'ar,gclisl Catholi c C lrurclr 
l'honl' -- 735-2897 l'hont -- 494-1606 
17111 Clower (78201) 1602 Thousand Oak; Drive (78232) 

St. Matthews Catholi c Church St. Timothy Catholi c Church 
Phone -- 478-5017 Phone -- 432-4477 
I 0703 W11rzbacl1 (78230) I :i I:; Saltilic, (78207) 

--
St. \li11 cc1 1I clc Pau l C:rtl rolic Cl111r clr I s,,,,,1,;"' """" A""''"'"''' 
l'IWll(' -- 670-1800 l'i1011c -- 477-(,462 
422:2 SW Loop 410 (78227) 45:i E. Sunshine (78 228) 

I 

Univcrsit_\' Baptist Chur ch Victoria Plaza Apilrtmcnts 
!'hone -- 699-106:i Phr111c -- 477-(,49:i 
646:i naLH:ocl, Rel. (78249 ) 411 Barrcrn (78210) 

Vill:1 Alegre Apanmcms \!ilia 0' kccfc Apartments 
Phone -- 675-641 l Phone -- 333-346 l 
6902 Marbnch (78227) 2106 S 'NW '\'\'hill'. Rd. (78222) 

Vill:r Trn11cl1est· Apnr·trncnls Vir·ginin Gill Co mmunity Center 
Phone -- 4 77-632:i Phont -- G7:i-2!23 
307 Mnrshall St. (782!2) 7902 Wcsishire (78227) 

Wnlnul Apnrtments West End Pnrk s~nior Center· 
Phone -- 349-1076 !'hont· -- 737-1 o:;4 
3S22 West A1•e. (78213) 1226 I'\. W. !8th St. (78201) 

* s;_::;(l DONATION PER MEAL ACCEPTED 

~ SE ACEPTA DONACION DE s;_ :;o POR COMfDA 
Revised --- October 31, 2007 



CIT\ ' OF SAh ANTONlO 
D:CPARTJVIEJ\'T or COMMUNITY INJTlATfVES 

SENJOR SEHVJCES DIVISION 
COMPREHENSIVE ~UTl~JTION PROGRAM 

~ .-.._i, .. , t,.., t~ ..... ~'l: 
Alli= Are; ~II ('Of G.,.,11,n,~~ 

lllnnCCJ Aparime11ts 
Es1ell:1 Molina - 477-6302 
906 W. H11isache (78201) 

Granada Apanrne11ts 
Ms. Cin:1 H11ssry -- 22:'i-U,4:'i 

31 l S. St. Mnr)'' s (78205) 

Senior Servic.:b Dil'isio11 
Corn prche11sive NII t r·iric,n l'r-ojecl 

230{) W. C:omrncrc.:e. /.! 203 (78207) 
Pho11e: 207-7172 

Dislrici l 
= -

Sacred Heart Ch urch 
Ms. 1(1101 Esp inoz:t -- 22(,-353(, 
2123 W. Commerce St . (78207) 

Sail'nt io11 J\rnl) ' - Hope Cc11ter 
/,h. Li!l ie LJ:1tlinzar· -- 352-2000 cir· 352-20 I 0 

51:'i W. Elrnini St. (78212) 

lmmaculatl' Heart or Mar\' Cliurcli St l-!enr)·'s 
l\h. Olga Gonza les -- 22C,-82G8 

Gl7 S. Sa nt:1 Rosa (78204 ) Tcmpornrily c::losccl for constrnciion 

Kenwood Communit)' Center St. Mar)' Mngdaicn Ch urcli 
Ms. 13ett_1 Eckert -- 732-03(>1 Mar·y Escobedo -- 735-2897 or 735-3700 

30:'i Dorn St. (78212) 17 jQ Clower (78201) 

)VI adonn:1 Apartments Victoria l'lnza Apartments 
Bever!)· Rendon -- 477-637~, Sandrn Co nzalez -- 477-(,495 

77 IO Madonn:r (782 I G) 411 !3nrrcra (78210) 

OP Sclrnabel Apartments Viii~ Tranchese Apartments 
Mr. l3~njamin Dominguez -- 224-1753 -- 477-6325 

919 S. Main Avenue (78204) 307 Mnrha!I St. (7821~) 

Our Lnd_r of Sorrows Ch ur ch Walnut Apartments 
Ms. Mnrin Cnrclenn;-- 733-1247 Mnr_y Escobedo -- 349-1076 
3107 N. St. Mary's St.(78212) 3822 West Ave. (78213) 

P:iri<view Apartments West End Pnrl, Senior Ce nter 
Gloria Barneti -- 477-G41G Esther H crnandez -- 737-1054 
114 Hickman St. (78212) 1226 N. W. 18th St. (7820 1) 

Di:,rrict 2 

Bethany United Methodist Church Roseville Apartments 
Jeannie Whitehurst -- 655-5473 Ella Edwards- 337-6925 

4102 Eise11hn11cr (78218) 4139 E. Houston St. (78220) 

Claude W. Biacli Center Sail'ation Arm)' - Homeless 
Benjamin Dominguez -- 226-8561 Mr. Bobby McF:c1rland -- 22.6-229 J 

'.'.805 E. Co mm erce (78203) 226 Nol:in (78202) 

Comanchr Park #2 (Alder-sgntc) Sinkin William R Apartments 
Ms. Ca nd ic Hil l -- 333-0414 Ofelia Martinez -- 477-6628 

2600 Rigsb)' (78222) 1518 Amanda St. (78210) 

Ella Austin Community Center Villn O'Keefc Apartments 
Ms. Barbnr:i Williams -- 224-2351 Ms. Amber Hill -- 333-34GI 

I 023 N. Pinc (78202) 210G S WW \Jl'bitr Rd. (78222) 

Mt. Zion Sheltering Arms 
l\far)' Lou Katzenberger -- 225-71 J J 

3238 Martirr Luther King (78220) 



[ _____________ D_is!.'J£.L_-i ____ ___________ ~~-----------~--3~ __________ j 

I 

F:1ir Avenu e Apa nm ents 
Jan ie Castillo- 47i-G337 
PI~ fair Avt (782"1) - -· 

Good Shep herd Lutlicrnn C hu rch 
Lan~ D11 rll e,l --333-0 46(1 

1630 Go!ia rl ll d. (78223 ) 

H;1r!andale Sen ior Center 
Ms. E, 1• ;i Borrego -- S'24-477l 

J IS W. Soutl1 crnss (78221) 

Hope of Glo r.,· 
Ms. Elida llcrnand e7 -- 928-18 I 8 

339 W. H ut cli in s (7822] J 

Mntl Ga rcia Arart ments 
Beverly St:i ccr -- 477-6381 

6 J 14 Pecan Valle., Dr. (78223) 

Mission San ,los,· 
Ms. Bctiie Williams -- 923-8681 

701 C. l'yro11 (78214) 

Presa Senio r Center 
Ms. Mar,· Ali ce Lopez. -- 532-529:i 

3721 S. Prm St. (78210) 

l' rinn·os ,· at Mission Hills 
Ms. Margit Rosa les - 534-5380 
6630 S. New Br·aunfels (7822 3) 

Distri ci S 

Christ the h:ing Chur·ch 
Ms. Maria Elena Cardenas -- 434-3027 

2610 Perez. St. (78207) 

Geo rge Cisneros Ara rtm ents 
Jud y Barri~ntes -- 477-6323 

3003 Weir Ave. (78226) 

Good Samaritan Center 
Mr. Jesse Borrego -- 434-5531, ext. 330 

I 600 Saltillo St. (78207) 

Our· Lady of Guadalupe Catholic Church 
Mrs. Estnn is!ndn Mendez -- 223-5738 

1321 El Paso (78207) 

Palacio del Sol 
Jorge Salinas - 224-0442 

400 N. hio (78207) 

San Juan De Los Lagos Church 
Ms. L11pit:1 Olivares -- 434-636] or· 433-9722 

3231 El Paso St. (78207) 

St. Alphonsus Church 
Mr. Gilbert Saucedo -- 432-831 J 

1200 S. Rosillo (78207) 

Jardin de St. James 
Ms. Gloria Zamorz -- 532-9239 

420 Nunes (76225) 

St. Timothy Catholic Church 
Ms. Candelaria Balderas -- 432-4477 

I 515 Saltillo (7820'7) 

St. Mar·gar·et Mnry' s Church j 

Mi .. M:1n \ 'e!:1 -- 53:2-4777 

i 
1314 l-rrir Avt. (78223) 

--
I 

District 4 

O ur Lad y or Angels Catholi c Chur ch 
Ms. f'a11li11e Lun :i -- 923-6270 

1212 Stonewall (7821 IJ 

So uth San Se nior Cent er 
M.s. Consuelo Ca stillo -- 924-4(,cJJ 

SU3 L11vctt (782 J I) 

St. Bo11avcntun· Cat holi c Church 
Lind a fltll' S( -- 923-0899 

19!8 l'aloAILo Rd. (78:?. ll ) 

St. Vi11ccnt de f'nul 
Ms. Li11d:1 Woodrin g -- 670-1800 

42:?.2 SW Loo p 410 (78227 ) 

Vir·ginia Gill Comm unity Center 
Lo 11cl ey• ne Johnson -- 675-2 123 

7902 Wes tshir·e (78227) 

."'.,Ce ntro Del Barrio 
Ms. Cu 11 sueio C:1sr ill o -- 927-%46 

123 Ascot (78224 ) 
'Exd11 si11e/r for the frail elder/I' 

Distr·i ct 6 

I 

Beth el Senior Center 
)\'ls. Rub)· Johnson -- 433-3599 

'227 S. Acmr Rd (78237) 

J ewet1 Circl e Apa rtm ents 
Diann Lamon -- 477-6357 
42S SW 34th St. (78237) 

O 'Keefe Gardenbrook Apartments 
Angi e Gonzalez. -- 674-7847 
8734 Garclenbrook (78245) 

St. Jude 's Catholic Church 
Ms. Glor·ia Lunn -- 432-8814 

130 S. Sa 11 Augus tin e Ave. (78237) 

Villa Alegr·c Apartments 
Lupe Lozan o -- 675-6411 

6902 M arlrnch (78227) 

·-



L [ 
------

0 lW:l.sL2 Disrrict 7 
.. ~ --- ---

I Discirle, M in1 str·ie, Cente r Salvatio 11 Army (Pcncocl, Center) 
Ms. AniU1 13rn ll stcttc;· f:22-4345 Ms. Alejandr:1 Mendosa - - 7.33-06(;5 

I 744 W. Gram ere)' Pi. (7620 l ) 28 JV W. As hhy (7820]) 

Hol_, . Fa mi ly Cat holic Church Su nshi ne Pl:1z:1 Ar,artme nt s 
M,. Li;•_ J im enez -- 433-42(:3 Tom Sleeper -- 4 77-(,4(,2 

152 P'lorcnci:i (78228 ) 455 E. S unsh in e ( 71:i228) 

District 8 

Legacy@ Scie ll ct f'arl( Apartment, Bob l{oss Senior Multi-Scrvicl' ll ca lU1 & Rcsourcl' Center 
Ms. Te rcsit f<'lorcs -- 431-7400 M,. Catherine !louse -- 207-8 l 82 

5803 Ingram Rd. (7/;228) 221 1! Bai>rnck (78229) 

Nueces 13 enrl Apartmen t, Oxford Melhodisl C hurch 
Alll eli:1 Vclnsqucz -- 522-0440 Pastor .lames Ca llowav-Edgar -- 6%-0192 

3503 Carnill o Real (78238) 9655 l·l11eii11t1· f{cl. cn:24oJ 

Pin Oal1 SL Matthews Cat i1oli c Chtnch 
Ms. Ste lla Martinez - 4,i-642I Ms. Georg i:, \Va ll -- G'.11-8947 

7 l 90 Oa ida w11 (78229) 10703 Wurzbach (78230) 

Pr imrose at Montic:clio l'af'I, u ni,,crs ir_,, Baptisf Church 
S_ylv in G uer rn -- 733-8]()(1 Rob Ada ir -- G'.19-1065 

2803 Freder icksb urg Rel. (7820]) (,4(i5 13abcocl, Rd. (7824~>) 

Distr·icf 9 Disrr·ict JO 
Pecan Hil l Apartments The Legacy (!J.1 O'Co nnor· Apart ments 

Ms. Olivia Chavez -- 477-6417 Sand,r Co uch -- 94<i-3900 
1600 W . Lawndale Dr. (78209 ) 13842 O' Connor Rd. (782]3 ) 

Shep herd Kin g Luther-an Cli urc:h MacArti1ur· Park Lutheran Church 
Ms. Sh ir lC)' Schultz -- 344-:i88 l Jud ,1 Be ll - 824-7135 

303 W. Ramsel' (782 l 6) 2903 Nacogdoches Rd. (78217) 

St. Anthony de Pa dun Newe ll Retirement Apartments 
Ms. Yvonne Barloco -- 82.4-1743 Dorothy Thompson -- 824 -6001 

I l 02 Lorenz (78209) 69 18 E. S un belt Dr. (78218) 

St. Mark the El'angeli sf Ca tholi c Church Rolling Oaks Baptist C hu rch 
Mr John Go l<elman -- 494-1606 Mr. Arni e Glascock -- 590-4177 

1602 Thousand Oaks Dr·ive (78232) 6401 Wenzel@ Toepperwein (78233) 

St. Andrell''s United Methodist Chur ch 
Ms. Gloria Boyd -- 82 1-6800 

I 722 Robinhood (78209) 

Co1111t1 • 

Crestview Baptist Church Somerset Senior Center 
Ms. Mary Frnci<er -- 655-745] Ms. Ja ni e All' izo -- 1-830-429-3442 or 70I-3143 
810 I Eaglecresl Blvd. (78239) P. 0. Box 752 

Somerset, TX (78069) 

El Carmen Senior Center St. Anthon_y Catholi c C hurch 
Ms. irmn Garcin -- 62.6-2485 Ms. Pnm Levrie -- 635-857-0 

18555 Leal Rd. (78221 ) 16432 kilowatt 
Elmendorf, Texas (78112) 

Meadowood Acres 
Ms. Lind:i Woodring -- 677-0954 

1270] Cinco de Mn_yo (78252) 

* $.50 DONATION PER MEAL ACCEPTED 

* SE ACEPTA DONA Cl ON DE $.50 POR COMfDA 

laura Cisneros Linda Rog/er Dia11a Alcocer 
Social Sen 1ices Manager Co111111u11i1_1· Sen 1ices S11perJ1isor Co 1111111111itv Services S 1111erJ1isor 

Phone: 207-7485 Pa[!er: 759-3970 Phone: 107-72.:/ J Cell.· 132-7875 Pho11e: 20,-7173 Cell. :!59-J(i58 
1 'ickic S1rait Robert Go111c:: 

Co1111111111ity Services S11pen,fsor Co111111 unilJ' Sen1ices Supervisor 
Pho11e: 2()7-7165 Cell.- 259-167() Phone: 707-7164 Cell: 232-7012 

Revised - October 3 I , 2007 



CfT'Y OF SAN ANTONIO (COSA) & 
COMPREHENSIVE t·✓ LJTRITION PROJECT (CNP) H.LlJ~DBOOr<: 

TITLE: SAFETY POLJCY 

POLICY: COSA will provide a focilit)' that is safe and provides a health\ and secure silt for meal 
parlici pants. 

PROCEDURE: 
Center Manager will be r·esponsible for posting evacuation routes ou! of the building. This map must he 
posted in all common areas as well as in all rooms used by employees and cemer guests . 

ln the event that individuals with disabilities are in the Center. Ccnler Manager should assign volunteers to 
assist these individual s in e\'acuating th~: building. These volunteers should be educal'.::d in correct 
procedures in assisting individuals with a variety of disabilities who ma) use wheelchairs. wall:crs , canes. 
crutcl1es, hearing impaired and/or a guide clog. For instance. if there is a sightless 01 hearing impaired 
participant he/she should be walked through building and introduced to the volunteer \Nhc1 ,,vill a~:sist them. 
in case of an emergency. When an individual at1encls the Center that is blind or has loss of hearing. Center 
Managers must educate this individual with Center's evacuation plrn1 and procedures. 

Each volunteer shou ld have a working l~nowledge of the Center evacuation plan and be able 10 ph)1sically 
handle their assignment. 

Quaiierly drills should be incorporated into Center functions. Each drill should be documented and 
evaluated for performance. On-going education to the evacuation procedure must be given. 

Evacuat ion should be to the safest area available for all Center occupants . A.11 on-going review of these 
areas used as safe areas must be made by Center Manager and/or their staff designee. ;\_ny area designated 
as a safe area to evacuate to must be maintained for this purpose. 

Center Managers will be responsible for: 

1. Clear paths of travel. through Center building and maintaining these paths as clear as possible. 
2. Maintaining current list of evacuation volunteers and document training each has received. 
3. Quarterly hold document and evaluate drills held at Centers. 
4. Report to CNP Elderly Services Supervisor: 

a. Volunteer List 
b. Volunteer Training 
c. Drill Documentation 

5. Immediately af1er evacuation of Center. Center Manager or designated staff ,,vill physically 
check each room to ensure that all individuals have safely evacuated. 

Volunteer Evacuation Assistant must: 

1. Atiend all training sessions. 
2. Provide safe assistance for the individual they are assigned. 

21 



C!TY OF SAN ANTON~O (COSA) & 
COMPREHENSIVE NUTRITION PROJECT (CNP) HAr✓ DBOOK 

TITLE: Smol:e-free Environmeni 

POU CY: COSA shall provide a srnoLe-free environment. 40(TAC' 84.1 ), COSA AD 4.6:i - Srnuke I ree 
Workplace. 

PROCEDURE: 
1. Smoking is no! allowed in anv facility owned or operated b)' COSA. 

,, Smoking is not allowed in any vehicle owned or operated by C(JSA 

3. No smoking signs will bt prominently posted throughout all facilities and vehicles o,vnecl and 
operated by COSA. 

4. COSA will provide a designated smoking area at an outside location. 

22 



the supervisor. The employee's supervisor is responsible for ensuring the records 
are properly classified, stored and that working and convenience copies are 
disposed of in the prescribed manner 

1. City Department Directors are responsiL1ic for any disciplinary actions taken 
againsl employees who violate this Administrative Directive. The Human 
Resources Department will pro'!icie guidance as required to City departments 
regarding appropriate disciplinary actions to be taken against employees who 
violate tins Administrative Directive. 

J. City clepartmenls are responsible for the implementation, training and 
enforcement regarding tlie security classification of records as defined by the 
Texas State Attorney Genernl'~: Office 

K. The originating City clepartmenl is responsible for classifying and entering E­
Agenda items including supporting documentation into the Cicy's document 
management system based on the Local Govcn1men! Records Reiention 
Schedules. 

L. ITSD is responsible foi' providing the technology implementaiion necessary to 

suppo1i fois Administrative Directive regarding electronic records. 

M ... City departments are responsible. for the identification and protection of their 
department's essential records. 

VI. PROC:CDURES: 

A. General Guidelines: 

1. City departments may introduce internal policies which are more restrictive 
while still supporting the tenets of this Administrative Directive. 

2. All municipal records are the property of the City There should be no personal 
or property right expectations to such records. The unauthorized destruction, 
removal or use of such records is prohibited. Employees should be aware that 
the records they create and receive, remain the property of the City. 

3. Based 011 the Texas Publ ic lnfomrntion Act, (Texas Government Code, Chapter 
552) all muni cipal records are open records unless they are specifically protected 
by lc1ws from disclosure and only then lo the e):tent of that legal prolection. 

4. Authorized individuals within the City may monitor City-administered 
tech11ology or equipment at any time in accordance with the Acceptable Use of 
Electronic Comm unications Administrative Directive. 

Page 6 of /4 
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B. Retention Guidelines: 

l. All paper, microfilm and eiecrronic records are considered City records. 

2. Ali paper, microfilm and elecLronic records must be retained and disposed of 
according Lo the City's record rclention requirements. 

3. I! is tht content and function of a paper, microfilm and electronic record Lhat 
determines the record series and retention period for that record. 

4. The City'.s approved Declaration of Compliance with the Local Governmcnr 
Record Retention Schedules provides access Lei the record series and the 
retention period for each record series. 

See APPENDIX l for examples of record series titles that are common Lo all 
City departments. Please see the Local Government Records Retention 
Schedules for a complete lisring of records series along with what is required to 
be maintained ·within those record series and any retention e:xceotio11s. 

C Maintenance Guidelines. 

1. Texas Administrative Code, Chaplet 7, Section 7.26 requires original 
microfilm must be stored in a seµa:-me buiiding from duplicate copies or the 
original records. SLorage and inspections of microfilm mus, be in acsordance 
with Al~SI and AIIJvi standards. 

2. Texas Adminisrrative Code, Chapter 7, Section 7.77 (a) requires software, 
hardware, and/or documentarion inciuding maintenance documentation, required 
to retrieve and read tbe electronic records must be retained as long as the 
approved retention period for the electronic records. 

D. Disoosition Guidelines: 

Unless otherwise denoted the following standards will apply to the disposition of 
paper, microfilm and electronic records: 

i. The City shall establish procedures, the fo1111 and maimer to be determined by the 
Records Management Officer, that address the disposition of paper, m icrofilm 
and electronic records which will be followed in accordance with the approved 
state retention. 

a. Records that have met the required legal retention and are targeted for 
destruction are reviewed by the Depariment Director, a representative of the 
Records Management Officer and a representative of the City Attorney's 
Office before destruction takes place. 

Page 7 of 11 



b. City departments coordinate destruction with the Municipal Records Facil ity. 
The method of clestrucrion must ensure protection for any confidential 
information. See Sections VI. D. 3.c. 4.b. 5.b. below for reference to the 
destruction of records in the Local Govemment Records Act, Microfilming 
Standards and Procedures, ond Elcclrcmic lcecords Standards and 
Procedures. 

c. The de:;truction of convenience copies is carried out in 8 different manner than 
fo, local government records. Once a record is id entified as a convenience 
copy, th e ciepartmen! may destroy the copy without requesting approval by the 
Department Director, Records Management Office, m1cl City Attorney. 
Caution should be used when making this determination. The method of 
destruction must ensure protection fo, any confidential information. 

2. The process for the legal disposition of the City's paper, microfilm and electronic 
records is subject to the same documentation requi rem ents as any other record 
seri es with the exception of messages that fall in the record series Routine 
Conespondence, GR 1000-26(c) which need not be documented through 
destruction authorizations. This record series is no! essential to the fulfillment of 
slatulory obligations or to the documentation of the City's functions. This record 
series is not required for staff to carry out their job requirements. Examples: 
meeting notices. announcements, copies sent to anyone other than the primary 
receiver/sender, reference materials. personal c01Tespo nden ce. Caution should be 
used in assigning this record series to make cenain records are not pan of another 
record series. 

3. Sect ions :?.02.001-202.003 of the Local Gc>1 1C/'11ment Records Act relating to 
the destruction of records states that: 

a. A record may be destroyed if the record is listed on an approved records control 
schedule or a destruction request is approved by the T~xas State Library and 
Archives Commission and the retention has expired. A.n exception to the 
process is an expunction order. 

b. Regardless of any other provisions, a record, the subject matter of which is 
!mown to be in litigation or subject to an open records request may not be 

destroyed until th e litigation is settled or the request resolved. 

c. A record may be destroyed by burning, shredding, pulping or burial in a landfill 
or by sa le or donation for recycling purpose unless public access is restricted in 
which case it may be destroyed only by burning, pulping or sl1redding. 

4. Seclion 7.33 of the Micro.ftlmlng Standards and Procedures relating to the 
destruction of microfilm records states that: 
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a. Microfilm records must be destroyed only in accordance with Local 
Government Code, Chapler 202, Sections 202.001-202.003 

b lvficrnfilmecl records scheduled foi destruction must be disposed of in a mairner 
that ensures proleclion for any confidential information. 

c. Destruction of records 011 a roll of microfilm containing multiple record series 
must be done by destroying the whole roll of film at lhe lime the records on the 
film that have the Jongesl retention period are eiigible for destruction or, if 
filmed prior lo the effective date of'these standards, by deleting the section of 
th e film contain mg records eligible for desrruction ancl splicing the film. Ir the 
film is spliced a c!estrnction notice contai111ng specific information must be 
inserted in place of the deleted records. 

5. Section 7.78 of the Electronic Records Standards and Procedures relating to 
the destruction of electronic records states that: 

a. Electronic records may be destroyed only in accordance with the Local 
Govenunent Code, Chapter 202, Section 202.001. 

b. Each local government must ensure that: 

1. Electronic records scheduled for destruction are disposed of in a manner that 
ensure protection of any confidential infonnation; and 

2. Magnetic storage media previously used for electronic record containing 
confidential infom1atio11 are not reused if the previously rec::irded confidential 
infonnation can be compromised by reuse in anyway. 

c. Before systems or media are reu:;ed they should be erased according to tbe 
City's Data Cleaning Policy to ensure no residual data is maintained. 

E. Special Consideration and Rules for Electronic Records: 

Electronic MaiJ (E-mail) 

a. All electronic mail messages are considered City records and the City reserves 
the right to access employee electronic mail messages. 

b. All electronic mail messages must be retained and disposed of according to the 
City's retention requirements. It is the content and function of an electronic 
mail message that determines the retention period for that message. Electronic 
mail messages generally fall into the following categories . These are: 

GR 1000-26 (b) and ( c) Correspondence and Internal lvfemoranda: 
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(1.) .Administrative - Correspondence and internal memoranda pertaining LO or 
arising from routine administ:ation or oµe:-ation of the policies programs, 
services and projects of a local government. RETENTION: 2 years. 

(2.) Routine - Correspondence anci internal memoranda such as letters of 
uansrnitla l, requests for publications, internal meeting nolices and similar 
routine matters. RETENTION: A \I (Administratively Valuab le). 

c. The process of the legal disposition of govenm1ent records (inc luding electronic 
mail) is subject lo the same documentation requirements as any other formal or 
medium with the exception of messages that fall in th e record series Routine 
Correspondence, GR 1000-26(c) which neecl not be documented throu gh 
clestruclion authorizations. This record series is noi essenLial lO the fulfillment 
of slatutory obligations or to the documentation of the City's functions. This 
record series is not required for staff lo carry out their job requiremenls. 
Examples: meeting notices, a1rnou11cements, cop ies sent lo anyone other than 
the primary recejver/sendcr, reference materials, personal correspondence. 

Caut ion should be used in ass,1gning this record series lo make cenain records 
are not part of another record series. 

d. See Administrative Directive 7.4, Acceptable Use of Electronic 
Communications. 

e. Electronic mail users are responsible for managing their electronic 
messages in accordance with requirements established in this 
Administrative Directive. 

f. Tbe City's electroni c mail syslern is no( a records management system. 
Electronic messages that the user determines, based on the Local Govemmcnl 
Records Retention Schedules, are subject lo retention for more tban 30 days 
should be moved from the user's "Inbox" and/or "Sent Items" folders within 30 
days of its receipt or creation. Electronic messages to be ,·etained may be 
printed and filed, placed in folders and saved on a net:v,1ork drive, or transferred 
to an aulornated records management softvvare application. 

g. Any electronic message in a user's "Inbox " and/or "Sent Items" folders that 
exceeds 30 days in age shall be automaticaliy deleted. ITSD shall not retrieve 
electronic messages delelecl by the automatic deletion system. Electronic mail 
users are subject lo legal consequences for the failure to preserve electronic 
messages subject lo retention requircmenls. 

h. The responsibilities for maintaining electronic mail messages are referenced i11 
Section V. F. of this Administrative Directive. 

2. lnsiant Messaging (IM) 
a. All instanl messages are considered City records and the City reserves the right 
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to access cmpioyee insLmt messages. 

o Ali inslant messages must be retained and disposed of according Le; the City's 
relent1on requirements. It is the content and function of an inst,rnt rne::;sage that 
determines the retention ;)eriocl for thal message. 

c. The process of lhe legal d1spos1tion of govemrnenl records (including instant 
messages) is sub_iecl lo the same documentation requirements 2s any other 
formal or medium with the exception of messages lhal fall in lhe record series 
Routine Correspondence, GR 1000-26(c) which need not be do:::urnenled 
lhrough destruction authorizations. This record series is no! essential to the 
fulfillment of statutory obligations or to the documentation of the City's 
functions. This record series is not required for staff to carry out theirjob 
requirements. Examples: meeting notices, mmouncements, copies sent to 
anyone other than the primary receiver/sender, reference materials, personal 
conesponclence. Caution should be used in assigning this record series to mal:e 
certain records are no! pari of another record series. 

3 Voice J\llctij 

a. Ail voice mail messages are considered City records and the City reserves the 
right to access employee voice mail messages. 

b. Ali voice mail messages must be retained and disposed of according to the 
City's retention requirements. 1t is the content and function of a voice mail 
message tbat determines the retention period for that message. 

c. Tl1e process of the legal disposition of government records (including voice 
mail) is subject to the same documentation requirement as any other format or 
medium with the exception of messages that fall in the record series Routine 
Conespondence, GR 1000-26 (c) which need not be documented through 
destruction authorizations. This record series is not essential to the fulfillment 
of statutory obligations or to the documenlalion of the City's functions. This 
record series is not required for staff to cany out their job requirements. 
Examples: meeting notices, announcements, personal messages. Caution should 
be used in assigning this record series to make certain records are not part of 
another resord series. 

1. Some voice mail messages may b::-, deleted after the information is 
transcribed onto a telephone log. 

2. Some voice mail messages may need to be retained in their original form for 
the purpose of evidence in legal proceedings such as bomb threats, reports of 
illegal activities, customer complaints or verbal authority to take certain 
action. 
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DlSCIPLINt:: 

A Faiiure Lo comply with this Administrative Directive will result in disciplinary 
acr,011 in accordance with the Mun1cip2l Civil Service Rules ofth'.:'. City of San 
Antonio, Ruic XVII, Section 2. Dis::-,ipline will be evaluated and based upon the 
number of v1olatiom and severity of lhc incident. 

B Empl0yees who fail lo follow this Adm1111slrativc Directive will be disciplined under 
the: authority ofthe Department Director. 

C This Admrnimative Directive. does nol supersede the Dcpanmenl DirecLor's 
authority over the dclerminauon of final discipiinary actions taken, particularly in 
case? where the safely of the general public or City employees me; significantly 
compromised by an infraclion of this Administrative Directive A Department 
Director may choose lo assess more sever disciplinary action agains! an ernployet: 
depending on the severity of the infraction 

D. Destruction of iocal government records contrnry w the provision of the Local 
Governrnenl Records Acl is a Class A misdemeanor and, under certain 
circumstances, a third de_gree felony (Penal Code, Section 37 . l 0) . Anyone 
destroying local govcnm1em records without legal authorization may also be subject 
to cr im inal penalues ancl fines under the Open Records Acl (Govenu11ent Code, 
Chapter 552). 

Tllis Administrative Directi1'e supersedes al] previous correspondence 011 this subject 
Information and/or clarification m;:iy be obtained by contacting th e Office of the City 
Clerk/Records Facility at 207-6386. 

r--j 
---- JJ . 'l /-~ '\_Y ;Jj,c; tu' 1(, /;!(,-:,~ I rY -2 3 - cJ G 

Le\ici a lli(i acek, City 'Clerk Date 

Approv~ ti A , I //11 ()(J / 
H)fif~v{, ,~-/f#iJvu~/ f - cJS:- 0 b 

Date 
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A.Dl\1INISTRA TJ\T DIJmCTIVE 1.34 
APPENDIX 1 

Listed below are a few examples of re2.orc1 series utles thaL are common to all Ci!y 
deparlmems. Please see the Local Go11cm111r:n: Records Retention Schedules for 8 complete 
list ing of the recorcif; series along with wlrnt is req11irecl to be maintained within those record 
series and any retention exceptions. 

Convenience copies may be destroyed previous LCJ retention set for the official record. 
Destruction procedures for convenience copies art'. different limn those; for th~ official record. 
The protection of anv conficlemial information mus~ be ensured. 

ABBREVIATIONS: 
AV= Administratively Valuable 
FE= Fiscal Year Enc! 

GR l 000-01 Agenda· 2 years. 

GI:-1000-03 Wi·ittcn lv.I:inutes: PERMANENT. 

GRl 000-2Lt Complaims: Resolution or dismissal of complaint+ 2 years. 

GRl 000-25 Contracts, Leases_. and Agreernems: ~ years after the expiration or tem1i11ation 
of tk instrnment according to its tenns. 

GR.l 000-26 Correspondence and fote,ml Memoranda. 
Policy and prog;-am developrnen~: 5 years. 
Administrative: 2 years. 
Routine AV. 

GR] 000-38 Po li cy and Procedures Documentation: Until Superseded+ 5 years. 

GR l 000-4 i Reports and Studies (Non-Fiscal). 
A1111ual reports: PERJAANENT. 
Special reports or studies by request of the governing body: PERMAJ\fENT. 
Special reports or studies prepared by request of the chief administrative 
officer: 5 years. 
Monthly, bimonthly, quarterly, or semi-annual reports: 3 years. 
Activity reports: l year. 

GRI 025-04 Budgets and Budget Documentation. 
Aimual budgets: PERMANENT. 
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Speciai budgecs: PERlv1ANEi,J1. 
Wc,rbng papers: 2 years. 
Encumbn:mce and expenditure report:::: '.2 vears. 
Change documenlauon: 2 _vears. 

GRj 0::'.5 -07 financial Reports. 
Monthly, bimonthly, quai'lerly. a11cl semiannual reports: Ji'E + 3 years. 
Annual reports. PER.lv1.ANENT. 
Long range pianrnng reports nmivLA.NE/\'T. 
Capilal improvement reports PEI:M.6,f✓ENT. 

GR1075-0I Bids ancl Bid Documentation. 
Successful bids ancl requests for propcs,ds: FE+ 3 years. 
Unsuccessful bids: 2 years. 

GR l 07 5-03 Purclrnse Orders: Fb + J. 

GR i075-l 6 Construction Project Files: PEFMJ..N'ENT. 
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C[TY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRiT!Or✓ PF<OJECT (CNP) HAI\JDBOOK 

TJTLE: Capitai Equipment 

POLICY: COSA wil l maintain a record to ti-ack all capiuil equipment purchased with Titk I [l fund ~ 1or the Nut1·ition 
Program facility. 

PROCEDURE: 

") 

l. ·Inventor) Records wil l be maintamecl 011 all capital assets: 
a. Descri plion of the Property 
b. Location 01 the Properry 
c. Title (if any) 01 the Property 
cl. Acquis iti on Cost or the Prnpen1 
e. Dispos ition of the Prnpenv 
r Serial Numbe1/Mocle! Number of the Propeny 
g. Source or Prope1ty 
h. Percentage offeclcrnl/State Funds 

COSA wi 11 provide Bexar AAA notification of pro pert) d ispos1tion 
a. When property is taken out of service 
b. Lost 01· Stolen 
c. BAAA forms must be completed withi11 i O clav~ tu report disposition of property. 

3. \ 1ehicle records ,~1ill be 111aintainecl on buses and ,·ans transporting senior clients. 

4. COSA will be responsible for regula: maintenance of assets LO e11sure all equipment is working in a safe and 
good condit ion. 

5. A log sha ll be maintained to record a history of an\' equipment failui'es or problems. 
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CITY OF: SAr-.J ANTONIO (COS,6,) & 
C()nnDRf=Hr-N·,-,.f·f'- 1\HJ--t ..... !T'()' f P'ROJECT /C~!P\ H" ff-, ND' K·o·· C1K ~n!I, - ,I:: :::S\t: In Ir"';..! N \. , .. ~i'-i,, / 1M ..,...., I 

TITLE: Conflict of !merest 

POLICY: COSA wili c1dhere to T/\C LJO f;J ; (4J Connie! of l11terc,;1 anc! CCJSA AD 4.44 f✓ epotism. 

PROCEDURE: 

1. COSA. its employees. volunteers wo;-Ling with the CNP. its advisory boarcl/commiLtee memhers anc.! its 
governing boar·cls sha ll seek to avoid conflicts-of - interest. in fact a nerccp1ion anc! provide proper notification 
when potential conf1 icts-of-1 rllerest cio occu 1·. 

'I Every i11cliviclual emp loyed in a super·visor-y capac ity. sha ll be 1·espo11:,;ibl::: for complying with this directive 
a11cl reporting to the Per·sonal Department in th~· event a member of her/his fomilv is re fen-eel to a position 
u11cier her/his supervis ion . 

27 
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Ma.1tc.h 2 5, i 9 S I 

?..::::-VIS I Ori DATES: 

SCBJTCT: mmICIPAL CIVIL SERVICE ?.ULE VIIi, S".::CTJO,"1 }(c) 

1. Purpose: 

The purpos•~ of this directive is to explain the pol:_cy 
of :b~ Ci~y of S~n Antonio set forth in ~unicipal 
Civil Sen:ice Rule VIII , Secc:ioo l(c). 

2 . RespooE11btlity: 

., ~-

~e P~~so• nel Dep~rtruen: sbnll insu,e tna: applica:ioc 
.:'cn:ns con:.£.in ir.q1,;,i:-ies tb 2.t , equi :r e d"-sclosure of 
iD!ormt..tion ::-e:qui:-8d to c:irnply with : 01s c:1:·-=:c:1ve. 
Sucb it~ormation sb~ll also be ,~quired in :be cas e o: 
employee :r ~n5 iers_ 

';bis di!"ect: i ve .t.pplies :o all depc.r·:meo-cs. 

Every individu~l employed !n a supervis o ry c2p2c! : y, 
sbdl be :-es:ponsibl-e for complying: with tbis d.:.rective 
and. rep,o:-tin~ to tbe Personnel De;,ar:ment in the ever:-: 
~ member oi her / his ~unily ~s ~efe:-~ed ~o ~ posi ~ion 
unde:'." be:- / bis supen•isi oo. 

Policy: 

Section l ( c) of Civil s~rvice Rule VIII provides that 
"No person sh1.ll, ~fter tbe a.doptioo of these rules. 
be employed in or trRnsferred to any division of the 
City of San Antonio, if a kinsman by blood or ma.rriaRe 
of sucb person 1s tben empl oy ed in a. supervisory 
po!iition in sdd division." Fo r purpos es o f th is 
uiministr:ative directive, a kinsman by blood or 
m~rri~~e includes the f ollowi ng person s: 

spouse 
children 

parents 
brothers or sisters 

In-la~s standing in tbe same relationship are incl uded. 

Relatives may be co-workers in the same di~isio~ . in 
• on - supervisory positions. 

4 ' ,; ..; 



< 

-_ 

Dep£r : ment beads will jnsure, chrou~h their superv~sc~y 
pe:-sonne}, t/H'.t cure1ul :-e':1ew of. applican:.s 1s dc,ne ;;o 
~ssure compli2nce with :he provisions of ~h1s di:-ect~v~. 

DATED: 
:) - ) ) 
) ,.;,,, ) 

Vl 
,.J / 



CfTY OF SAN ANTONIO (COSA) & 
COMPREHENSfVE NUTRfTIOr~ PROJECT (CNP) HANDBOOK 

A_P PE l'JD IX 
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CfTY OF SAN /.~NTONIO (COSA) & 
COMPREHEr✓S/VE NUTRfTION P·ROJECT (CNP) HANDBOO!{ 
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C1TY OF SAN ANTONIO (COSA} & 
COMPREHENSIVE NUTRfT!ON PROJECT (CNP) HANDBOOK 

TfTLE Compliance 

}'OLJCY: COSA will complv all federal. state. and local requirements fo: nutrition service provide1·s and congTegate 
meal sites. 

f'l{OCEDURES: 

3. Require all meal participanls to complete /J Nmritional Risk Assessment annually . 

. 
4. Offer meals five clays a week. unlec:s a waiver from l:.kxar AAA and DADS is obta in ed. Waiver will include: 

a. Affected area 
b. \Vh ich clays meals will be provided 
c. Conclit ion(s) Liiat makes the request necessary 

5. Prnv ide monthly nutrition education. I-lave a written annual plan for nutrition education which identifi es 
subjec! matier. presenter. materials used, and source of information presented. 

6. Comply with the Older Americans AcL §311. con::erning sLwplu s commodities and Un ited Stales Department 
of Agricultu1·e Food Distribution Regulations. 7 Code of Federal Regulations. Part 350; must ensu1·e that only 
eligible meals served by Older Americans Act funded projects are reDoned for reimbursement; and must 
ensure that cash will only be u_sed to purchase food grown in the United States. 

7. Recover the full meal cost of meals served to ineligible clients. Pa)~11e11t must be receipted separately from 
contributions and handled the same as program income. The full meal cost shall be posted in a prnminem 
location and easily visible to guests. 

8. Ensu1·e all food preparation, handling, and service activities shall comply witi1 Te>~as Depmiment of Heaith 
Division of Food and Drug. "Rules on Food Service Sanitation." The contractor must provide a copy of all 
required inspection results to the area agency on aging within five calendar days ofreceipt of the resu Its. 

9. Offer meals that comply with Dietary Guidelines for Americans and recommended dietary allowances. 
Meals must meet, at a minimum, l /3 of the recommended daily allowance for adults. 

I 0. Ensure each meal included on the menu and a list of allowable substitutions be approved by a dietician 
consultant as meeting 1/3 of the recommended dietary allowance (RDA) for older adults, the Dietary 
Guidelines for Americans, and provide for variety in flavor, consistency, texture, and temperature. The 
approval must occur and be documented prior to the date the meal ts served. The dietary consultant must be a 
registered dietician who is: 

a. licensed by the Texas State Board of Examiners of Dieticians; or 
b. Has a baccalaureate degree with ma_ior studies in food and nutrition, dietetics or food service 

management. 

1 l. Plan and manage food prnduclion by using standardized recipes. 

12. If providing therapeutic meals, menu vi1ill be based on the participant's medical condition as documented by 
his/her physician. 

13 . Provide frozen, chilled, or shelf-stable meals only if the provider has assessed that: 
a. Sanitary and safe conditions exist for storage, thawing and reheating by the pa1ticipant 
b. Meals can be safely lrnndled by the pa1ticipant or another available person if the 

cclil fused, frail, or otherwise unable Lo .:;:i rely handle the meal. 

ATTACHMENT V 

participant if 

12 



C[TY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRfTiON PROJECT (Ch!P) HANDBOOK 

14. If food is transported. 
a. Use supplies and ca1T1ers sc, hot foods ~ll'e packaged anc! transponecl separntel\ from cold foods. 

b. Require mcai carriers used to lrnnsporl containe1·s that may be easily damaged will be enclosed to 
prntect food from comam ination. crnshing or spillage. and will be equipped with ho! or co ld sources 
to maintain safe temperatures. 

c. Require meal packaging: 
i. Be sealed lo p1·event moisture loss or spillage. and w mainlai11 safe temperatures 

11. Have co111pa1·tmenls lo scpan1le f'oods 
111. Be easy rm the participant to open. 

15. Ensure holding time for hot food does not exceed four hou1·s from the time the food is cooked or 1el1ealed 
until it is served lo the prn'licipanl. 

16. Wrapped strnws will be provided f'or milk and served drinks. 

17. Congregate Food shall be consumed in the Dining Room only. 

18. Menus for the month will be delivered lo each participant and posted 111 an accessible location in the Dining 
Room. 

a. Standard meals are regular meal from the standard menu and served to most elig ibl e panicipants that 
meet the state requirements. 

b. Diabetic meals are f'o; panicipants who require special considernt ion for sugar ii1takes. 

19. Ti1e only foods that may be taken out of the center which were served with the noon mea! are: Cakes, 
cookies. bread. rolls. and fresh fruit. lt must be wrapped unless citrus fruit or bananas. Heated entrees, 
vegetables, canned fruit. milk; condiments will not be taken from the center unless packaged for homebound 
meal takeout by center staff or frozen for take out. 

20. All dishes. plates, cups. serving items will be washed and dried m accordance with food and sanitation 
prncedures. 

21. Special Eating utensils will be available for individuals with disabilities. 

22. Ensure the food service supervisor comply with the Texas Department of Health Services rules regarding the 
knowledge and demonstration of a food protection manager 

23. Maintain documentation verifying completion of all training activities. 

24. Conduct in-house monitoring to: 
a. Document holding times, safe temperatures. and meal quality 
b. Prngram compliance. 

25. Obtain written approval from the Bexar AAA prio;· to subco!1tracting meal preparat ion. 

26. Have a written eme1·gency plan that provides for the availability of food in emergencies anci disasters. 

27. Promptly initiate investigation by the local health authorities of complaints involving two or more persons 
with symptoms of food borne illnesses within n similar timeframe, and report such complaints to the Bexar 
AAA. 

13 



CITY OF SAN ANTONIO (GOSA) & 
COMPREHENS1VE NUTRtTION PRO .. JECT (CNP) HANDBOOK 

TITLE : SUBCONTRACTED SERV ICES 

POLICY: Meal pmv icl ers tha t suhconlrnct meal preparation or delivery shall obtain written approval from Bexar 
Area Agency on Ag in g. 40 TC 84j (x) 

PROCEDURE: 

A1mually. COSA v,1 iJ I send a letler to BAAA req uest ing approval for subcontracting meal 
preparation services from COSA City Council Approved meal provider. 

14 



CITY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRITION PROJECT (CNP) HANDBOOK 

, 1TLE: Food Safet) & Temperature Checks 

POLJCY: The Nutrition Site Manager v,1ill munito1 temperawres of'foocl upon delivery and prior to serving 
the food to meal parlicipm1ls. 

PROCEDURE 

') 

1. Food Service staff will check temperat11re of rood when dcliver·ed Lo the nutr·ition site hy the subcontractor. 

a. Potentially hazardous hot foods shall be kept at 135 degrees or over 

b. Hot foods that arc not hazard ous sha ll be kept at 110 degrees or over 

c. Potentially hazardous hot roods shall be kept al <JO degrees or under 

cl. Cold foods that are not hazar·dous shall be kept at 55 degrees o: under 

Food service staff will maintain c1 log to record the temperature checks for each day food is served to meal 
panicipams. The person who registers the food tempcraturt' shall initial the entry in the log. 

J. Meal service will be postponed until the tempe;·ature meets the required standard to insure that potentially 
hazardous foods are kepl out of the da1\ger zone. 

4. Freezers shall be maintained at a Lemperawre of O degrees. Refrigerators shall be maintained at temperatures 
of 40 degrees or beiow. 

5. Power· outages or malfunctions of equipment shall be repo1ted immediately lO management. If food service 
equipment is no11-fu11ctio11al lO maintain saft food service, then the Emergency Management Plan shall be put 
in effect for the day's meal. 

6. In case of emergency situations, the meal subcontractor shall be norified immediately to make delivery or 
meal adjustments. 
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C1TY OF SAN ANTONIO (COSA) & 
COMPREHENSiVE NUTR!T10N PROJECT (CNP) HANDBOOK 

fITLE Food Borne fll11ess Complaints 

I'OLlCY: COSA will immeclialely investigate possible food borne illness complaints. 

PROCEDlJTill 

1. Reporl complain! in writing to the CNP Nutritionist. 
1 lnvestigate to determine if two or more individual participants have similar complaint within a 

similar time frame. 
3. Rcporl complain! to local health authority within 24 hours of·complaint. 
4. Notify Subcontn1ctor oflvleal preparation services of' complain! 
5. Notify Bexar Area Agency on Aging immediately after investigation 
6. Prepare written investigation and conective action taken for BAAA and DADS within 24 hou;·s. 
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CITY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRITION PROJECT (CNP) HAt\lDBOOK 

fTTLE: Nutrition EducaLio11 

POLJCY: Nutrition a11cl Health Cclucmion sernina1·s a11cl classes will be presented monthly 

PJ{OCEJ>URE: 
I. COSA will coordinate 01 sponsor guest speakers, classes. multi-medi,1 activities to promote good nutriliCJn 

and health practices to program participants. 

'1 

a. Staff will maintain a file of prngram oullines and material:, that includes dale. topic. source, presemer 
,lllcl number in al1enclance OI' whom the in1orrnmion was proviclccl. 

COSA \viii 1·ecmcl prngi-a111 panicipants in mmition eclucmion anc! prnvicle ,1 copy to BAAA monthly. 

3. COSA will p1·epare an annual nutrition education that iclemifies subject matter. presenter and source of 
in frmnation. 
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Senior Services Division 
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San Juan 
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STATE OF TEXAS 

COUNTY OF BEXAR 

CITY OF SAN ANTONIO 

Contract# 'f/,QOOtf153Z 

COMPREHENSIVE NUTRITION PROGRAM 
VOLUNTEER SITE AGREEMENT 

WITH 
ARCHDIOCESE OF SAN ANTONIO 

This Agreement is entered into by and between the City of San Antonio (hereinafter referred to as ·'City''), a Texas 
Municipal Corporation, acting by and through its Director of the Department of Conunw1ity Initiatives pursuant to 
Ordinance No. 2007-10-18-1104, passed and approved on October 18, 2007, and the Archdiocese of San Antonio 
("Volunteer''), acting by and through the Archbishop of San Antonio. 

WITNESSETH : 

WHEREAS, the Alamo Area Council of Governments, hereinafter referred to as ·'AACOG ," grams funds to the 
City, which funds are supplemented by the City through its General Fund. for senior nutrition services to be 
provided through the Comprehensive Nutrition Project ("the Project'') ; and 

WHEREAS, the City has adopted a budget for expenditure of the grant funds and General Fund dollars, and 
included therein is an allocation of funds for the Project: and 

WHEREAS, the City's Department of Community Initiatives is designated as the representative agency of San 
Antonio and Bexar County for administration of the Project: and 

WHEREAS. the Department of Community Initiatives, Senior Services Division, hereinafter referred to as ·'the 
Project Office,'' is responsible for day-to-day administration of the Project ; and 

WHEREAS, the City wishes to engage the Volunteer to ca1Ty out the Project at nutrition center sites (the "Centers"); 
NOW THEREFORE: 

The parties hereto agree as follows: 

I. Consideration 

l . 1 The Volunteer shall provide, oversee, administer. and carry out all act1vmes and services in a manner 
satisfactory to the City and in compliance with the Scope of Work I Project Requirements set forth in Article JV 
of this Agreement at nutrition center sites from Monday through Friday, between the hours ·of 7:00 a.m. to 2:00 
pm. (the '·Project Hours''). The nutrition center sites are listed in Attachment III. which is attached hereto and 
incorporated herein for all purposes as if copied at length. with Project operation by Volunteer·s parishes on-site 
or off-sire. The nutrition center sites are hereinafter individually refe1Ted to as ·'Center'' and collectively 
refened to as ·'Centers.'' Wherever in this Agreement reference is made to a Center, Volunteer understands and 
agrees that such reference shall be held and construed to reference each and every Center listed on Attachment 
TIT, unless the context otherwise requires. Additionally. the use of the word ·'Center•· shall be held to include 
the plural, and the use of the word ·'Centers" shall be held to include the singular, as the context may require. 

1.2 Volunteer understands and agrees that the perfonnance obligations of the Volunteer under this Agreement are 
imputed to each parish operating a Center listed on Attachment TIT with respect to its Center. Volunteer agrees 
to cause all employees and volunteers of Volunteer's parishes operating a Center to comply with the terms of, 
and obligations of Volunteer under. this Agreement. Volunteer shall provide a fully executed copy of this 
Agreement to each parish operating a Center for the purposes of making each parish aware of the parish's 
pe1fonnance obligations under this Agreement. 



1.3 City shall determine eligibility of all Project recipients and shall ensure that at least 50% of the total individuals 
served in the Project will be persons with incomes at or below the poverty level threshold established by the 
Bureau of the Census, and that at least 50% of the total persons served will be in greatest social need. 
Volunteer shall refer all individuals requesting services to the City's Department of Community Initiatives, 
Senior Services Division's Elderly Services Supervisor for eligibility determination. 

1.4 City shall provide monitoring, technical assistance. training, planning and evaluation services of the Project to 
the Volunteer's Centers as required by the Texas Department on Aging and Disability Services (DADS) 
guidelines and the City's Department of Community Initiatives, Senior Services Division. 

IL Agreement Period 

2.1 Except as otherwise provided for pursuant to the provisions hereof, this Agreement shall begin on October I, 
2007 and shall tem1inate on September 30, 2008. 

III. Collection of Meal Fees and Donations for Meals 

3.1 The Volunteer shall provide a voluntary opportunity for eligible Project recipients to contribute to the cost of 
Project services while protecting the individual's privacy. The Volunteer shall safeguard and account for such 
contributions as program income in accordance ¼ith City·s Comprehensive Nutrition Program (CNP) 
Operations' Manual, which is attached hereto and incorporated herein as Attachment I. 

3.2 The Volunteer shall allow the City to post a sign at the Center, which identifies the full cost of the services, the 
suggested eligible Project recipient contribution, and a statement that services shall not be denied because the 
eligible Project recipients cannot or will not contribute. 

3.3 Volunteer shall account for and report to the City funds received by the Volunteer from eligible Project 
recipients, questions of eligible Project recipients. and visitors to the Center as prescribed by the CNP 
Operations Manual. 

3.4 The Volunteer shall ensure that a meal fee to recover the full cost of the meal provided at the Center is 
collected from all persons who are not eligible for services. Meals may be provided to guests of the eligible 
Project recipients and others who are not eligible if the provision of this meal does not deprive an eligible 
Project recipient of a meal. 

3.5 All meal fees and donations collected by the Volunteer during the grant period shall be forwarded to the City 
monthly on dates specified by the City's Elderly & Disabled Services Division, Department of Community 
Initiatives. The Volunteer shall comply with the provisions of the Department of Community Initiatives (DC!) 
Department Directive 35 entitled. CASH HANDLING PROCEDURES. DATED October 11. 2004 which is 
attached hereto and incorporated herein for all purposes as Attachment 11. 

IV. Scope of Work/ Project Requirements 

4.1 The Volunteer shall provide nutrition education and a hot noon meal, as prescribed in the CNP Operations 
Manual. 

4.2 The Volunteer agrees to provide the projected total of Congregate Meals at each Center as specified on 
Attachment lll for the tem1 of this Agreement. 

4.3 The Volunteer shall confonn to health standards prescribed by the San Antonio Metropolitan Health District 
(SAM HD) as described in the City's CNP Operations Manual, including but not limited to the following: 

(a) The Volunteer shall ensure that the Project meals are served within the prescribed time frames 
daily. 

(b) The Project meals shall be served in accordance with sanitary requirements set forth in the 
Operations Manual. 

(c) The Project meal shall be served within the prescribed temperatures as set by the Texas 
Department of State Health Services. 
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(d) The Volunteer shall ensure that proper portion controls are established and used by the 
Volunteer. City shall perfonn periodic inspections to insure compliance by the Volunteer 
with health codes, menu, revenue. and portion control. 

4.4. In accordance with City Code Chapter 13 , Food and Food Handlers, Article XIII, Certification of Supervisory 
Personnel ofFood Products Establishment and applicable state standards, as amended, Vendors shall ensure that 
food handlers are properly trained and certified. 

4.5 Volunteer shall ensure that holding time for hot foods shall not exceed four (4) hours from the time when the 
food is taken from the equipment in which cooking or reheating is completed until it is served. Volunteer shall 
clearly label on each container the time when the food was taken from the equipment in which cooking or 
reheating is completed. 

4.6 Volunteer shall ensure that an individual certified by the American Red Cross in Standard First Aid is at each 
Center while Project meals are being served. 

4.7 Volunteer shall utilize the City ' s established ·'Meal Reservation System." Under this system. each ofVolunteer·s 
Centers shall notify the City by Friday at 2:00 PM, of the projected number of meals to be served at the 
respective Center the following week. 

4.8 The Center shall be operational for the time necessary to adequately provide satisfactory service of Project 
meals. The number of hours, days of the week and total service days of the year shall be coordinated with the 
City. Changes to accommodate special cultural and religious days shall be made ten (10) operational days in 
advance. 

4.9 Volunteer shall provide all necessary supervision and coordination of activities outlined in this Article IV Scope 
of Work/Project Requirements. 

4.10 Volunteer shall provide in-service training lo any personnel of the Volunteer who are performing duties 
pursuant to this Agreement. 

V. Applicable Laws and Regulations 

5.1 Volunteer shall comply with all applicable laws, rules, regulations and codes of the United States and the State 
of Texas and with the charter, ordinances, bond ordinances, and rules and regulations of the City and Bexar 
County in its performance of all of the work under this Agreement. 

5.2 Volunteer agrees to administer the Project in accordance with the Older Americans Act (OAA) and all 
applicable regulations, policies and procedures established by the Texas Department on Aging (TDOA), the 
Administration on Aging (AoA). the Secretary of Health and Human Services, and the U.S. Department of 
Agriculture. 

5.3 Volunteer shall adhere to the Alamo Area Council of Governments (AACOG) policies and procedures, as they 
now exist or as they may subsequently be adopted, in all respects. Said policies and procedures are set forth in 
the City's CNP Operations Manual in Attachment I. Volunteer shall also adhere to Texas Administrative Code 
Title 40, Part I, Chapter 84, Rule 84.5 , Nutrition Service Requirements. Said requirements are also set forth in 
the City ' s CNP Operations Manual. 

5.4 Volunteer agrees not to use in any capacity including as a volunteer any person that the Volunteer receives 
notice from the City is ineligible to participate as an employee. volunteer or in any other capacity in connection 
with the delivery of services under this Agreement. 

5.5 Volunteer certifies that neither ii nor its principals are presently debarred, suspended. proposed for debarment, 
declared ineligible or voluntarily excluded from participation in any state or federal Program. 

VI. Reporting Requirements 

6.1 The Department of Community Initiatives is assigned monitoring. fiscal control, and evaluation of certain 
projects, including the Project covered by this Agreement. Therefore, at such times and in such form as may be 
required by the Department of Community Initiatives. the Volunteer shall furnish to the Department of 
Community Initiatives and AACOG, the Grantor of the grant funds , if applicable, such statements, records, 
data, and information relating to the Project and pennit the City and the Grantor of the grant funds, if 
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applicable. to have inten1iews with its personnel, board members and program participants pertaining to the 
matters covered by this Agreement. Failure to comply with these requirements shall constitute a breach of this 
Agreement, and may result in the tem1ination of this Agreement. 

6.2 Volunteer shall submit to the Department of Community Initiatives such reports as may be required by AACOG 
and/or City. 

6.3 AACOG may monitor and evaluate the entire Project for compliance with state and federal guidelines and 
render technical assistance and Volunteer agrees to submit to such monitoring and evaluation. 

6.4 Volunteer shall give the City, AACOG, Administration on Aging (AoA) , the U.S . Department of Agriculture 
(USDA), the Comptroller General of the United States. and the State of Texas, through any authorized 
representative. access to and right to examine all facilities, equipment, operations, records. books, papers, 
agreements. or other documents related to this Agreement. Such right of access shall continue as long as such 
records, or any of them, are in existence, but shall not be less than five (5) years following the end of this 
Agreement tem1. 

VII. Termination 

7.1 Tem1ination for Convenience - This Agreement may be terminated in whole or in part by either party with thirty 
(30) days notice to the other pai1y. 

7 .2 T ennination for Cause - Should the Volunteer fail to fulfill, in a timely and proper manner, obi igations under 
this Agreement to include performance standards established by the City, or if Volunteer should violate any of 
the covenants. conditions or stipulations of the Agreement , the City shall thereupon have the right to tem,inate 
this Agreement by sending written notice to the Volunteer of such termination and specify the effective date 
thereof (which date shall not be sooner than the end of ten ( I 0) days following the day on which such notice is 
sent). 

7.3 Notwithstanding the provisions of Section 7.2 of this Agreement, in the event that monitoring/evaluation 
activities by the City, AACOG Bexar Area Agency on Aging or its agents, disclose serious deficiencies in the 
operation of the Center by Volunteer. the City may elect to tenninate this Agreement upon ten (10) days written 
notice from the City to the Volunteer. 

VIII. Insurance 

8.1 Volunteer agrees to comply with the following insurance provisions: 

(a) Prior to the conunencement of any work under this Agreement, Volunteer shall furnish copies 
of all required endorsements and an original completed Certificate(s) of Insurance to the 
City's Community Initiatives Depm1rnent, which shall be clearly labeled "Comprehensive 
Nutrition Project" in the Description of Operations block of the Certificate. The original 
Certificate(s) shall be completed by an agent and signed by a person authorized by that insurer 
to bind coverage on its behalf. The City will not accept Memorandum of Insurance or 
Binders as proof of insurance. The original certificate(s) or form must have the agent's 
original signature. including the signer's company affiliation, title and phone number, and be 
mailed, with copies of all applicable endorsements, directly from the insurer's authorized 
representative to the City. The City shall have no duty to pay or perform under this 
Agreement until such certificate and endorsements have been received and approved by the 
City's Community Initiatives Department. No officer or employee, other than the City's Risk 
Manager, shall have authority to waive this requirement. 

(b) The City reserves the right to review the insurance requirements of this Article during the 
effective period of this Agreement and any extension or rene~111 hereof and to modify 
insurance coverages and their limits when deemed necessary and prudent by City's Risk 
Manager based upon changes in statutory law, court decisions, or circumstances surrounding 
this Agreement. In no instance will City allow modification whereupon City may incur 
increased risk. 

(c) A Volunteer's financial integrity is of interest to the City; therefore, subject to Volunteer's 
right to maintain reasonable deductibles in such amounts as are approved by the City, 
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1. 

2. 

Volunteer shall obtain and maintain in full force and effect for the duration of this Agreement, 
and any extension hereof, at Volunteer's sole expense, insurance coverage written on an 
occurrence basis, by companies authorized and admitted to do business in the State of Texas 
and with an A.M Best's rating of no less than A- (VII), in the following types and for an 
amount not less than the amount listed : 

Workers' Compensation 
Employers· Liability 

Commen.:ial General (public) 

a. Premises/Operations 
b. Independent contractors 
c. Broad Fom1 Contractual Liability 
d Products/completed operations 
e. Broad Fann Property Damage, 

To include fire legal liability 
f. Personal Injury 

AMOUNT 

Statutory 
$1,000,000/$1,000.000/$1,000,000 

Liability Insurance to 
include coverage for the following : 

For aodily Injury and 
and E.roperty J2amage of 
$1 ,000,000 per 
occurrence 
$3,000,000 general 
aggregate or its equivalent 
in umbrella or excess 
liability coverage 

3. Business Automobile Liability 

a. Owned/leased vehicles 
b. Non-owned vehicles 
c. Hired vehicles 

hOmbined ,S_ingle Limit for flodily 
Injury and E,roperty J}amage of 
$1,000,000 per occurrence. 

It is expressly understood and agreed that the Volunteer shall not be required to use 15-passenger 
vans as a part of this Agreement. nor shall it be required to insure the same. 

(d) The City shall be emitled, upon request and without expense, to receive copies of the policies. 
declaration page and all endorsements thereto as they apply to the limits required by the City, 
and may require the deletion. revision, or modification of particular policy terms, conditions. 
limitations or exclusions (except where policy provisions are established by law or regulation 
binding upon either of the parties hereto or the underwriter of any such policies). Volunteer 
shall be required to comply with any such requests and shall submit a copy of the replacement 
certificate of insurance to City at the address provided below within 10 days of the requested 
change. Volunteer shall pay any costs incurred resulting from said changes. 

City of San Antonio 
Attn: Community Initiatives Departme11t 

P.O. Box 839966 
San Antonio. Texas 78283-3966 

(e) Volunteer agrees that with respect to the above required insurance, all insurance policies are 
to contain or be endorsed to contain the following provisions: 

• Name the City, its officers. officials, employees, volunteers, and elected 
representatives as additional insureds by endorsement, as respects operations and 
activities of, or on behalf o( the named insured performed under contract with the 
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City. with the exception of the workers' compensation and professional liability 
polices; 

• Provide for an endorsement that the "other insurance'· clause shall not apply to the 
City of San Antonio where the City is an additional insured shovm on the policy; 

• Workers· compensation and employers' liability policies will provide a waiver of 
subrogation in favor of the City: and 

• Provide thirty (30) calendar days advance 'written notice directly to City of any 
suspension, cancellation, non-renewal or material change in coverage. and not less 
than ten ( I 0) calendar days advance notice for nonpayment of premium. 

(f) Within five (5) calendar days of a suspension, cancellation or non-renewal of coverage, 
Volunteer shall provide a replacement Certificate of Insurance and applicable endorsements to 
City. City shall have the option to suspend Volunteer's performance should there be a lapse in 
coverage at any time during this contract. Failure to provide and to maintain the required 
insurance shall constitute a material breach of this Agreement. 

(g) Nothing herein contained shall be construed as limiting in any way the extent to which 
Volunteer may be held responsible for payments of damages to persons or property resulting 
from Volunteer's or its subcontractors' performance of the work covered under this 
Agreement. 

(h} It is agreed that Volunteer's insurance shall be deemed primary with respect to any insurance 
or self insurance carried by the City of San Antonio for liability arising out of operations 
under this Agreement. 

(i) It is understood and agreed that the insurance required is in addition to and separate from any 
other obligation contained in this Agreement. 

IX. Indemnity 

9.1 VOLUNTEER AGREES TO COMPLY WITH THE FOLLOWING INDEMNITY PROVISION: 

VOLUNTEER covenants and agrees to FULLY INDEMNIFY and HOLD HARMLESS, tlte CITY and 
the elected officials, employees, officers, directors, volunteers and representatives of the CITY, 
individually or collectively, from and against any and all costs, claims, liens, damages, losses, expenses, 
fees, fines, penalties, proceedings, actions, demands, causes of action, liability and suits of any kind and 
nature, including but not limited to, personal or bodily injury, death and property damage, made upon 
the CITY and the elected officials, employees, officers, directors, volunteers, and representatives of the 
CITY, individually or collectively, directly or indirectly arising out of, resulting from or related to 
VOLUNTEER's activities under this AGREEl\fENT, including any acts or omissions of VOLUNTEER, 
any agent, officer, director, representative, employee, consultant or subcontractor of VOLUNTEER, aud 
their respective officers, agents, employees, directors and representatives while in the exercise of 
performance of the rights or duties under this AGREEMENT. The indemnity provided for in this 
paragraph shall not apply to any liability resulting from the negligence of CITY, its officers or employees, 
in instances where such negligence causes personal injury, death, or property damage. IN THE EVENT 
VOLUNTEER AND CITY ARE FOUND JOINTLY LIABLE BY A COURT OF COMPETENT 
JURISDICTION, LIABILITY SHALL BE APPORTIONED COMPARATIVELY IN ACCORDANCE 
WITH THE LA \VS OF THE ST ATE OF TEXAS, WITHOUT, HOWEVER, WAIVING ANY 
GOVERNMENTAL IMMUNITY AVAILABLE TO THE CITY UNDER TEXAS LAW AND 
WITHOUT WAIVING ANY DEFENSES OF THE PARTIES UNDER TEXAS LAW. 

The provisions of this INDEMNIFICATION are solely for the benefit of the parties hereto and not 
intended to create or grant any rights, contractual or otherwise, to any other person or entity. 
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VOLUNTEER shall promptly advise the CITY in writing of any claim or demand against the CITY or 
VOLUNTEER known to VOLUNTEER related to or arising out of VOLUNTEER's activities under this 
AGREEMENT 

X. Amendments 

10.1 Except when the tenns of this Agreement expressly provide otherwise, any alterations additions or deletions to 
the tern1s hereof shall be by amendment in writing executed by both City and Volunteer without the necessity of 
seeking approval from City Council so long as the amendment is approved as to form by the City Attorney or 
his designee . 

XI. Subcontracting and Assignment 

11. l None of the work or services covered by this Agreement shall be subcontracted without the prior written 
consent of the City's Director of the Department of Community Initiatives. 

1 l .2Volunteer shall not assign or transfer Volunteer ' s interest in thi s Agreement without the written consent of the 
Director of the Department of Community Initiatives. Any attempt at transfer. pledge or other assignment shall 
be void ab initio and shall confe.r no rights upon any third person or party. 

XII. Independent Contractor 

12.1 In perforn1ance of obligations under this Agreement, the Volunteer shall act as an independent contractor and 
not as an agent, representative or employee of the City of San Antonio. No employee. agent, or representative of 
the Volunteer shall be considered an employee of the City nor be eligible for any benefits. rights or privileges 
afforded to the City employees. 

12.2The City shall not be obligated to any third parties (including any sub-contractor/sub-volunteer of the 
Volunteer). 

XJII. Communication 

l 3. I For purposes of this agreement, all official communications and notices among the parties shall be deemed 
sufficient if in writing and mailed, registered or certified mail. postage prepaid, to the addresses set forth below: 

CITY 

Director, Department of Community Initiatives 
Comprehensive Nutrition Project 
Senior Services Division 
2300 W . Commerce. Suite 203 
San Antonio, Texas 78207 

VOLUNTEER 

.1\.rchdiocese of San Antonio 
2718 W. Woodlawn Avenue 
San Antonio, Texas 78228-5124 

Notices of changes of address by either pa1ty must be made in writing delivered to the other party's last known 
address within five (5) business days of the change. All official communications made to Volunteer shall be 
copied and sent to the particular Parish operating a Center and affected by said official communications at the 
address for said Parish listed on Attachment III. 

XIV. Venue 

14.1 Volunteer and City agree that this Agreement shall be governed by and construed in accordance with the laws 
of the State of Texas. Any action or proceeding brought to enforce the tenns of this Agreement or adjudicate 
any dispute arising out of this Agreement shall be brought in a court of competent jurisdiction in San Antonio, 
Bexar County. Texas. 

XV. Gender 

I 5.1 Words of any gender used in this Agreement shall be held and construed to include any other gender, and words 
in the singular number shall be held to include the plural, unless the context otherwise requires. 
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XVI. Authority to Contract 

16.1 The signer of this Agreement for City and Volunteer each represents, warrants, assures and guarantees that he 
has full legal authority to execute this Agreement on behalf of City and Volunteer respectively. and to bind City 
and Volunteer to all of the terms, conditions, provisions and obligations herein contained. 

XVII. Entire Agreement 

17 .1 This Agreement and its attachments, if any, constitute the entire and integrated Agreement between the parties 
hereto and contain all of the terms and conditions agreed upon. and supersedes all prior negotiations, 
representations, or agreements, either oral or written. 

l 7.2If any clause or provision of this Agreement is held invalid, illegal or unenforceable under present or future 
federal, state or local laws, including but not limited to the City Charter, City Code, or ordinances of City, then 
and in that event it is the intention of the parties hereto that such invalidity, illegality or w1enforceability shall 
not affect any other clause or provision hereof and that the remainder of this Agreement shall be construed as if 
such invalid, illegal or unenforceable clause or provision was never contained herein; it is also the intention of 
the parties hereto that in lieu of each clause or provision of this Agreement that is invalid, illegal or 
unenforceable, there be added as a part of this Agreement a clause or provision as similar in terms to such 
invalid. illegal or unenforceable clause or provision as may be possible, legal, valid and enforceable. 

XVIII. Acceptance of Agreement 

18.11 the undersigned, certify that I have read and understand the tenns of this Agreement and that the Volunteer 
will abide by them. I further certify that ram authorized to sign for this Volunteer, the contracting entity. 

In witness of which this Agreement has been executed effective the L0.-1-4-1 day of ftLL5~'t ?Ct:t 

CITY OF SAN ANTONIO: 

Dennis J. Campa, Dir c r 
Department of Comm ity Initiatives 

APPROVED AS TO FORM: 

Asvfn¥t-4~o~ 

VOLUNTEER: 

lose.•~ Nchb;shop of S 
Antonio and Successors in Office~ 

~,wercnd Manin J. Leopold • 
AJ.tQffley in faet 

Archidiocese of San Antonio 
(Name of Volunteer) 

2718 Jf?_ Woodlawn Avenue 
(Street Address) 

San A11to11io, TX 78228-5124 
(City, State, Zip Code) 

r~~ FORM W c.~ 
Elizabeth C. Boddy 

Attachment I -
Attachment II -
Attachment III -

Comprehensive Nutrition Project Operational and Proct:dural Manual (CNP Manual) 
Cash Handling Procedures 
Nutrition Cent1:r Sitt:s 
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CITY OF SAN ANTONIO 
SENIOR SERVICES 

COMPREHENSIVE NUTRITION PROJECT 
2300 VV. COMIV[ERCE, #203 

SAN ANTONIO, TEXAS 78207 

ATTACHMENT I 



CfTY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRlTION PROJECT (CNP) HAJ\!DBOOK 

TABLE OF CONTENTS 

TITLE PAGE 
Targeting Older Americans Act Services 

,.., 
.) 

Non-Discrimination 4 

Client Eligibility 5 

Client Intake 6 

Client Confidentiality 7 

Client Contributions and Program Income 8 

Client Satisfaction Surveys 9 

Training l O - i 1 

Compliance 12 - 13 

Sub-Contracted Services 14 

Food Safety & Temperature Checks 15 

Food-borne Illnesses 16 

Nutrition Education 17 

~ dcility Identification 18 

Disaster and Emergency Management 19 - 20 

Safety 21 

Smoke-free Environment 22 

Americans with Disability Act (ADA) Complaints ')"' 
~.) 

Client Program Complaints and Appeals 24 

Records Maintenance and Retention /~ _) 

Capital Equipment Inventory 26 

Conflict of Interest 27 

APPENDIX 28 

2 



CfTY OF SAN ANTONIO (COSA} & 
COMPREHENSIVE NUTRITION PROJECT (CNP) HA~.JDBOOK 

IITLE: Targeting of Older Americans Ac! Services 

POLICY: COSA. sha!I provide a means of targeting those individuals in tbe greaiest social and economic 
need with special emphasis 011 frail, low-income minorities living in isolated areas. 

PROCEDURE: 

1. COSA will advertise in yellow pages, websites. nev,1spapers and other forms of media to target 
individuals who may meet eligibility requirements. 

1 ,COSA will promote the Nutrition program at community health fairs, and other public events 
and activities. 

3 



CITY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRfTION PROJECT (CNP) HANDBOOK 

TITLE: Non-Discrimi11ation 

POLICY: COSA wil! not deny service to anyone because of rac.e, color, ethn icii-y, gender. or disability. 

PHOCLDURE: 
1. CNP will promote the program to individuals within the service area. 

2. Services will be provided upon request to those who are sight or hearing impaired. 

3. Transportation will be offered to those who are mobility impaired. 

4. Conrn1unicat ion/lnterpretation will be available for those with limited English or literacy 
proficiencies. 

5. Non-discrimination statements will be posted in the center. 

6. The facilities will be accessible with ramps and doorways with for indi viduals with wheelchairs or 
walkers. 

4 



CITY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRIT!Or✓ PRO.JECT (CNP) HANDBOOK 

TITLE: Clien! Eligibility 

POLICY: COSA will ensure persons served thi-ough Title![! or SGR meet eligibiliry requirernenls. 40 TAC 84 .6; 
84.8(c)(l) 

PROCEDillill: 

To be eligible for Tille IIJ, Program Income and NS[P funding: 

1. Congregate Meals must be ser·ved to: 
a. A person 60 years of age or older. 
b. The spouse (regardless of age) of a person 60 yrs or older, who is receiving a meal. 
c. An individual with disabilities (regardless of age) living with and attending with a person 60 years or 

old er, receiving a meal. 
d. Trained volunteers (regard less of age) who help with meal ser·vice during mealtime (NSfP only). 

2. Meals must: 
a. Meet the nutr·ilional requir·ements of 1/3 of th e recommended dietary allowance . 
b. Comply with the Dietary Gu id elines for Americans and with the RDA as established by the Food and 

Nutrition Board of the National Reseilrch Cou ncil of the Niltio nal Academy of Science. 
c. The menus must be prior approved by a dietitian. 

3. No fees to recipients shall be charged for meals provided. 

4. Each participant must have completed: 
a. Current intake form 
b. Nutritional risk assessment. Annuall)1 

c. Cl ients Rights ilnd Responsibilities fonn 

HOME DELIVERED MEALS 

5. Meals must be sen1ed to: 
a. A home bound person 60 years of age or older. 
b. The caregiver spouse (regardless of age) of a pe:·son 60 yrs or older, who is receiving a meal. 

6. Meals must: 
a. Meet the nutritional requirements of 1/3 ofthe recommended dietary allov.·ance. 
b. Comply with the Dietary Guidelines for Americans and with the RDA as established by the Food and 

Nutrition Board of the National Research Council of the National Academy of Science. 
c. The menus must be prior approved by a dietitian. 

7. No fees to recipients shall be charged for meals provided , 

8. Each participant must have completed: 
a. Current intake form 
b. 2060 functional assessment form w/20+ score; a small number ofNSIP eligible clients may have a 

core that is less than 20. 
c. Nutritional risk assessment, Annually 
d. Clients Rights and Responsibilities fonn 
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CtTY OF SAN ANTONIO (COSA) &. 
COMF'REHENSiVE NUTRITION PROJECT (CNP) HANDBOOK 

TrTLE: Client lniake 

J>OLICY: All eligible clients will be required to complete registration forms provided by Bexar Agency on 
Aging that provides general demographic information on clients. Aclrnowleclgernent of R_ights and 
Responsibilities. and a Nutritional R_isk Assessment form. 

J>ROCEDURE: 

I. Intake forms shall be available in English and Spanish. 

1 The agency may request Tille III reimbursement for eligible clients. 

3. CNP may request all meal participants lo complete the intake process for standardization of record 
keeping. 

4. Guest participants are required lo pay for meals (al the full rate) and are not required to complete the 
intake process. 

5. Eligible clients who have completed the intake process must sign in at the reception desk each day to 
participate in tbe nutrition program to record attendance. 

6 



- '-JECK ONE: Asterisl~ (') liif 

New lntal~e 
1ation is Required 

Congregate ( 
Homebound ( 

___ Updated Informati o n 

Council District ___ _ 
Cit of San Antonio 

* First Name 

* Street Address/Apt.# 

• County 

* Emergency Contact Information 

Name 

Ml • Last Name 

Relationship to Client 

* Intake Date 

• Zip Code 

Phone 

_ White - Non Hispanic 

_ White - Hispanic 

,.-
Am. Indian /AK Native 
Asian 

---------•[; Black./African American 

Physician's Name Pllone 

1------------------------------------------fltl 
The information on this form is required by your local service provider, the Area Agency on 
Aging, and the TX Dept. of Aging & Disability Services. All information will be kept 

confidential and guarded against unofficial use. Information gathered through an intake or 
assessment may be shared to effectively plan, arrange and deliver services to meet 
individual client needs. 

__ * Release of information has been clearly explained to the client. 

Under 60 Congegrate Meals Clients (check eligibility category) 
__ Spouse of eligible client over 60 yrs of age; 

Spouses' Name: ________________ _ 

___ Disabled and residing in a senior housing complex that is a nutrition site; 

__ Disabied, residing with and accompanying an eligible client over 60 yrs of age; 
Client's Name: ________________ _ 

___ Vo!unteers Underage 

Native HI/ Pacific Is lander 
Other 

_ 2 or more reported 

Not Re orted 

Medicare 
A B 

' # in Housel10ld 

Language 

r,,m:!c:l 1h:c-u~h \.."c 1,;•v~ C'~rctn,ne,n of A~•:16 :u,~ C'i~~t,;1;1, 5c·, ic:i 

/\Jan10 /\sea Co un ci l 0f G0Ycrnt11tnt s 

• Date o f Birtl1 

Marital Status (cl1eck one) 

Married 
Widowed 
Divorced 

_ Separated 

Never Married 

_ Not Reported 

' Ethnicity (check one) 

_ Hispanic or Latino 

_ Not Hispanic or Latino 

Not Re orted 

Receives Medicaid 
Yes No 

Receives SSI/S SDI 
Yes No 

• Annual Income (check 011e) 

_ Low (Single - 5!9.570. 

Couple - $12,830) 
Moderate 

_High 

" 

__ Visitor / Visiting From:(Center)______________ ~ 
f------------------------------------------'~;i__ ____________ ..i_ _____________ -1 

Ciient's Signature: ________________ _ Date: ________ _ Ci ty ESS Signature: ____________ _ 

Intake Completed By : Date : Date: 



Provider/Center: 

Cl ient Name: 

Client ID: 

Date: 

The Warning Signs of poor nutritional health are 

often overlooked. Use th;s checklist to find out 

if you are at nutritional risk. 

DETERMINE 
YOUR 

NUTRITIONAL 
HEALTH 

Read the statements below. Circle the number in the yes column for those that apply to you. 
Add the circled numbers to get your total nutritional risk score. 

I YES 

I have an illness or cond ition that made me change the kind and/or amount of food I eat. 2 

I eat fewer than two meals a day. 3 

I eat few fruits or vegetables, or milk products. 2 

I have three or more drinks of beer, liquor or wine almost every day. 2 

I have tooth or mouth problems that make it ha1·d for me to eat. 2 

I don't always have enough money to buy the food I need. 4 

I eat alone most of the time. 1 

I take thrne or more differnnt prescribed or over-the-counter drugs a day. 1 

Without wanting to, I have lost or gained ten pounds in the last six month. 2 

I am not always physically able to shop, cook and/or feed myself. 2 

TOTAL 

0-2 
3-5 

Nutritional Health Score 

Good 
Moderate Nutritional Risk 
High Nutritional Risk 

Refer to the Determine Your Nutritional Health 
Handout to learn more about the warning signs 
of poor nutritional health.· 

6 or More 

fA.rea A2:ency· 
~ 7n '--' )~ cz.n Aging 
Funded lhrou gl1 !he Tc:xu Depart men I of Agin& 11nd Oiuhilily Services 

Alamo Area Council of Governn1cnts 

The Nutrition Screening Initiative· 10'10 Wisconsin Avenue, NW• Suite 800 • Washington, DC 20007 
The Nutrition Screening Initiative is funded in par! by a grant from Ross Products Division of Abbot t Laboratories, Inc. 

Form 1/AIAAA NRA1.0 
Eclilion Date: 9/15/2004 



Proveedor o centro: -----------------
No m b re del cliente: -----------------
1 dent if i ca c i 6 n del cl iente: ----------------
Fe ch a: 

Las senates de advertencia de la ma/a sa/ud 

nutriciona! muchas veces se pasan por alto. 

Use esta /ista para enterarse si corre riesgo de 

tener ma/a nutricion. 

DETERMINACION 
DE 

SU SALUD 
NUTRICIONAL 

Lea las frases a continuaci6n. Si la frase es pertinente a su situaci6n, encierre en un circulo 
el numero en la columna "Si". Sume los nCimeros marcados para obtener su puntaje total de 
riesgo nutricional. 

I SI 

Tengo una enfermedad o un padecimiento que me hizo cambiar el tipo o la cantidad de 
2 

comida que como. 

Como menos de dos comidas al dia. 3 

Como pocas frutas o verduras, o pocos productos lacteos. 2 

Torno tres o mas cervezas, cocteles o vi11os casi todos los dias. 2 

Tengo problemas de los dientes o de la boca que me dificultan poder comer. 2 

No siempre tengo suficiente dinero para comprar los alimentos que necesito. 4 

Como solo la mayor parte de/ tiempo. 1 

Torno tres o mas distintos medicamentos recetados o sin receta al dia. 1 

Sin querer hacerlo , he bajado o aumentado diez libras en los ultimas seis meses. 2 

No siempre me encuentro en condiciones fisicas para ir de compras, cocinar o 
2 

alimentarme. 

TOTAL 

0-2 
3 - 5 

Puntaje de salud nutricional 

Buena 

6 6 mas 
Riesgo nutricional moderado 
Alto riesgo nutricional 

Consulte la hoja informativa de Determinaci6n 
de su salud nutricional para aprender sabre las 
senales de advertencia de la mala salud 
nutricional. 

The Nutrition Screening Initiative• 1010 Wisconsin Avenue, NW• Suite 800 • Washington, DC 20007 
The Nutrition Screening Initiative is funded in pmt by a grant from Ross Products Division of Abbott Laboratories, Inc. 

Forni 1/AIAAA NRA 1.0 
Edition Date: §i15/2004 



Area Agency on Aging of Bexa r County 

Clien t Rights & Responsibilities for Older Americans Aet Programs 

The Arc,1 Agency on Aging o[ Bexar County welcomes you as a parlicipm1[ in programs for 
olde1 individuals and family caregivers i11 our region. This program is rnandalecl by the Older 
Americans .Act of 1965, as arnenclec!, a11cl provicles access and ass islance and olher sup porl ive 
services. The progrn111s ancl serv ices arc aclminisLered by the Area Agency on Aging wiLh 
funcling prnviclecl Lhrough lhe Texas Deparl111c11[ of Aging and Disability Serv ices, client 
conLribuLions ancl local fu11cli11g. 

Programs ancl serv ices are designed (01· i11cl1vicluals age 6(J or olcle1· and/or their fami ly members 
ancl other caregivers. Ou1· goal is Lo assist olcle1 inclivicluals in leading inclepenclenL, meaningful 
ancl dignified lives in their own homes and communiLies as long as possible through the 
prov ision of limited support services. l11formation will 11ot be released to a11yone, or any agency 
without your informed consent, with the exception of records subpoenaed by a court oflaw 

Client rights and responsibiliti es : 

1. You have the right to be treated with respect and consideration. You have the right to have 
yom property treated with respect. 

1 You may not be denied services on the basis of race, religion, color, national ongm, sex, 
disability, marital status, or inabiiity and/or unwillingness lo contribute. 

3. l'ou have the right to n1ake a con1plaint/grievance or reco111111end changes 
service, without restraint, interfere11ce, coercion, discrimination or reprisal. 
complain t or grievance contact: 

to policy or 
To make a 

Service Provider Information Area Agency 011 Aging Information 

Elderly Service~· Supervisor Bexar AAA, Contract Specialist 

City of San Antonio, Senior Services Division Alamo Area Council of Governments 

700 S. Zarzamora, #205 8700 Tesoro Dr., Ste 700 

San Antonio, Texas 78204 San Antonio, Texas 78217 

(210) 207-7172 or Fax (210) 207-4388 210-362-5207 or Fax (210) 225-5937 

4. You have Uie right to partic ipate in the development of a care plan Lo address unmet needs. 
~ NIA 

5. You have the right lo be informed i11 writing of avai labl e services and the applicable charges 
if the services are 110[ covered or are unavailable by Medicare, Medicaid, healtl1 insurance, or 
Older Americans Act funding. [Zl NIA 

For111 lli\ li\i\ i\_ CR& IU.0 
July 2, 2007 

f'u1Hlcd by the Tc.,ns Dcpa1 t111c11t of /lging nncl Disabi lit y Scrl'ices 



6. You have the right lo make an indepe11cle11t choice of service providers from lhe list f'wnishecl 
by lhc Are,1 Agency on Aging where rnuitiplc service pro11iders are c::vailable a11cl c!rnnge 
serv ice providers when desired. 0 NI A 

7. You have lhe right lo be informed of any change in scrvice(s). [Z] N/A 

8. \'ou have the righl lo make a voluntary, conficlcnlial, contribution f'or services received 
through the Area Agency on Aging. Services will nol be cleniecl if' an eligible pa1ticip,mt is 
unable or chooses nol lo make a contribution. All contributions will be kept confidential and 
will be utilized to expand or enhance the service(s) f'or which they were provided. 

CJ. You have the 1·esponsibility lo inform the Arca Agency on Aging or 1ls se1·vice proviclcr(s) of 
your inlenl lo withdrav11 from the prngrnm Oi any known periods of absenteeism when 
services will nol be utilized. [ZJ NIA 

10. You have the responsibility Lo provide the Area Agency on Aging or its services provicler(s) 
wilh complete and accurate information. 

J hold harmless this Area Agency oi1 Aging pro6,rnm, its parent organization, funders, and lhe 
sponsoring stale agencies for any liabilily arising out of the services prnviciecl in accordance with 
prngrnrn guidelines. 

Clienl Signature 

2 

Forrnl/AIAAA_CR&IU.O 
July 7., 2007 

r:u11clcd b)' Ilic Texas Dcpnr1111c111 or Agi11g :111cl DisnhililJ' Services 

Date 



DEJ'ARTMENT OF COMMUNITY INJTIATJVES 
SENJOR SEH\IICES DJVlSlON 

STATEMENT OF CONFIDENTIALITY 

I have been inrorn1ed of' 111y rights regarding conf"1clenliality. Information given lo the Senior Services Division will only 
he used lo delern1i11e my eligibility ro1· program services and lo be usecl as reporting documenlalion lo lhe Texas 
Dcparl111e11l 011 Aging und lo the Alamo Arca Co uncil or Government (AACOG) Arca Agency on Aging (AAA). 

J understand !hat my 1·ecorcls will be made accessible to lhe a/'ore111e11lioneci agencies' 1·eprese11tatives (or lhe purpose of 
progrnm mo11iton11g and employees or the Senior Services Division. Unless otherwise noted, my legal represe11lat1 ve or 1 
mus! approve the releuse or any information pertaining to my participation in lhe pro6•Tam 

l.n addition lo the Slalc111enl or C:01111denliality, lhe Meal Conl1·ibut1on Policy c111ci Comp laint/Grievance Procedures were 
,ilso explained lo me. 

r' 1ie11t's Signature 

Date 

*Program 

Representative 

Date 

DECLARAClON TOCANTE 
INFORMACION CONFIDENCIAL 

Me han infor111ado que la infor111aci611 personal que he dado parn mi aplicaci6n es solamente pma cletenninar si soy 
eligible para recibir servicios, y los 1·ep1·esenta11les que tie11e11 derecho de revisar csla i11for111acio11 son del Deparl111e11to 
Esta ta! de Ancianos y la Agencia de! Alamo Council of Government (AACOG). 

Entiencio la111bie11 que mis docurnentos seran aceslble solamente a las agencias mencionaclas parn el propositc de 
inspeccion. Si mi i11for111aci611 es parn olrn uso, mi pre111iso o ese de 111i rnpresenlante legal sei·,111ecesario. 

Aclemas de la Declan1ci611 Tocante l11for111aci611 Conficlencial, tarnbien se me explico el 1·egla111e11lo Locante la c!o1iac i611 
para la comida y los procedirnientos para registrar una queja. 

Firma de! Participanle 

Fecha 

_Jrnprchcnsivc Nut1·ition Progrnrn (CNP) 

*Programa 

Represen late 

Fecha 

Distribution: Client 
Progrn111 
Nutrition Site 



Client Name: 
Client Address 

Client Needs Assessment Questionnaire & Task Guide 
Scoring the 2060 ADLs and IADLs 
Rate the client on this scale: 

ASSIST ANGE WITH ACTIVITIES 
FUNCTIONAL 
IMPAIRMENT 

Able lo conduct aclivrlres w1lt10ul 
cJiffrculty ancJ l1as no neecJ for assrslancc: None 

Able lo concJucl acl1vil1es w1lll minimal 
diff1c11lly and neecls mrnrmal assrslancr;. fv1111irnal/lvlild 

Has exlreme cJirfrcul ly carryrnfJ oul 
acl1vil1es of daily Irving ancJ needs Ex lensrve/Severe 
exlensrve ass1slance 

Complelel11 unable lo carr11 oul an11 parl Tola! 
of ll1e acl1vil1'. 

ADLs and IADLs 
1. Do you have any problems laking a bath 

ADL 
or shower? Bathing 

2. Can you shave yourself, brusl1 your 
ADL Grooming teeth, shampoo and comb your ha11? 

. ' 

2a. .. 
' Shaving, Oral Care 

2b. ··-~;.t -!,_J : Routine Hair, Skin Care :·:1 

3. Can you trim your nails? 
. ' 

Trim Nails -_ .. 

4. Can you dress yourself? AOL Oressinq 

5. Can you get in and oul of your bed or 
ADL 

chair? Transfer 

6. Are you able to walk without help? .C\DL Walkrnq 

7. Do you have problems keeping your 
AOL 

balance? Balance 

8. Exercise (walking only) Exercise 
9. Do you have problems getting to the 

AOL 
bathroom and using the toilet? Toileting 

10. Do you have trouble cleaning yourself 
ADL Hygiene in Toileting afler usinq the bathroom? 

11. Can you feed yourself? AOL Feeding, Eating 

12. Can you open jars, can, and bottles? 
·' 
.;; Open Jars, etc . 

13. Can you fix your meals? 
Purchases: D Breakfast D Lunch IADL Meal Prep 

D Supper • MOW 

14. Can you take your own medicines? IADL 
Assistance with 
Medications 

15. Can you clean 11ouI house? IADL Cleaning 
16. Can you do your· own laundry? 

Check if has: IADL Laundry 
D Washer D Dryer 

17. Escort (assisted outside of the home) .\:!"·.· ' .. ,, Escort 

18. Can you do your· own shopping? IADL Shoppinq 

19. Can you use the telephone? IADL Telephone 

Number of ADLs = 

Number of IADLs = 

Date of Birth 

SCORE 

0 

1 

2 

3 

Additional Comments: 

'' 
>:,~:,-:!: 

, .. .. ,-
... 



OHS FORM 2060 I Page 2 

CLIENT NAME: 

Depress ion/Cog ni ti ve Impai rment 

20. During lhe last monlh, have 
you been bother-ed by lit!le 
inle1·esl or pleasu1·e in doing 
things? 
Have you felt down, depressed, 
or hopeless'1 OYes = 1 

If the an swer· to Qu est ion 20 is Yes, th en ask: 
· In the las! two weeks, have you fe ll 

lh1s way for most of lhe day, 11earl>1 
- everv dav'1 OYes 

Have vou had prnblems sleepinq? OYes 

Have you lost the ab il ity to enjoy 
. thinqs thal once were fun? • Yes 

Do you i eel you have little value as a 
person? OYes 
Have you had a significant change 
in vour aopetile? OYes 

O1\Jo = 0 

Or\Jo 

ONo 

Or\Jo 

ONo 

Or\Jo 
/ 21. During the last two weeks, how often have you had trouble 

concentrating 01 mak ing decisions? 
/ ONone at al! = 0 • Frequen tly = 2 

Ooccasionallv = 1 OEvervdav = 3 
22 . ASSESSOR: 
Does the client have the ab ility to make decisions independently? • Makes consistent decis ions =O 0 Requ ires cues/supervis ion • Makes onlv simple decisions = 1 • Severely impaired 
23 , ASSESSOR: 
Does the client appear to have shorl-term memory impairment? 
• None = 0 OHas frequent lapses =2 
O Mild = 1 • Severely impa ired = 3 

= 2 
=3 

TOT AL SCORE : 

Impa irment Level: • LOW (Score O - 19) 

Com ments: 

Assessment Completed By: 

• MODERATE (Score 20 -39) 

I 
v-

Scoring for this section: 

Score I Res ponses 

0 AH responses NO 

1 One YES response 

2 
Two or more YES 
responses 

I 

I 

• SEVERE (Score 40 and above) 

Date Assessment Completed: __________________ _ 

' 



City of San Antonio 
Elderlv and Disabled Servic.:es Division 

Comprehensive Nutrition Project 

C lient's Name 

DOB 

Center 

Home Delivered Client Reassessment Form 

!<:nter t!H· srnn: in the apprnpriHlc box a, lhc rigl1 ! of' e:1ch question . 
None=() Mild= l Severe= 2 Tot:1I = 3 

ADL IADL Other 

f)(I you have any problems taking a halli u: shower'1 

:?. 0111 you dress yourself'! 

:1 Excrc1sc (w,ilking only) 

4 Can you fcecl yourself'.1 (0-:IJ 

5. Can you slrnvt you1·self'. brush you1 leelh, slrnmpoo and comb you: lw1r'1 

(i. Do you have any problems gcll111g 10 !he balluoom fine! using !he loilel'1 

7. Do you lwve troubl e cleaning yourselrafte1· us111g the ballu·oom'1 

8. Can you gel 111 and ou1 or your bed or elm 11'1 

;)_ Are you able Lo walk wilhoui help? 

0. Can you clean yolll house'1 

,an you do you1· own lau11dr)17 ( ] washe1 ( dryer 

2. Can you fix you meals? 

3. Eseorl 

4. Can you do )'Olli own shopping? 

S Can you rake your own medicine'/ 

G. Can you trim your nai Is? 

7. Do you have any problems ke'.':ping your balance'1 

8. Can you open jars'! 

9. Can you use the Lelepho11e? 

0. Do you eve1 feel sacl nm! clcpressccl? I-low oflen'7 

l. 111 general, are you happy with yolll' life? 

3. (Worker's ,iuclg111e11t or clie11l 's overa ll mental clarity/cognitive f'u11clions.) 

t -otal Score (Enter the total oral! impairment scores in ADLs, IADLs, & other) 

CC>flifMENTS 

., _ For the following i11formatio11 C0lD'·ff !he number of boxes with a score of I, 2 or 3 a11cl enter in !he appropriate box al right. 
ADL IADL 

COUNT Of ADLs WlTI-l IMPAIRMENTS (those with score of I, 2 or 3)-----·-.. ---/ ~ --~ 
COUNT OF f AD Ls WITH IMPAIRMENTS (those with score of I, 2 or 3 )--------------------------------



Visual lmpa1nm:ill Yes No Specify ------------------------------

CJ1he1 Me;clicul D1agnos1s ------------------------------------------------

Prepu1es Lu1d1'1 

l·lomr: Healih Agenc:y l\Jc1m:, (i ! anyj 

J>!Jon'.:' 

Scrvie;es Prn'.1 iclecl 

Rcicrrnl maclt lo DJ-JS or APS 

Spouse 011 Prng1·:1111 

Number in household 

Yes 

Yes 

No 

Who'1 

Client's Si[:natme 

Staff Signalllre 

Title 

Date 

Zeviewed & Approved by 

Whc, :'rtpures Supper'; 

No 

:j :t ~· :j· :J· :j :t 

Elderly Service Supervisor 

,. 

Dale 



CfTY' OF SAN ,b,NTO!\JtO (COSA) & 
COfv'IPREHENSIVE NUTR!TION PROJECT (CNP} HANDBOOK 

TITLE: Client Confident ialit) 

POLICY: COSA shall maintain a confident ial file 011 each client. and protect the contents fro1r; unauthoi-izecl 
personnel. 40 TAC 84 l(d) 

Pr~OCEDURE: 
I. No client information will be disclosed in a form that identifies the person without the clieni's consent. unless 

requi1·ed by court order or for program monitoring by authorized personnel. 

1 Client files will be nrnintainecl in locked in file cabinets. The locked cabinet will he secured in a manner to 
protect the files from theft or unauthmized personnel. 

3. Client files will contain: 
a) Required intake form 
bJ Signed Participants Ri'ghts and Responsibilities form 
c) Completed Nutritional Risk Assessment current within 12 months 
cl) Completed DHS Form 2060 current within 12 months (Home Delivered Only) 

4. Client information stored in the computer clatab,!SC is limited to personnel with log-in access in accordinance 
with COSA AD 7.4 & 7.5 . (attached) 

7 



6DMf NIST RA Tf VE DlRECTIV E 7.4 Acceptable Use of Electronic Communications 
Cffectivt Date: Novembe, .10, 200S 
/{ev1s 1or: Oate(s): 

l. PURPOSE: 

This Adm ini strative Directive provides gu idance f'or the use of eleclronic communications 
sysle rn s. including electro ni c mail and in ternet access, operated and maintained by the City 
of San /\nlonio. This Directive supports anc! supplements Adminislralive Directive 7.5-
/\cceptab le Use of' l nformation Technology. Noth ing in lhi s Directive super·secles 
provisions of' Di,·ective 7.5. 

fl. POLICY: 

/\. Tht City of San Anton io provides e-mail serv ices ancl internet access to its employees 
as tools to pe1fo1rn business-related activ ilits. All users of the City' s e lectroni c 
communi cat ions systems, in cluding its internet access facilities. are responsible for 
usin g th at technology in an apprnpriale and lawf'ul manner. Any activ itv nerformcd on 
a workstation under· an cmplovcc's login [ D i.s presumed to be performed bv that 
emp lov ec and is th{· rcsnonsibi li ty of the cmplovec. 

B. The City will manage its electronic mail reco rds in accordance with Texas 
Adrni ni strn(ive Code . Cha pter 7, Sections 7.71-7.79 and Local Government Code. 
Chapter 205, Sections 205 .001-205 .009 (Local Government Bulleting, 8, Electronic 
Records Standards and Procedures.). 

"' Most e-mail messages are not essen! ia) to the fulfillment of statutory 
obligations or lo the documentation of the city's functions and may be deleted. 
These messages may include personal messages , internal meeting notices. 
)ettei's of transmittal, and general FY] announcements. 

" Messages which do fulfill statutory obl igations or document the City's 
functions are subject to retention and disposition requirements established by 
the Texas Administrative Code. 

C. The City's interne( connection is a shared resource that serves all its employees and 
provides the general pub I ic with access to its web site. [nappropriate use of internet 
r·esources reduces the usefulness 01 this resource to its employees and citizens. 

D. City electron ic mail and intern et systems are for official bus iness L!Se. Users may make 

and receive personal commun ications during business hours that are necessary and in 
the interest of the City. While some incidental use (as defined in AD 7.5) of City­
managed technology is unavoidable, such incidental use is not c.1 right, and should never 
interfere with the performance of duties or service lo the public. 

!U. DEF'fNITIONS 

A. Electronic mail reco rd: An electronic government record sent and received in the fom, 
of'a message 011 an electronic mail system of' a govemrnenl, including any attachments, 
transmitted with the message. 

B. Local Government Record Retention Schedules: Publications issued by the Texas Sta te 
Library and Archives Commiss ion under the authority of Subchapter J, Chapter 441 of 
the Government Code which estab li sh the mandatory minimum retention period for a 
local government 1·ecord . 
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ADM fNlSTRA TTVE DIRECTIVE 7.4 Acccntable Usf' of Eleccro nic Comm rrnications --------------------
Effective Date Novcmbe1 JO, :Z005 
Revision Datc(s): 

C. Recor·c!s Manaucmenl Officer The person who adminislers lh'.: records management 
pmgrarn established in each loecil government under Local Government Code. Chapler 
20], Section 203 026 

D. Retention period: The minimum time lhal must pass afler the creation, recording or 
receipt ofa record or the fulfillment of'cenain f:lctions associated with a record, before 
it is eligible for destruction. 

IV. POLICY GUIDELINES: 

Thi~; directive appl ies lo all users of'the City's elcclrnnic mail and internet access systems 
who U>nnect to the City's network in order lo use those r8cilitics. /\II electronic messaging 
equipment or technology that is owned or administered by the City is included within thi s 
Directive's scope. 

V, RESPONSIBILITIES: 

Infonnation Tcchnolor.,•-v Sen1ices Department 

A. Organizational responsibility for the development. implementation. maintenance, and 
compliance monitoring of this directive is placed with !TSO and the City Clerk's 
Offtce. 

B. !TSO and Human Resources will provide City departments with initial 
communication and training regarding application of this directive. However. City 
Department Directors are ultimately responsible for communicating the policies and 
standards established in this AD to all personnel in their respective departments and 
for ensuring compliance within their respective departments with those policies and 
standards. 

C. !TSD is responsible for communicating the policies and standards established in this 
directive lo all third-party users (contraciors, consultants, agencies having a 
contractual relationship with the City) and for ensuring their compliance. Those City 
departments who work with the third-party users are responsible for identifying the 
third-pa1iy users to !TSO. 

0. ITSD will archive undeleted messages after 90 days. 

E. !TSO may terminate e-mail services to any user if he/she is found in breach of this 
directive. Service may be restored to the employee fo ll owing a written request by the 
employee's Department Director. 

Office of the City Clerk 

In cooperation with the !TSO, the Records Management Officer will ensure that 
appropriate training and communication of the requirements for retention, maintenance, 
and disposition of records is made available for staff. 

Department Directors and Their Designees 

A. Departments are responsible for implementation, training, and enforcement of the 
data classification standards defined by the Texas State Attorney General's Office as 
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ADMIN1STRA TfVE DfRECTFVE 7.4 
Effcctiv~· Date. November JO, :2005 
Revision DRte( sJ · 

Acceptable Use of Electronic Commun;cations 

they apply to inf'ormation stored on City-aclministercd technology Oi' equipment 
inclu.ding data retention and clisposi1ion. 

B. Department Directors are 1·esponsihle for any disciplinary actions taken against 
employees who violate this policy. The l luman Resources Department will provide 
guidance as required to City cleparlmenls regarding apprnpriale disciplinary actions to 
he taken against employees who violate this policy 

Emrlovecs 

A. E~mployces shall, with guidance and training from the Records /v1snagerncnt Officer, 
manage e-mail messages acco1·ding to the City's approved retention periods. 

B. Employees who voluntarily tcrminatc employment. reti1·e, or are transferred, will be 
required to review their e-mail accounts 'Nith their supervisor. The employee's 
supei·visor is responsible for ensuring 1ha! e-mail records are properly classified and 
stored, and that working or convenience copies arc disposed or· in the prescribed 
rnannel'. 

Human Resources 

A. Human Resources will provide guidance to departments for di sci pl inary actions 
associated with violations of the directive. 

B. Human Resources will assist !TSO in providing training regarding this directive to 
current and future employees. Following implementation of this directive, Human 
resources will ensure that all new employees are provided a copy of this directive. 

C. The Human Resources Director will consult with the Chief' lnforrnation Officer in 
approving any monitoring of systems for personnel reasons. 

VL PROCEDURES: 

A. All electronic mail messages sent_ received or stored on the City's systems are considered 
City property and may be read at any time. Messages may be furnished to third parties in 
order to comply with requirements of the Texas Public Information Act. All internet 
activity is logged, and logs may be inspected at any time. 

B. Security and proprietary information 

1. The use of HTML formatting for e-mai I messages is prohibited. 

2. E-mail attachments that may constitulc a risk lo the City's technology environmenl 
will be removed from e-mail messages passing through the City's mail servers. 
Removed attachments are replaced by a message indicating that they have been 
i·emoved and the header and text of the original message delivered nom1ally. 

J. A spam message filter is used to reduce the trnnsmission of chain letters, broadcast 
announcements, general advertisement postings, or any other message via e-mail to a 
group of persons not requesting the message. 

C. Unacceptable Use 
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ADMIN1STRAT!VE DJRECTf\lE 7.4 Acceprnbie Use of Electron ic Comm unitations 
Effective Oat:::: Novembc1 JO, 200S 
Revision Date(s): 

Tht following activities arc prnhibitecl uni es~; performed in the course of' legitimate _job 
r·esponsibilities. The list belO\.\ is by no means exhaustive, but provides a framework f'or 
aclivities which fall into the c2tegory of unacceptable use-

!. Engaging in an_v activity that is illegal under local, Stale, or Federal statutes or which 
violates City of San Antonio roi 1cies and Administrative Directives. 

1 Using. accessing, or transmitting pornographic or sexually-c>:plicit materials .. 
offensive threatening, racial or hate language or images. 

J. Engaging in any 1orn1 or·harassrncnt, whether sexual or otherwise. or sending any 
unwelcome pcr·sonal cornmunication It is the perception of the r·ec.:ipient that prevails, 
110! the inten t of the sender. 

4. Any personal use that interrupts City business and that 1-:eeps an employee from 
performing his/her work. Emplovees should not use their City electronic mail 
account as their priman' ner.sonal e-mail address. 

5. Extensive personal use of the internet for any non work-related purpose during 
working hours which decreases the employees productivity or results in decreased 
perfor-mance of the City's i11Leme1 facilit ies . 

6. Unauthorized downloading of and distributing of copyrighted materials. 

7. Downloading or copying music. photographs or video material, including such 
material that has been obtained legally. onto City computers or servers. 

8. Downloading and/or installing e>;ecutable program files from the internet without the 
approval of /TSO. 

9. Unauthorized r·eading, deleting, copying, modifying or printing electronic 
communications of another user. 

10. Using the City's electronic mail or internet systems for private gain or profit. 

11. Using personal software which allO\.vs peer-to-peer communications between two 
workstations (eg., online chat, KaZAA, etc.). 

12. Using instant messaging through public service providers. 

13. Using City systems for personal access to auctions (such as e-Bay). 

14. Soliciting for pol itical, religious, or other non-business uses not authorized by the 
City. 

15. Accessing non-business related streaming media, including internet-based radio. 

16. Accessing any non-business related application which maintains 8 persistent 
connection to the internet, such as "Weather Bug", stock tickers, etc. 

17. Using City electronic mail or internet facilities for political purposes, including 
voting. (This does not include the use of equipment for publ ic voting at City 
facilities). 

18. Including email "tag lines" or personal quotations other than ones that state the 
mission of the City or the user's Department. 
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ADMINISTRA TfVE. DIRECTIVE 7.4 
Effective- Date November JO, 2005 
Rev ision Dare(s): 

Acceptable Use of Eleccron ic Cornmunica tion s 

19. Sending or fc>rwarding,iunk ::- -mail, chain letters, or other mass mailings. 

20. Sending m receiv ing e-mail through non-City managed e-rnu il systems (e.g. Hotrnail 
or YahC1C1) while at work. 

VU. RETENTJON AND DISPOSITION OF E-MAfL 

The Cit y's approved Declaration of Comp li ance with the Local Government Recor·ds 
Retention Sched ul es cslablishes record ser ies and the retention period ror cc1ch ser ies. It i~; 
the co 11Lent and f'u11ctio11 01an e- mail message that determines the rele11Lion period for that 
message. All e-mail sent or r·eccived by a government is co nsid ered ,1 governme nt record. 
Thcrefor·e, all e-mail messages must be retained 01 disposed of according to the City's 
retention r·equ irern ents. E-mail systems mu s! meet the retention requirement found in Texas 
Admi ni strative Code:, Chap ler 7, Section 7.77. 

Empl oyees ,md their superv isor·s shoul d seek guid ance from the City's Records management 
Officer if there is c1 question co ncerning whether an electronic message shou ld be deieted. 

\ 'HI. PRJVACY AND MONfTORINC 

A. The City does not routinely monitor the content of electroni c comm uni cations systems, 
but may do so without not ice. City sys tems may be monitored tn suppon operat ional, 
maintenance, aud iting, security and investigative activities. including enforcement of this 
Directive, legal requests, publ ic records requesls. or oth er business purpose. ITSD staff 
may monitor network infrastructure , servers and workstations for the purpose of 
maimaining system reliability, avai labili ty and security. 

B. Only Depanment Directors or higher may request access and monitoring of City 
administered technology or communications systems for employees under their 
supervision. Unauthorized monitoring or readin g of electronic communications systems 
or their contents violates this Directive. 

C. Any request lo mon itor must be approved by the Chi ef lnfonnation Officer (C IO) and 
the Human Resources Director prior to the corn mence111e11t of monitori ng. 

D. To obtain the necessa ry authorization, a written request from the requeslor to the Human 
Resources Director must include: 

i. The stated purpose for access ing and/or monitoring. 
2. A spec ific description of the systems or content to be accessed or moi1itored (e.g. 

the name or the mailbox eam1arked !or review - exactly as it appears in the e-mai I 
directory). 

3. Name and phone number of the employee in the requesting dcpartmem who is 
responsibl e for coordination of the request. 

E. The Human Resources Director will forward the request to the ClO for concurrence. 



ADMIN!STRATfVE DrRECTfVE 7.4 
Effective Dare: Nove111b'.!1 ]U. 2UUS 

Aceeptab!c Use of Electronic Communications 

f(evision Dale(s): 

r. The CIO will assign staff from [TSO to assist ts necessary with any authorized access 
anci mcJnitoring acLivities. 

rx. INTE:RNET FfLTERfNG AND WAf\'ER RE()UESTS 

The City uses II lter·ing software to block access to certain internet sites that have been 
determined by the Management Team Lo be inconsistent with most employee job 
responsibilrties and other City policies. There may be specific circumstances in which 
block ing is too 1·estrictive lo allow an employee or group of' employees to adequately perform 
their duties. In these cases, El waiver from the policy must be requested. To 1·eque~;t a waiver: 

A. L:,rnrloyee should complete the on-line site access request form thaf is available when 
a1tempti11g Lo access a blocked site. 

B. The Chief information Officer or his designee will review the ,equest in a timely manner, 
a11d will verify the business need with the employee's Department Director or 
Management Team member as may be appropriate. The Chief Information Officer may 
re~uest guidance from Human Resourc.es and/or Legal DcpartmenLs as may be necessary. 

C The approved request wi II be maintained by lTSD. 

D. If the requested access will allow an employee to perform activities ·0.1hich are nomrnliy 
prohibited by City policies. the empioyee·s Departmeni Director- must submit a request 
for waiver in writing to the Chief Inforn1ation Officer. The waiver request must include s 
statement that the Department Director is awa1·e of any increased risks that wi II result 
from the waiver, and has added appropriate controls to adequately reduce the additional 
risks. 

X. DISCIPLINE: 

A. Failure to comply with this directive will result in disciplinary action in accordance with 
the Municipal Civil Service Rules of the City of' San Antonio, Rule XV!I, Section 2. 
Discipline will be evaluated and based upon the number of violations and seve1·ity of the 
incident. The Human Resources Department must be consulted by a department when 
assessing the appropriate level of disciplinary action. 

B. Employees who fail lo follow and administer this directive will be disciplined under the 
authority of the Department Director. 

C. This Administrative Directive does not supersede the Department Director's authority 
over the detem1ination of final disciplinary actions taken, particularly in cases where the 
safety of the general public or City employees are significantly compromised by an 
infraction of this Administrative Directive. A Department Director may choose to assess 
more severe disciplinary action against an employee depending on the severity of the 
infraction. 
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ADfV.lLNISTRATTVE DIRECTIVE 7.4 Ac.:ecnrnhlc Use of Electronic Communications -------------------------
Effr:ctive Date. November- JO , 2005 
1<ev1s ion Date( s J: 

Thi.\, liirectivc supersedes all previous correspondence on this subject. fnformation 
and/or clarif'ica{ion m::iy be obtllined by contacting the £TSO Department at 207-8301. 

, .Jr., Inter im Director ITSD Date 

Approved by: 

Dale 

Dale 
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CITY OF SAN AJ'-lTO N10 
OFFICE OF THE CITY TYIANAGER 

INTERDEPARTMENTAL CORRESPONDENCE 

TO: Mayor ancl City Council 

PROM: Sheryl Sculley, City Manager 

SUBJECT: Administrative Directive 7.5 - Acceplable Use ofl.11formalion Teclrnology 

DATE: November 17, 2005 

Attached please find a copy of Ad ministrative Directive 7.5 - Acceptable l/se of Information 
Technology which outlines appropriate use of City-provided leclrnological systems by 
employees and users who access the City's networks. This directive will become effective on 
December I, 2005. 

Allhough your aides and assistants are not employees of the City, l ask that you please share this 
policy with them and request that they abide by its guidelines. As users of City-provided 
tech11ology and S;'slems, they also have a duty as public servants in utilizing these tools 
responsibly. The lnfonnation & Teclrnology Services and Human Resources Departments are 
available to provide briefings upon distribution of the directive, outlining its requirements and 
providing for clarification or additional explanation. Should you wish such infomiation to be 
presented to your employees, please contact Sharon De La Garza, Director of Human Resou,ces 
at 207-4016. 

This is an important irntiative and I greatly appreciate your support in empnasizmg its 
significance to your employees. Should you have questions or require additional infom1ation, 
µlease contact Michael Armstrong, Assistant City Manager/Chief Information Officer, at 207-
6910. 

~~/:JJ-0( 
Sheryl Sculley U 
City Manager 

Attachment 



CITY OF SAN ANTONIO 
OFFICE OF THE CITY MANAGER 

INTERDEPARTMENTAL CORRESPONDENCE 

TO: Executive Team 

FROM: Sheryl Sculley, City Manager 

SUBJECT: .Administrative Directive 7.5 - Acceptable Use of Information Technology 

DATE: November 16, 2005 

Technological systems ancl software are provided to City employees to assist them in 
accomplishing their tasks and objectives to serve the citizens of San A11tonio. Employees who 
utilize this technology must be aware of its acceptable uses and understand their responsibilities 
as public servants in utilizing these tools. Administrative Directive 7.5 - Acceptable Use of 
Information Techno logy (attached) outlines these uses and responsibiiities, and provides 
employees with gu1dan::;c regarding the suitable use of technology in the City's organization. 

Deoartment Directors must distribute this directive to all employees in their department who 
utilize Citv-provided technolo~y no later than Thursdav. December 1. 2005. Departments who 
cannot meet this requirement should contact Sharon De La Garza, Director of Human Resources, 
at 207-4016, to provide a reason for the delay and an alternate date when policy distribution wi[l 
be complete. The lnfomiation & Technology Services and Human Resources Departments are 
available Lo provide briefings to your employees upon distribution of the directive, outlining its 
requirements and providing for clarification or additional explanation to employees. Staff from 
these deparirnenls will contact your office shortly to coordinate this effort. 

[! is the responsibility of each director to ensure that every current employee who utilizes City­
provided technology submits a signed acknowledgement that tbey have received and read this 
directive, which must be filed in the employee's deparimental personnel file. As other 
employees are provided access to technology, the director must ensure that these new employees 
are also provided a copy of this directive. New employees will be given this policy by the 
Human Resources staff, with signed acknowledgements forwarded to the hiring department for 
filing. Any disciplinary action considered by the departments as a result of poiicy violations will 
require consultation with the Human Resources Department prior to proceeding with final action. 

This is an important initiative and I expect all directors to emphasize its significance to 
applicable employees. Should you have questions or require additional infom1ation, please 
contact Michael Ann strong, Assistant City Manager/Chief lnfonnation Officer, at 207-6910. 

~Jc 
Shery[ Sculley 
City Manager 

Attachment 



ADMINISTR4 TI\'E DIR ECTIVf- . . ::- A~~wl.ihi(' lis,· of ln!ornrntir,n T~~hnolr ,~, 
Eff ecilve D,: le: December 1, 2(J(JS 

R::.v1sion Date(s). 

1. PURPOSE: 

The pL:rpose of lhis AdrninisL;-alive Directive (/u)) is lo provide guidm,ct· rtgarcling tile 
acccpwblc use of mm ruler equ irmt',nl, networks ancJ ollH:i iniurmalior1 lechno!op;y ha;ciwart: 
and sohware in lhe City c,f' San A11lo;1io ("City"L 

IL POLICY 

A. Tk: City provides ilccess lo ils technology systc:ms le, assist lech11ology users in performing 
their duties efficiently ,incl effectively. Inappropriate us~· of inforrmllio: : lechncilogy exposes 
the City Lo internal and external risks ancl may reduc'.: the effecuveness of those :;yslerns. 
All users of City -owned and mam1gtd information technology arc responsible for using lhal 
technology in an appropriate and lawful ri1anner. Any aclivily perfo:-m:>d on ci workstation 
under an employee's login ID is prc::sumed tc, be performed by lhai employee. 

B. There should be no cxpeclalion of priv,icy in lhc use of Cily-administcrtd (t.chnology or 
equipment. Due to the Ciry's need Lo protect resources and assets. arid ,rs obligation lo 
compiy with Texas Public Info~mation Acl (ChapLer 552, Te,:cis Government Code) open 
records requirements, there is no expectation of confiderniali~y of info;-mation mainL2ined 
on any slorage or networl: device belonging lo the City unless it is specifically protected by 
law from disclosure and then only lo the extenl of thai legal protection. 

C. All information generated by o; stored on city-provided equipment is the prope,ty of th'.: 
City of San Antonio. There should be no expectation of confide.ntiality witi1 reg:crd lo any 
files, including email, stored or: any Ciry-managed computer. 

D. Technology users shall use City-managed technology for official business, buL may make 
and receive personal communications, including telephone calls during business hours, that 
are necessary and in the interest of the City. While some incidental use (as defined belov-,1) 
of City-managed technology is unavoidable, such incidental use is nol a right, a~d should 
never interfere with the performance of duties o, service to the public. 

E. This Directive will support existing and forthc:oming technology-related Directives, and 
will apply to all users or the City's information teclmology and networks unless otherwise 
specified in this document. 

III. DEFINITIONS:_ 

A. Cily: The Cily of San Antonio, iLs departmcnls and agencies. 

B. Citv-adminislerecl technology or equipment: Any technology or equipment that is used 
and/or m2naged by the City even if the City clocs nol own said technology or equiprnenl. 
City-managed technology includes technology or equipment owned by the City, on loan to 
the City, funded by grants, leasecl by the City, etc. Technology includes, but is nol limited 
lo, computers, mobile communication devices, tclccommunicalion devices, servers, 
networks, software, databases and e-mail messages. 

f'n;;r I of/(} 



ADMINISTRATIVE DIRECTTVE 7.5 AcccpUihlt- Us(' of !11for-mation Technolog, 

Eff::-:.:t1v~ Date: De:.:t:mhcr I. '.!OOS 
fZevisior·, Date(sJ: 

C DSS. The p~rson who is filling th'.: role of lechnicc.1! special is! for ,1 cicpcirlmenL. This rolt 
is typically callee! a Depc1rlmenl Systems Spec:iaiisl (DSS) or Depc1rlme11t Sysler~-:s Manager 
(DSM). 

D. E-mail sroofing: Forging arr c-m.ail header lo make it appeu a:-, if :l came irum someone 
olhcr lhan lhe actual source. 

E. federal slitlules: The laws of lhe Unilccl Stales and/or Lhe country where the user rs 
located. 

F. lnciclenlal rersonal use: Any pe::rsonal ,~sc oi Ctly-ownecl or managed technology thaL: 

o) does not Cctuse any aciclitional expense lo lht: City; 

b) i~; infrequent ancl brief; 

c) does no! have a negative impact on overall employee productivity; 

d) does not interfere wilh the nomrnl operations of an employee's deparimenl or work 
unit; 

e) does nol compromise the City in any way; 

f'J does not embarrass either the: Ci!y CF the em;:;loyee; 

g) does no! contravene other elements of this policy; and 

h) se:-ves lhe interests of the City in allowing employees to address important persorial 
matlers v,1hich cannot be addressed outside of work hours without leaving the 
workplace. 

Examples of personal communications that could be in the inLerest of the City 
include: 

a) communications Lo alert household members about working !ale or other 
schedule changes; 

b) communications Lo make allernative child care arrangements; 
communications with doctors, hospital staff, or day care providers; 

c) communications Lo determine Lhe safely of family or household members, 
particularly in an emergency; 

d) cornmunical ions lo make funeral arrangements; 

e) communications Lo reach businesses or government agencies that can on! y 
be conlactecl during work hours; 

f) communications Lo arrange emergency repairs Lo ve-hicles or residences. 

City departments, in consultation with the Human Resources Deparlmcnl, may 
determine whether a use is personal or business and if usage is personal, whether it 
is incidental. 

G. !TSO: the City's Information Technology Services Department or successor agencies. 

Par;c 2 of JO 



4DMINISTRATI\T flIRE(TIV£ 7.~ 4cc~nfablt Use· of !nform:ition 'f l'.Ch.!_)olo"' 
Ef!t:cl1\lc Date . ~,t:'..:cmbc:r ! , '.!.OCS 
R('.vis,on Date(s J: 

I-i uical slatutes: Trn; orcl1nances. slatul::s , anci lawi; of the> Cit)'; Bo:,1r- County ,mcl/or LIE: 

mun1cip,J!ity Oi COllfll)' where l11t use; I~, IOCi.ilccl 

I. Malware: Shor-I fo; maii sious software , sofiware dcsignecl specifically to clam2ge or 
disrupt a :-.:vslem, such as a virus, worm, Trojan hor::-:c, or e-mail bomb . 

.l. 1\Jetwork: A group of two o; more CCJmpule 1 systems linked together lo Caci! iLate 
communicatio11, data sharillg a11cl proc::s:-;ing among the systems. 

K Phishi11L1:: Th:: ac: of sending an :·-mail fi.dseiy claiming lo he an u;wblishcd legitimate 
enterprise in an attempt lo nrnnipulale someone inlo surrendering private information that 
can be usecl for iclentit) theft or olher malicious purposes. The c-nrnil directs the receiver 
to a web silt: that appears Lo bt owneci by the legitimate enlerprise and asLs for privaLt 
information Le, he used in identity lhefl Oi olher mal icious purpose .. 

L Public access lerrninals: Computers provided by Cily fo, use by the genera! public. 

M. Soarn (called "unsolicited commercial eiecrro11 mail messaEes" as it is defin:;d bv the Slate 
of Texas statutes): A commercial electronic mail message sent without the consent of the 
recipienl by a person with whom the ;-ecipien! cloes not have an established business 
relalionship. The term does not include ele.ctronic maii sent by an orgcrnizalion using 
electronic mail fo, the purpose of communicating exclusiveiy v,1 ith members, employees, or 
contractors of lhe organization. 

N. State statutes: The statutes and laws of the stale of Texas and/or Lhe staL~ where the user is 
located. Where statutes from two states conf1icL, the slatules of the Slate of Texas shall 
take precedence. 

0. Technology user Any employee, contractor, consultant, parl-time or lempora;-y employee 
who uses City-administered technology or equipment, and anyone accessing the City's 
networks, exclusive of the City's web pages. 

I\'. POLICY GUIDELINES: 

This Directive applies to any party using city-owned or city-managed technology, or any pai't_v 
connecting to the City's nehvorks. All equ ipm enl or technology that is ow ned or administered 
by the City is included within this AD's scope. Public access terminals provided by the City 
arc not included in the scope of this policy, exccpl where those terminals are used by City staff 
to access the City's networks. 

RESPONSIBILITIES: 

Information & Technology Services Department 

A. Organizational responsibility for the development, implemenlation, mainlcnanc'.::, and 
compliance monitoring of requirements established in thts Directive is placed wilh Lhe 
information & Technology Services Departmenl (JTSD). 

B. fTSD, along with the Human Resources Department, will provide City departments 
wi th initial communication and training regarding this Directive. However, 
Department Directors are ultimatef y responsible for communicating the policies and 
standards established in this Directive lo alf personnel in their respective deparlmenls 
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and for ensuring cornp!ia11ce within their respec~ive dcpa:1.ments wit)·, those policies 2nd 
srn11dards. 

C ITSD may disc:01rnec1 any compuler from the City netwoi-k at an_, time if continued 
connectivity constitutes 2 threat to the Ci1y or City-adrninister::.:d technology or 
equipmcm. fTSD will attempt to conta::.:r the DSS resronsible for the computer p;·10, lo 

disconnecting 2s long as such notificmion does not allow further clegrc1dation of the 
City-administered teclrnology or equipment. Such notification wi I! be made after the 
disconnection if prior coordination was !l(Jl possible. 

Derrn r tment Directors and their dtsignees 

A Depariment Directors are responsibk for any disciplinai·), astio11 taken against employees 
who violate this Directive in accordance with section VI. The Hu 1mm Resources 
Department will prnvide guidance as required to City departments regarding appronriate 
disciplinary action to be taken against employees \Vilo violate this policy. 

Offic~ of the Cit" Clerk 

A. The Office of the City Clerk is responsible for the creation, maimenance and 
administration of all 11.Iies regarding the classification and proteslion of information 
stored on City-administered Lechnology or equipment. 

Emplovees 

A. Employees are accountable for the proper use of Ci!y-owned technology, and shou ld be 
aware that they are responsible for any information that they generate or distribute 
th.rough the City's techJ1ology systems. Any activity perfom1ed on a workstation under an 
employee's login ID is presumed to be perfornied by that employee. 

B. Employees should be aware that a!I information generated by or stored on city-provided 
equipmen1 is the property of the City of San Antonio. There should be no expectation of 
confidentiality with regard to any files, including email, stored on City computers. Any 
materials stored on City equipment may be monilored and reviewed by City management 
at any time. 

C. Employees should he aware that most information generated and stored on City-provided 
equipment is subject to applicable open records laws. 

Human Resources 

A. Human Resources will prov ide guidance to departments for disciplinary actions 
associated with violations of the Directive. 

B. Human Resources will assist rTSD in providing training regarding this directive to 
curTen1 and future employees. Following implementation of this directive, Human 
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resources will ensure that all new employees arc provided a copy of this directive and 
complete the attached acknowledgement. 

C The Human Resources Director will consult with the Chief lnformation Office;· in 
approving any monitoring of systems for persorrnel reasons. 

V. PROCEDURES: 

A. General use and ownership of information teclrnologv 

I. City-administered technology and equipment is for use in conducting City business 
\-vith the exceptions noted in this Directive. Technology users should he aware that the 
data they create, receive, or forward on the City's systems remains the property of the 
City. 

1 !ncidental personal use (as defined in this Directive) of" City-administered technology or 
equipment is permissible as long as it does not interfere with the performance of 
assigned duties, does no! have a detrimental effect on City infomrntion technology and 
systems, and is no( prohibited by this policy. Personal use should be limited to those 
necessarv activities described in the definition of "Incidental Use" above. 

3. Supervisors are responsible for monitoring the incidental personal use of inforrnmion 
technology by their employees. If depanmental management detennines an 
employee's usage is not allowable as incidental personal us::, management should 
notify the employee immediately. Continued unacceptable personal use by that 
employee sh.all be disciplined in accordance with section YI. If an employee is not sure 
usage is acceptable1 he/she should consul! his/her supervisor for guidance. 

4. There should be no expectation ofpri\·acy in the use of City-administered technology 
or equipment. Because of the City's need to protect its resources and assets and its 
obligation to comply with Texas Public Information Act (Chapter 552, Texas 
Government Code) open records requirements, there should be no expectation of 
confidentiality of information maintained on any storage or network device belonging 
to the City unless it is specifically protected by law from disclosure and only then to the 
extent of that legal protection. 

5. The City does not routinely monitor employee use of City-owned and managed 
technology. However, the Chief Information Officer or his/her designee may monitor 
City-administered technology or equipment at any time for security, network 
maintenance or audit purposes, with or without consent of the technology user. 
Monitoring of teclmology usage for personnel-related matters shall require the approval 
of the Chief Information Officer and the Human Resources Di rector. 

B. Security and proprietary information 

l. Information stored on City-administered teclrnology or equipment should be classified 
in accordance with federal, state, and local statutes, ordinances, and policies regarding 
the confidentiality of the information as prescribed by the Office of the City Clerk. 
Employees should take the necessary steps or follow prescribed processes to prevent 
unauthorized access to confidential information. Unclassified infomrntion should not 
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!Zcv;s,or: Datc(s) 

be r:.:kasecl LCJ non-City '.'..nli(ie;~. \-11(/ioul 1it.:thori~.'..alion and approval by lht City 
Ma1;2ger's Office 

Employc:ts rnusl comply with i!il City Dirc::ctive~. regarding use of information 
lccl1nology, inc!ucl,ng forthcoming Dir~:ctivts dr:!:.:cl !u: 

a. Electronic Commu nicaLi on; (t-nrnil, voice and i11Lc::rnel) 
b. Password /v1an,1gern:::111 
c. Securi !y 
cl. Dalci rnar:agcrn:::11! ,1nci Classificatior, 
e. lvlonituri11g 
f. Rernole:- Access 

3. .All personal comrulers, laptops and wurkslations should be prolected from 
unauthorized acsess when the sy:;lem 1s unattended. The recommended method of 
s::curing the clevice is w1lh a password-pmlecled screensaver (wilh lhe aulomalic 
,1cli,·alion fc::alure sci lo 15 minules Oi les~) OJ hy manually loci:ing lhe device (CLrl-/iJ!­
DeleLe ioJ \.Vinciows 2000 OJ XP usersj. Devicei; that carn1ol b~ locked 2s dcs::ribec 
above shouid be secured by logging off the devices or wrning lhe-m off 

4. Employees mus! lake reasonable and necessc!ry precautions to secure and prolect 
portable devices. Protec, ponabie devices in accordanc~ with the following guide! ines: 

a. Laptops and other poilable devices used in an office setting should be Jocked in 
a drawer or cabinet or should be secured Lo tht desktop with a device 
manufaclured for tha! purpose. 

b. Users should retain physical comae! with all portable devices in areas v/here lhe 
risk of lhefl is high such a~. airports and ho~els. 

c. If a portable device mus! be lef! unattended in a vehicle, it should be locked in 
Lhe vehicles trunk or otherwise secured and protected from plain view inside the 
locked vehicle. 

d. Portable devices should neve, be left in a vehicle, even if locked and out of 
sighl, overnight. Reasonable precautions should be laken Lo protect the device 
when ln1veling, even if Lhe travel is local. 

5. ITSD regularly mainlains operating systems, updates anli-virus software, and applies 
security palchcs by sending those updales during the evening hours lo compulers 
attached Lo the network. When an employee leaves for the clay, he/she should log off 
from his/her computer, but should leave lhe computer lurned on and attached Lo lhe 
network. Because !aplops may be secured during non-business hours and may not be 
connecled lo the nelv,1ork when updates arc sent, users should work with their DSS lo 
ensure updates lo portable devices arc inslailed in a timely manner. 

6. All technology devices used by c1 technology user to connect to the City's networks 
shall continually execule approved virus-scanning software with a current virus 
definition file. This includes employee-owned equipment attc1ched Lo the City's 
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networks through remot~: acces:-. Ltclrnologies. The City is rrnl rc:spor:siblt for 
provicling the rtquirecl virus-scanning softvv'are ior employet-ownc:.d c:ornpuLerc.;. 

C. Unaccepli1b le use 

The following ,1clivilies are prohibilecl unic:ss performed in lht course: of iegiLimale _jclb 
responsibilities. The lisl below i.s by nc, mean~. exhaustive, hul proviclts ct fr21mewcJrk for 
,1c:1ivities which fall intCJ Lhc: caLcgon· of um1cccrlc!hlc use: 

J. Engaging in any ,ictivity [hat is illegal under !ouil, stale, or feclcrnl sl,1tulc.; or which 
violates City of San Antonio policies and Administrnlivc Direclives; 

2. Accessing, displaying, storing oi lrans1111lling malcrral Llial is offensive in nalurt, 
including sexually explici t molerials, or any Lexi or image llrnl can be considered 
threalening, racially offensive, Oi hale speech. This includes any images, Lexi, files. etc. 
sent via email lo co-workers or outside parlies. ,Accessing, storing, displaying, or 
transmitting pornogrnphic mater·ials using City-owned and managed Lechno!og,,· i~ 
strictly forbidden; 

:-;, Any personal uses thal intem1pl City business, o~ which prevcms an emplovee fro;-n 
performing his/her wo,l:. Employees should no! use City e-mail iiCCounts as lheii 
primary personal e-mail address. City systems shall noi be used Lo chat online, "blog". 
or shop oniine; 

a Violating any copyright, trade secrel, patent or other intellectual property, or similar 
laws or regulations, including, bul nol limited to, the inslallalion or dist,ibution of 
"pirated" or other software products lhat are not uppropriate!y iicensed for use by lhe 
City; 

5. Unauthorized reading, deleting, copying or forwarding of electronic communications of 
another, or accessing electronic files of anolher without 8uthorization; 

6. Sending SPAM lo either internal or exlernai panics; 

7. Unauthorized duplication of copyrighted material including, but llO! limited lo, texl anci 
photographs from magazines, books or other coryrighteci sour:es, copyrighLed music 
and/or copyrighted movies. Copying or installing copyrighted software for which the 
Cily or the end user does nol have an active license is no! permit!ed; 

?l. Exporting software, techn ical information, encryption software.: or technology, in 
violation of inlerrrntional or regional exrorl control laws; 

9. Maliciously introducing ma/ware or similar programs into Lhe network or server; 

Hl. Revealing a Cily account password to others or allowing use of c1 City account by 
others. This includes household members and visitors when work is being done a! 
home. Revealing a City account password lo an aulhorized technician during 
troubleshooting procedures is no! a violation of this policy. In such c1 situation, a new 
password should be established as soon as possible after the problem is resolved; 
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/I. Making frauciulen! uffers of products, ilcms, or sen1 ices origimi!ing from any Ci1y 
,ICCOL!flt 

12. Using Ci1y-ow 11 ecl Lech nology for polilical activily, privcile gain, gambling. shopping, 
games or other enl.cnainment! o; any olhe1 11on-husiness funclion unless permiltecl hy 
thi.s Directive; 

13. Causi ng security breaches 01 clis;·upLions of City cornmunic:ations Security breaches 
include, hu! are nol limited Lo: 

a. .Accessing dat,1 which the employee i;:; not authorized Le, access or iogging into a 
sc:·vcr or user account that lhe emp loyee is no! expressly aul11oriz.ecl lo ,1ccef;s; 

b. Causing network disruptions for malicious purposes including, but not limited 
le, network sniffing, pi ng floods, packet spooring. denial of s::rv ice, ancl forged 
muling informa lion for ma! icious purposes; 

c. Port scann ing or security scanning fo1 rmiliciou,c; purposes is pron ibiLed. Non­
malicious sca nning thai is parl of a Cit y-sanct ioned security process is ,ii lowed. 
!TSO should L)t nolified prior lo any such sc,mni ng; 

d. Circumventi ng user authentication or security of any device, network o, 
account; 

e. Maliciously interfering with or denying serv ice through denial of service attad, 
or other means; 

f. Using any piogram/script/cowmand, or sending messages of any kind, with the 
inlen t to interfere with, o; disable, another user's device or session, via any 
means, loca ll y or via the City's netv,iork: 

g. Adding/removing hardv:are compon enls, attaching external devices, or making 
configuration changes to informati on lech nology devi ces with out approval by 
TTSD. 

VI. DISCIPLINE (if applicable): 

A. Failure lo comply with this Directive will resu lt in disciplinary action in accordance wilh 
lhe Municipal Civil S:::rvice Rules of the City of San Anlonio, Rule XVIl, Section 2. 
Discipline will be evaluated and based uron lhe number of violat ions and severity of the 
incident. The Human Resources Department musl be consulled by a deparlment when 
assessing lhc appropric1lc level of disciplinary acLion. 

B. Employees who fail lo follow and adminisler lhis Directive will be disciplined under lhe 
authorily of lhe Deparlmenl Director. 

C. This Adrninislrntive Directive does not supersed e th e Department Di reclor's authority over 
the delermination of final disciplinary aclions taken, particularly in cases where lhc safety 
of the general public or City employees are significanlly compromised by an infract ion of 
this adminislralivc Dircclive. A Deparlrncnt Director may choose Lo assess more severe 
disciplinary action against an employee depending on the seve rity of the infracti on. 
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Thi~ Directive supersedes all previous correspondenct' 011 this subjecL. Inionrwtion ancJ!or 
clar-ification nrny bt- obtuined by contacting Lht ITSU DeparLmcn( at 2.07-?;:)0l. 

I 

I l / 
Hugh MillciJJr., lnl:.:rin, Direc!or /TSO 

/' 
Approved by: / / ' 

~ 7 / I 
1/l J I ·l ; I ,./, .-J_ 
l- / h·~v!o.;/4' , f ·1 ')vve / i'.f:-" ,q // ~ / J -- ··-·C'.J -. 

· M iclrnel Armstrong. Ci1ief lnform2ti~ri Officc.1 Date 

Sheryl Sculley, Cit)' Ma'nc1g~i (j Date 
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City of San A~ntonio PoHcy 
Acceptable Use of fnformabon Techno[ogy 

Employee Receipt 

This form must be signed by each current and new employee. 

I acknowledge that I have received Administrative Directive 7.5: Acceptable Use 
of lnfo1·mation Technology. I recognize that, as a user of City owned or managed 
technology, I am responsible for following the provisions of this Administrative 
Directive . I understand that if I am found to be in violation of this written po!icy, I 
may be subject to disciplina1·y action. 

tfame (printed) _________________ SAP # ____ _ 

Signature: Date: ------------------ -------

Copy to Employee 
Original to Departmental Personnel File 
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CITY OF SA!\! .ANTONIO (COSA.) & 
COMPREHENSfVE NUTR[T!·ON PROJECT (CNP) HANDBOOK 

TlTLE: Ciie::nt Co1mibuuo11s rn1d f-iandiing Program !11com:: 

POLJCY: COS/>. shail jHOl'ide an oppci-tuniiy and z: rne,111s for clients to 1m:ke 11 voluntan· c;onu·ibu1io11 for all 01 pan 
of'the cosl of their serl'ice. 40 TACi;~_l(jJ and COSA AD 8 l Cash Handling. (Attached) 

Pi{OCCDURE: 
I. Dllling the initial intake, each c:ient will be given 2 copy of the Pc!t·ticipw1ts Rights and Responsibilities form 

that outlines the client's righ: tc; mak:::: a contrihut1011. 

~ 
_)_ 

4. 

Each eligible client can make 2 voluntary contr·iblllion lo CNP. 

Clients will 1101 bt denied services due to their inabili!)' o;· refusal to make,! contribution. 

Ciient c01mibuiions are ::.:ons!der:::cl Prngrarn Jncome ,rnd will be usec: to increase. support. or expand the 
prnvicled service. 

5. All client contributions will be confidential. CNP \,viii protect the pri··.1acy of each par1icipant with respect to 
his or her contrihutions. 

6. Cormibujons wiil be deµosrted in a locked contribution box located in the dining room. 

7. Comributions wi 11 be coumed and verified by two persons daily ar the close of business and recorded on the 
deposit record. 

8 



ADMINISTRATIVE DIRECTIVE 8.1 CASH HAJ-;D LL"~ G 
Effective Dmc: Mnrch I 20C7 

!. PURPOSE: 

' I I.. 

Thi::: /1dmrnistrative Directive (A.Li.) defines and outlines ;)o!icy with n.:specl Le, receiving, 
handling, ::aiegunrcling. and depositing o( Ciry of' San A.monic ("City") funds. Cush 
hat1d!in~ contrnl:;, as outiined in tnis Aclmi11istn1t111c D1rect111c, have been adopleci fo, 
uniform app!1catJon in all departments. These contrnls address the decentrnlized nature cif 
the· rc:ceiptin~ al!ci dcposiling prucess while providin;; for sta!1da1dizecl training and a 
pe•·iociic review of casi1 collected ancl repcllted. 

POLICY: 

A II employees of' the City, including uniformed employees. in po3iliom designated by the 
Finance Department as having cash handling responsibilities shall conducl all c,tsii 
handling acLivities in compliance with rui::'.s and guidelines set forth by this Administrative 
DirecLive and by their respective depanmentai c2sli handling pro:.edurcs. An 
a::l:11owledgcmen1 form is required to be completed/signed bv each employee classified as 
2 cash handle, to e11su1·f lhe;1 have a (ull u11de:standing of thi~ poi icy (Atl21::lrn1ent /\i 

All Cir:v deoartments having cash handling responsibilities sh2.ll main:a.in, r::vi:'.w. anc 
update respective deprrnmemai cash r1andii11g procedmes Lo as~ure compliance v-·itii ti1is 
Administrative Directive An)' deviation(s) from this Administrative Directive mus: bt 
approved by the Finance Department and detailed in depan.mernal cash handling 
prn::cdu;·es. 

Ill. DEFrNITlONS: 

A. Cash Equivalents: Checks, money orders, rrave)e; 's checks, credit/debit cards, and 
event tickets. 

B. Cash Handler: All full-time. part-time, seasonal or temporary empbyees whose job 
description includes responsibility for receiving, transrnit1ing, safeguarding, and/or 
depositing of City funds. 

C. Cash Handling: The receiving, transmitting, safeguarding, and depositing of all 
funds received by the City, v,1hether coin, currency, checks, money orders, traveler's 
checks, gift certificates, coupons, credit cards, stamps, ticket stock, electronic funds 
transfer, and other cash equivalents. 

D. Cash Handling Database: Database of City positions designated as c2.sh handlers 
with assigned risk factors based on cash handling activity. 

E. Cash Handling Site: Designated City location where funds are received, 
transmitted, safeguarded and/or deposited, whether coi:1, cu1Tency, checks, money 
orders, traveler's checks, credit/debit cards, stamps, ticket stock, electroni c funds 
trans(er, and/or other cash equivalents. 

F. Change Fund: A sum of money set aside for the puq)Ose of making change where 
cash is col lected. 

CITY OF SAN ANTONIO !'age I of /j 
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G. Coven Cash Funds: Funds eswb!ished by the Sa;i Anlonio Police Departmenl used 
lo Dil'.i confidentiai informant:; and 10: i;ivestigativt ope;·ati ons such as narcotics vice. 

H. Ct:stodian: Carewkc,·; Lh(:: person iii charge. 

!. Escrnwed Funds: Money that has been put in the custod:: of others. 

J. Fiduciary: An :r1dividual or c1:·gan1zauon that is trusted Lo hold valuable l!en,s of 
another person. 

1-.:.. Final Oispc,sirion: Pinai deposit or distribution c,;· paymelll. 

L. f<!1tsh fTtrnds: One time fund!: used in San Antonru Polict 0eparlment operntiom Lo 
sli1gc and negotiate iargt· narsoLic, vice or other transactions ir1 order to secu:·t 
illdictmenls for illegal ac:tiviLies. 

M. Fraud: lntcmiona! deception to c!ep:-ivt another person of property or to injure that 
person ir, sorn('. othc, way. 

N. lmprcst Fund /-\ fund into which a fixed amount of money or cash equivalent is 
placed for the purnose of' 1m:.king change o;- minor dist:·ibutio1,s ( i.e. char.ge fund, 
pett_1 cash fund, cash rdund fund) . The fund amount always rerr.ains constani.. 

CJ. [nternal Cont,o!: Sysrern that assJres assets thaI belong to the City are received 
wh::11 rendered, protected while in the custody of the Ciry. and used only for Citv 
,elated purposes. The system of intem2. l control consists of all measures employee! 
by the City for the purpose of (l) safeguarding resources against \-Vaste, fraud and 
inefficiency: (2) promoting accuracy and reliability in accounting and operating data; 
(3) encouraging and measuring compliance with City p:ilicy: and (4) judging the 
efficiency of operations in all divisions of the City. Internal controls are not designed 
primariiy LO detect en-ors but rather to reduce the opportunity for errors or dishonesty 
Lo occur. 

P. Misappropriation: Using property or money wrong/illegally. 

Q. Mitigating Control: Compensating measure implemented LO identify in-egularit1es 
after-the-fact, as opposed to primary controls that are intended to prevent fraud or 
detect human error at the point of its origination (i.e. supervisor reviews a batch of 
cash receipts at the end of a shif1 versus approving each transaction as i: occurs at the 
ooint of sale or cash intake). 

R. Mutilated: Disfigured, bent, destroyed. 

S. Negotiable (financial instrnments) : Money or money equivalents that is easily 
transferable from one per·son to another (such as cash, traveler's checks, etc.) . 

T. Outage: Cash shortage or overage. A cash handler has a shortage when a collection 
eITor is made such as not obtaining phys ical custody of money or a change-making 
error. A cash handler has an overage when excess money is collected and the excess 
ca1rnot immediately be :·eturned Lo the customer. 

U. Overridden: When controls are 1112.nually or electronically turned off or bypassed. 
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AD[\1INISTRA TJVE DIRECTIVE 8. i 
Effe::uvt Date Mad I, 2007 

l,c·,:s1Dn [>:ites1,) 

CASH HANDLING 

V. Petty Cash Fund: A. fund L:sco w1li1111 an office to -make small office purchases, 
which arc 5;1 orJ.00 0: !:.;s" Pt:tl\' ::a,;i-, purchases are usually qu1::k or lo meet an 
emergenc\ nee Ci. 

W. Posr-da ted C:1ec:.:k: 
and/or goods. 

nmm. dated che::,, su!Jm1tled Ill payment for Cit)' services 

X. Risk Facrors: Assignee! w cash handler2 based on cash handiing acliviry. 

,: High· deals with cush or:,; clail:· basis 

h. Medium: deals with cash eguivalems 

c. Low: lnfrequcm use:·:, of small amoum~ of casi! 

d. (Sc~ A.O. L2 Criminal J-iistorv BacK~rouncl Checks for Cash -Hand linn Positions, 
Section V. Subsccuon A. l. for added detail on ri sk factors) 

\'. Two-Parry Check: .A check orig inall y issued to another parry ("payee") tbat is now 
offered in pavmcnt for Cit) goods Rnd/o; se:·vices. 

rv. POLJCY GUfDELfNES: 

A. B2ckground C hecks 

A background check wltl-. satisfactory results is a condition of employment fo, the 
Cirv of San Antonio. Pu,suan: tc ,1, •. 0 8. 1 . Criminal Histor\' Backe:round Check for 
Cash Handlin£' Positions. a Ciiminal history background check will be conducted on 
all new hires, transfers. demotions, promotions and reclassifications into cash 
handling positions designated by the Finance Department. Interval background 
checks will be conducted on an on-goi ng basis fo, those employees in cash handling 
positions, with 1iming delermined by an assigned risk factor for the position. 

B. Training 

All employees II: designated casi1 handling positions will have to successfully 
complete two (2) four (4) hour courses on cash handling policies. Successful 
completion of this course is defined as achieving a least a seventy percent (70%) 
passing grade on a test administered upon completion of each four hour course. 

Upon successful completion of both courses, employees sha ll receive a cash handling 
certificate of completion. Cash handling employees not successfu lly completing 
these courses will have an opportunity lo re-study and re-test a second · time. 
Employees who fail to successfully complete required cash handling tra:ning are 
subject to termination. transfer and/or other employment action. 

Departmental specialized and adnnce cash handling training may also be required 
(as identified by the department, while consulting with the Finance Department). 
Such training will be coordinated by the Finance Department and conducted by the 
Finance Department and Human Resources Department. 
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R,·1•1sion 1Jates(s) 

C. Pcrtormanc:c Expcctations/Staudar-cls 

All c:ash h,rndling dep21nrne111s will estat1lish performafl(.:e stancla;·ds and ;;ucc.:e;ss 
measures fo: ail cash handling positions When eswblishing standards, the cash 
hand Ii 11g envi ronmcm, th~ average num be; ci/' c:1sb hand! 1 ng 1ransacti on~, ancl the 
average amount ,JI dollars culiec1ed shall be taker imo consiJera1ic.m. 

U. Discipline 

I. Civilian Employee~ 

Failure tc comp/) with this Aciminisirnt1ve Directive may result in disciplin2.:-y 
action in c1ccmdanc::: with the Municipal Civil Service Rules of the City of San 
Antonio, Rule X\/fl, Section '.2. Disr.1pline will be evalw1tecl and based upon the 
nurnbe:· of violations and severity of the inciden~. The Huma/i Resources 
Departmen! must be consulted by 2 department when assessing the appropriaLe 
level of discip:inary action. 

1 lJnifonned Cmplo~1ces 

failure lo comply with thi, .i,dministralive Directive may resuil in cii:::ciplinary 
action in accordance with Collective Bargaining l•.g:reernents between the City 
and uniformed persof1.!1el. Jmemal proc.:-::dures adopted for uniformed personnel 
of the Poiice and Fire Depanments must conform to the provisions of this 
Directive 

J. Individuais engag~d in fraud (i.e. theft) \Vil] be suOject to immediate dismissal 
and possible legal action. 

E. Appiicable Federal, State and Loc:a! Laws and Regulations 

State Jaw requires that cash collection sites retain original records pertaining to cash 
handling. Consult the Texas Administrative Code Title 13, Chapter 6, "Records 
Retention Scheduling Rules" for the current retention requirements regarding casil 
related records (See website http://\l'W\\'.tsl.sb1te.tx.us/slrm/recorctspubs/gr.htmi ). 

V. RESPONSIBfLTTIES: 

A. City Man ager' s Office 

I. Establish an adequate internal control system over City casb and cash 
equivalents. 

2. Direct the Office of Municipal Integrity lo conduct cash handling investigations 
as deemed necessary. 

B. Finance Department 

l. Safeguard the City' financial assets and manage its financial resources in 
accordance with the goals of the City Council, City Manager and in compliance 
with applicable laws and generally accepted accounting and financial principals. 
Establish and update this Administrative Directive as necessary. 
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ADMJNISTRATTVE DIRECTIVE 8.1 
Effe::11ve Dale. March l, 2007 

fZ ev ision Dates(,) 

1 Perform ccshicring functions in designated locations. 

3. Approve addnions and deletions of citywide rersonne! c.l as sifi-:::d as ec:sh 
handle1s (i.e. custodians of pel!) cash and change funds). J.,rprovt die updating 
of the c:ash ha ndling database for all cc:st; !:and!ing positions, which includ::s 
de;Jrmmenl, job cl,tss, position and risk fac tor. (See A.D. 8.2 Cr imina l I-fislorv 
Background Checks JOI' Cash -Handl in (' Positions, Sect ion\/, Subsection A.l .) 

4. Approve th e:: estahlish mern cf' pel(y cash and cha nge: funds, inc luding related 
amount of the: fund. 

5. Coordinate: with the Hu man Rcsourcei; Department lo provide bas ic and 
specialized Cash Handling training. 

6. Con tac t the San Antorno Police Dep,1nmcnt and/or Office of lvlunicipal 
integrity when a clepartme11t has commun icated a suspicion of theft or dishonest 
act by 2 City emplo_vec (i.e. missing or sl:Jlen funds) Th is determination will 
be dependent upon the dollar amount in volved and th e need for fu r1h ei· 
investig2t ion and/o, lav, enforcement follow up. 

7. Approve others authorized LG in spect/revi~:w citywide cash handlin g operations. 

C. Deparrmenral Directors 

I. Ensure the safeguarding of City funds. 

1 Maintain dearl y written and aprroved procecEtres for al! areas of their 
department's cish handling operations. 

3. Ensure procedures are in place lo compl y with this Administrative Directive and 
assume accountability for exceptions and deviations from this policy. 

4. Provide the Finance Deparrment a "Cash Honding Database Change Form" 
(See A.D. 8.'.2 Criminal Historv Background Checks for Cash Handling 
Posit ions for copy of database change fonn) requesting changes to existing 
departmental information, which is mainta ined in the cash handl ing da tabase. 
The City Auditor's Office and the Office of Municipal Integrity will be given 
access lo the updated database. 

5. Ensure all employees hired, transferred, demoted, prnmoted and reclassified 
into designated cash handling positions are enrolled in cash handli ng training. 

D. Cash Handl er 

l. Use due diligence in lrnnclling City assets so that reasonable protection is 
prov ided to those assets at all times. 

2. Report to their Depmtment Di rector, who should in tum alert the Finance 
Department, of any instance where a City employee has knowledge or suspicion 
of a theft or dishonest act by another City employee . 

E. Offi ce of Municipal Integrity 
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ADMINISTRP. TIVE DIRECTIVE 8.1 .......;::....-..c.;_ ____ ;..._.. __________________________ _ 

Effective Date March l, 2007 

Revision Dates(s) 

CASH HANDLING 

l. Coorciinat: and collaborate With the Sai, Antonio Police Department on cash 
handling invesligalions, whert appropr-ime. 

'; Prov id e written reports of' in ternal invesligati~1:1s Lo lhe City Manager's Office, 
Finance Departn1en l, ancl th:-:: City /-.tton1cv'~ C>ff1ce . 

F. City Auditor's Office 

i. Perform announced or unannounced cc.sh audiL, a!lnua!ly Lo determ ine 
complianc-:: with thi s Adrn ini slraLive Directive. 

1 Review Departmental procedures and guidelines and provide appropriate 
fc;edbac~ to the City Manager, Pinance Departm enl, Human Resources 
Department, ancl other dcpar1mcn:.s. 

G. Human Resources Department 

l. lvlainta111 the cash handling database utilized mi· training and interval 
background checks 

2. ,Ll,ss1st employees and depanmems with intcrpretaLJon uf this Admrn istraLiv e 
Directive. 

3. Coordinale basic and specializ~d :::::sh ha:1dling traini 11g. 

VI. CASH HANDLING COi\'TROLS: 

A. General Cash Controls 

I. Al! employees with access to cash funds shali be covered under the City"s 
Commercial Crime or Employee Dishonesty insurance Policy as prescribed by 
the City's Risk Manager. 

2. Cash handling sites shall have an individual designated by the Department 
Director as custodian with specific responsibility for cash handling at the 
respective location(s) during all shifts. 

3. The number of employees with access to cash shall be limited for internal 
control purposes. Efforts shall be made for the physical separation of duties and 
responsibilities between the cash custodian and that of the individual or 
individuals that perform the accounting and recordkeeping function pertaining 
to cash. 

4. \Vhere the separation of responsibility is precluded due to limited available 
personnel, the supervisor shall perform specific verification steps for sound cash 
handling controls. This supervisor shall not be involved in the original 
transaction steps that are to be verified. Departments should confer with the 
Finance Department to establish other mitigating controls where separation of 
responsibility is precluded. 

5. Al least two people per cash handling site shall be involved in the cash handling 
process unless otherwise authorized by the Finance Department. 
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f~DM1NISTRATTVE DlRECTn' E_S.1 ____________ CASH_HANDI-,-,ING 
Erfc:c!i"c· Date. lvlc1rch I, 2007 

Rc:v1,1on rJ:ites(s) 

6 Where possible, cash handling duties si1al: be rotated on, periodic basis. 1111s 

can help to prevent depa;·LmenLs from becoming dependent upor, one ;)erscJ:7 for 
a particular funcuon and can make ii eisier lO idcmifv and co:Tc:Ci proccciurni 
weaknesses and breaches. 

7. Wh::r! practicable, Ci.!Sh nandiing site::, will have ,darn, cie11 i~:::s, videotElp:::d 
survei i lance, and/or c:I e:::trcni c mi crophonc recording i nst,d kd. 

8 If billing invoices are used, lht ca!;hie; cannot make ad1us1rneim LCJ an rnvoic:c. 
The supervisor/ac!minislralor s!nll make an; necessary corrections, clrnnges or 
adjustments. 

9. Physical protection or cash through the u:;e or hcrnl: foctiities, armurecl vci·,icles. 
vaults, and locked cash hoxes, locked cash oags o: iocked dr-2 ·,ve;-s sha li be 
practiced al all limes. Armored ca, service 1-vili be made av2ilablt to those cash 
handling si:.es that r~:qu1re such service. Departments. in conjunction with the 
Finance Department. shall assess the reasonableness. prac:l i:::al i,)', and securi:y 
in determining th:: use of armored c2.r service. 

I CJ. In general, collections in the field are prohibited unless specificaliy authorized 
by the Di recto:· of Financ.e. 

i l. Cash on the premises will he i1e]cJ to a minimum lO reduce The amount of idk 
cash that is avaiiabie, as well as for casn control pu:-poses. Deposits s:-iall be 
made within twenty-fou:· hours Departments, in ccn_iunction with Fimrnce, 
shall assess the reasonabieness, practicality, and securi'.y in deter:nining the 
timing for deposits, especially when de;:iosits exceed ,be iwemy-four hour time 
requirement noted above. 

Careful consideration shall b:- given the risk involved in i1olding idie cas!i 
and/or cash equivalents in the department ve,sus the cos! to make more frequeP.: 
deposits. 

l 2. Authorized personnel witi1in the department who do no[ have custodial,, 
accounting or recording duties and responsibilities, shal! conduct periodic 
examination, count, or other review of cash 

Tbe Finance Departmrnt and the City Auditor's Office will also conduct 
random unannounced reviews and/or audits. The Office of l\1unicipa! integrity 
will conduct investigations as directed by the City 1'.1anager's Office. 

13. City departments. with assistance from the Finance Department, shall publish 
and update as necessary \Vritten cash handling instructions and procedures that 
wi!I serve as procedural and training documentation for departmenta l cash 
handlers. 

B. Receipting of P~ymcnts 

I. Checks, traveler's checks, money orders and other negotiable financial 
instruments shall be endorsed as they are received. 

2. All employees charged with the receipting of cash at the point of sale shall be 
provided by the department wilh a copy of the current fee and rate schedule as 
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ADMINISTRATIVE DIRECTIVE f;,J . -
Efitc11vt Date: March I, 20G7 

Rrns,on Da t~s (s)· 

Ct>.SH I-LANDLJN G ---·------~·-·---------

well ,:s the appropriat:- ge11e;·ai lt:dg::;r av.:ounl codes. Fe·::s and ,·3tes shail be 
posted 111 a clear and visible si1e for lhe ge:1cra! public's adv isemen'. . Posie.:! 
informal ion shall also in clude a contac: lelephcllle number for r1 customer to call 
if a transaction receipt is nc;t provided le lhe customer when cas h and/o;- c2.sh 
equivalents are paid. 

J. Ali handwritten receipls sirnil be pr:.:-numhered tc1 ,1c:counl for lapses ii'! 

sequence. 

4. All checks shall be made payable to the City of San ,'\nlonio and :;ha!'. be 
accep1ec! only in the amount of the sale o;· lrnnsacuon. Chech nrny nc1i t.<1.:: 

written for more than the amo un t due to the' City 

) When acceptrng a personal check for am ounts due the City. the cash handler 
shall capture the follc,wing payer's informatiori and note same at che lop of th e 
check: l) address, 2) telephone number. and 3; driver·s li cense numoer. Ne; 
temporary checks are (o be accepted by Cc:!Sh handlers 

6. Pos! -dated o, two-part)' chech will nol be accented. 

h ·1 · d ~ ' ("0 1 ~ d II ' ' d . ' . ' 11 L. 7. Cas ul1 iZe :or cnange •~ iange tun s ) anc un epos1teo rece1p1s sna not oe 
used for petty cash purchases, loans, advances, or checi: cashing (e;.;cept fo ~ the 
Finance Departmem's change fund. where the practic::: include:: cashing Ci'.) 
ernployees' persona! che:::ks). 

g Change> Funds are not to b:> commingled with any other monies. 

o. With the exception of ti1e Finance Deparimen! no checks sr1all be :.:::shed from 
cash rec.ei pts 

l 0. All departments with cash operations shal! maintain a permanent collection 
record, such as a cash register tape, that has the record of all transactions 
including voids, refunds or cancellations. All revenues coilected shall have a 
receipt or other proof of sale issued to the ct.:stomer a.I the poir1t of sale or 
collec:tion whether hanciwritten or electronically generated. 

There shall be a means of capturing and summarizing daily transactions, which 
will be reconciled lo the amounl deposited. 

C. Deposits 

1. The general operating standard for deposit of negotiable instruments and cash 
with the depository bank shall be within twenty-four hours of receipt. This 
includes the counting and balancing of cash receipts foi each shift and 
depositing such receipts intact (i.e. a deposit for each shift). Departments, in 
conjunction with Finance, shall assess the reasonabieness, practicality, and 
security in determining the timing for the deposits where deposits exceed the 
abovementioned twenty-four hour requirement. All amounts that are not 
deposited on a daily basis shall be secured in a safe, vault or locked drawer. 

2. Discrepancies between deposited amounts when compared to written receipts , 
cash register, or computer system generated receipts, shall be recorded along 
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AD MINISTRP. TIVE DIRE CT IVE 8. J 
Sffc:live Dm~ March I, 2007 

f,ev1sio11 Dates(:;) 

CASH HANDLTNG 

with documentat,on of the responsible cashier. The supervisor shall review, on 
a daiiy basis, such doc.:umentmion anc follow up with the appropriate conecrive 
action, if neecied. Department Directors have the ultimate responsibility Lo 

ensure disc.:re;),rnciei; are ide11lified and corrective: mU!SU!es me taken . 

J. All securily a11cl bid deposits received in !legoLiable form, as weii as escrowed 
funds or other funds that require specialized ha11dling. shall be dr.:posited a11d 
held lr,1 the Cit) Clc.-J~s Office until final disposition is made. 

4. All pe1formance bonds shall be forwarded to lhe Firrnncc Departrn!:'.nl, Gener-a! 
Ledgn Section for safekeeping. 

5. All deposits shall be made intact (i.e. a deposi r for each shift) and sealed in 
deposit bag; departmental receipts shall not be used to c1·:::me or rcplenisl: petty 
cash or other funds. Un -deposited receiDts arc not LO b:o used for loans, 
advances. o, check cashing. 

D. Covert Cash Funds 

Covert Cash Funds will be used LO pay confidential infom1anls and for 
investigative operations a:1d will nor be subject to the maximum dollar amoun, 
for purchc:ses as defined under i'-. .D. 8.5 Petty Ca:oh Handling. 

1 In order to maintain the confidentiality of cash transactions associated with 
coven and investigative operations, suppon:ing documentation will be 
maintained by tbe San Antonio Police Depanmenl. The case number should be 
used when re:orcling cash transactions in SAP. 

3. Covert c2.sh funds shall be established with the Finance Department's approval 
and controlled in the same manner as petty cash funds. 

4. The San Antonio Police Department's Petty Cash Custodian will be responsible 
fo: the oversight and control of covert cash funds 

E. Flash Funds 

I. One time funds used in San Antonio Police Department operations to stage and 
negotiate large narcotic, vice or· other transactions in order to secure indictments 
for illegal activities and will not be subject to the maximum dollar amount for 
purchases as defined under A.D. 8.5 Petty Cash Handling. 

2. The Chief of Police or desig11ee will request in Vlfiting the disbursement of 
Flash funds. 

3. The Finance Director or designee will approve the distribution of flash funds 
and will also serve as the signatory for the disbursement. 

4. Upon disbursement the San Antonio Police Department will be responsible for 
the oversight, control and safeguarding of Dash funds. 

5. Disbursement will be made payable to the Police Officer approved and 
designated by the Police Chief. 
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ADMINISTR4 TIVE DIRECTIVE 8.J _________ CASH_ HA.\TIL}\i G 
Effe:::1ive Dcte· Marci; I, 2007 

o. Flash runcls ctre lo be relurned to th:,; San Antonio Police D'.'pc:rtmen:'s h::ttv 
Cash cuslodi,rn and deposited wiihin two wclrk:ng ciays of disbtnserncnl. 

P. Petty Casir 

Petty casi1 funds shall be established pursuan! lo A.D. 8.5 PeLt1 Cash Ha11diin<1 , and 
uoon the approval from the Fi1~ance Department. PeL'.y cash funcs are public fund:; 
entrusted to the depanment fo, which lhe fund was established. ?en~, cash sirnl: he.:: 
used to purchase item'., o;· services on a11 cmergcnc\· anc! infrequ(;n( basi~. where it u 
not feasible 01 practical tc, submit a purchase rec!uis1tion, request for p3ynH.::1~, o; us(· 
,1 orncuremeni card. 

G. Ch:rngc fi'u ncls 

') 

j_ 

4. 

5. 

Change funds shall be established ·vvith the Finance Depanment 's apprnva' and 
cornroiled in the same manner as pet1y ::ash fonds; h0wever, change funds are 
strictly revolving f:.mds and require no replenisl1111enl. Change funds are 
established for the purpose of' rnak:ng change where cash is collected. 

Peity :::r:3h o, cash recei;:its shall not be commingled \,Vi[h change funds. 

Change funds that r1re no longer needed to conduct the business for which lne)' 

were estabiishd shall be depositec at the depositor> bank within 48 hours frnm 
ti1e time it is de1ermined th2: the funds 2re no longer required. 

Funds established for postage shall b:: used foi legal C:ty cor;·espondence and 
not for personal use. 

No checks shall be cashed from a change fund (except for the Finance 
Depaiiment's change fund, where the practice includes cashing Cit) employees' 
personal checks, as outlined below in Section?). 

H. City Employee Check Cashing 

I. City employee's personal checks in an amount nol to exceed $100.00 may be 
cashed at the Finance Dep2rtment, Collections Division. No more than one 
personal check may be cashed per day. No personal checks shall be cashed at 
any other depa1imental location without the advanced written approval of the 
Finance Department_ Co ll ections Division. 

2. City employees will permanently be prohibited from c2.shing pc:-sonal checks 
after a second personal check is returned due to non-sufficient funds. 

3. Once a personal check is returned for non-sufficient f'unds, the employee's 
check must clear their bank within two (2) working days from the elate of 
notification by the Finance Department, Coll ec ti ons Division. 

4. No two-party or post-dated checks shall be accepted. 

5. Rebate checks are not to be cashed. 

6. The Finance Department, Collections Division, shall only cash· City issued 
checks for the advance and reimbursement of travel expenses. 
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ADMINISTRATIVE lHRECTIVIJ_.1 __ _ 
Effe:tivt Date: lviarch I, 2007 

f{ev1sio11 Dntcs(sJ 

[. Returned Checks 

CASH HANDLING 

I. Occasionally a deposited ched: may not clear the bank for one of several 
reaso11s: non-sufficient funds, account closed. slop payment, funds held, stole1, 
checks , forgery. endorsement. or signalllre. Should ,1 check be returned, the 
Fi11ance Department, Accounts Receivable Sectio;; will notify the receipting 
clepartmenl of' the returned chccl; 

'J The Finance DeDartment will attempt tc, coliect the funds fo1 lhe returned check 
along with the City's returnee: check processing fee by mailing 2 demand letLer 
to the writer of lhe relumec! check Only cash, certified checL.s 01 !l!Oney order:: 
will accepted f'or pc!vmcnt of returned checks. 

J If colleclion efforts are unsuccessful after ! 0 days from the date of the demand 
letter the Finanse Depan:ment, Collections Division wil: refer the returned cr1eck 
lo the Bexar County District Atlomey's Office for prosecurion. 

J. Refunds 

I. C2sh or crdil card ;·efunds are permitted on!) upon presentation of the receip, 
or other proof of purchase issueo at the poin: of sale. 

-:, Depa!!ments authorized '.))' the :=-inance Depanment w issue cash rt:funds will 
maintain a c2sh refund fun~ on an impresi basis. 

3. Refunds shall be co:npleled by cha:ging the revenue General Ledger account 
that was original!) credired. 

K. Cash Storage and Safekeeping 

l. Access to the cash drawer is limited to one person. The cash drawer shall be 
counted and balanced before another person takes possession of the cash 
drawer. Both pariies involved in the cash drawe~ transfer shail be present when 
cash is counted, and a receipt shall be signed by the person accepting custody. 

2. All are2s arnund the cash handling sites shall be visible and without obstruction. 

3. Access Lo departmental safes or other devices used to store cash on a temporary 
basis until deposited al the depository bank shall be restricted to a small number 
of employees. A safe's 0ombination must be changed within two (2) business 
days afler the departure of a person who has had access to the safe. 

4. All funds shall be kept out of public view and shall be available for inspection 
by authorized representative(s) of the department, the Finance Department, the 
Office of Municipal Integrity, the City Auditor, or other authorized perso ,mel as 
approved by the Finance Department. For money stored in a locked metal box 
or in a locked desk, the key shall be secured io another location of the office. 
Only certain assigned personnel shall have access to the key. 
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ADMINISTRATIVE D1Rfi,CTn,:_E_8_-'._l __ _ 
Efiect1vt Date· March I. 2007 

r<.~.:vi:;1on Da1es(s1· 

L. Foreign and Murilated Co in 

! . Foreign coin and ::urrcncy slwil not be accepted (except for inlt::national 
sites/offices). Only coins ancl currency is~ueci by the United States l'tdernl 
Resen1t Board art lcgai tender. Traveler's ci1ecl:s must slate "U.S. Do!iars". 

2. No btnt o,· mutilated coins shall b[:; accepted. 

fv1. Other Gu id elines 

1. The Finance Department !S responsible for creating and closing ban.L a::counts. 

:2.. Lost and f'm:nd cash or its equivalent greater than S:5(1 shall be deposited in 
compliance with Texas cscheat law~ after all reasonable attempi.s have l,een 
made to idemify and return th;: lost and found money or its equivalent lo the 
rightful owner. Arnounls i50 or less shall be deposited tc; the appropriate fund 
based 011 the General Ledger coding identified by the Finance Department. If 
funds are properly claimed subsequently. these funds wili be relinquished to the 
rightful owne; tluuugh the: standard accoLm!s p2yable process 

J. Deparrrnental controls shall in:/ud!: 2 practical means [or employees LO repor~l 
instances where sys1em controls are overridden that could be inciicmive of fraud 
(i.e. implement ar. effective "whist!:- blower's" program). 

4. Cash handlers shall be watchful fo, counterfei: bills, checks, etc. Cash handling 
training shall be provided on this area of responsibility. 

). Senio~ staff shall morntor and reassess. on a periodic basis, any risk areas and 
adopt appropriate strnteg ies to manage these functions and thereby mini1;1ize 
opportunities for loss. The preceding includes City departments conferring with 
the Finance Department on an as needed basis. 
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ADMINISTR4 TIVE VIRECTfVE 8J ___ ____ _ 
:':ffcctrve Dnte: March i. 200i 

Rcv1s1011 Dates(sl. 

T his directive supersedes :dl rr-e\' ious tor ;·esrondenec on th is sub_iee::. lnfon·1arioo ar,d!f\r 
cl;1r·i fi t'.lti(!n may bt ohrnintd b:r c:onfaeting the Finance Dcpanmcnt a/ 20, -8G'.W . 

Reco mnH: rHled by: 

A) c· (' 
I \ ~\ . 1\ . (! () i )\ 

\ clJlv, u---r: t~ I\/ V V ',-
8 cn Gorzell .Ir .. c~f~-1-----------
r li13flCC Dirc::lul 

Pc1t DiGiova111W 
Deouty Ci,y M,rnager 

Sh::ryl L. Sculle)1 !__,, 
City Manag::r 

Cln' OF SAN ,INTON/0 

·1/-,,, / .. , 
I L. _! / l,'. / 

Daie 

I . 
I I 

// z_J /o :r--
Da(e 1 

Dat~ 
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CiTY OF SAN ANTONIO 

EMPLOYEE ACKNOVvLEDGMENT FORM 
FOR 

Employee: 

ADMl!\JISTRA.TIVE DIRECTIV!:: 8, '1 
Ccish Handling 

Effective II/larch 1, 2007 

I acknowledge tha1 on _______ , 20_, I received a copy of 
f.dmi;-iistrative Directive 8. '1 , Cash Handling and I received an overview of this pJlicy 
from my supervisor/traine i 

Employee Name (Print) Department 

Employee Signature SAP Employee ID Number 

Su pe rvisor/Tra i ner: 

I certify that on __________ , 20_, I provided the above 
employee with a copy of this administrative di:-ective and an opportunity to ask 
questions. 

SupervisorfTrainer (Print) 

Finance/ AD 8.1 
(As of March I, 2007) 

Supervisor/Trainer Signature 

201 File (original) 
Field rolder Copy 
Employee Copy 

--- ------------------- - - ----------



CITY OF SAr\l l~NTON!O (COSA) & 
COfViF-~REHEhJSIVE NUTR[T!Ot~ PROJECT (Ch!P) Hr~\NDBOOK 

TITLE: Cusiomcr Satisfaction Survevs and Monthly Food Qualit\' Surve\1S 

POLICY: COS.A will give participams the opportunity to comµlete a customer satisfaction su:-vey 2.t least 
annual! _, and a monthly food quaii1y surv~y . 

PROCEDURE: 
l. Partisipants will b::: provided a survey form w complete month)~, and annually. 

1 Swff will review resu!Ls and make necessan· ;mlgrum irnprnvements. 

9 



Cw.:stionarir,, e;; CSi'r11io! esta en el rc11erso 

COJ\1PREHENSJ VE J\TlfTRJTl ON PROJECT (CNP) 
F\" 06 - 07 FOOD QUALTTY SURV.CY 

Today's Dale•----·-·----·· 

Center: 

\Ve want to know 'i'i'h~lt you think about the food you ate todav. You;· input i:: 
1mponan( lo us and will assist us in providing you the highest quuliry food 
nu:;sible. Mark an 11 X11 in the bm. that EEST REPRESE/VTS YOUR OP//'./10/\' 
for each question. 

l. ln your opinion. bO\-v well "cooked '' was you:· food today'! 
Very Good Good Fair Poor 

lJi Di Di 
• 

, Iri your opinion, be)\;,, would you ~·ate the 11 temperature 11 of your food f.oda/! 
Very Good Good Fair Poor 

D • •: U 
-:; In yom opinion, hO\:v ,vould yol' rate the "seasoning" of>10L!l' food today? 

Very Good Good Fair Poor 

D • • D 
4. In your opinion, hOVI-' would you rate the '1rnste" of your food today? 

Very Good Good Fair Poor 

• • I • • 
5. In your opinion, l1ow would you rale the "quality 11 of your food today? 

Very Good Good Fair Poor 

DI OJ • O! 
Please (cc! free to /Jr01 1idc comments or recommendations. 

--•-·-·-•-·L--.-·~•-·-•-·-·-·-·-•-·-•-•-•-•-•-•-·-·-•-·-•-•-•-•-•-•-·-•---------•-•-·-•-·-•-•-•-•-·-•-·-•-•-•-•-·-•-·-·-•-•-• 

Comm en ts/Recommen da ti ons: : 
I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

'----------------------------------------------------------------------------------------------------------------------·-·---' 
Thank you.for completing our survey. Your answers will be kept confidential. 

Food Quality Smvcy 
6/ 13/02 



r--
i Sec rcl'Cr!.. e .for English 1,crs io!1 o_( 5'/ll'i'(!_l' 
-----------------' 

COMPREHENSIVE !'•RJTRITION PROJECT (C:NP) 
F\1 06 - 07 CUESTJOT\'ARJO 

Fecha de Hoy: 

Para cl2rlE m::.:_jor ~;ervicios .. favor de clecirnos que picnsc1 Ucl. de ia comida que se le 
si,-vio hoy. Su opinic'm es muy imponame para nosotros. Favor de marcar con una 
"X" ~, la resputsLa que m{r.s indica su opini c,n . 

l. i,En su opinion. que tan bien estaba l!preparada" la cumida') 
f\11~,y Bien Bien M.as o Menos M.al 

• 0; • • 
1 c:,En su opir~i6n, que rnl cstabo l::i 11 t'.:mperatur3 11 de !~1 cornida? 

Muv Bien Bien M.2s o .Menos l\1a] 

• u~ oi !] .... .,,.., 

3. 6En su opinion, como estaba de 11 especias 11 ? 
Muy Bier: Bien 1,12s o 1Vlencs ]Vfa] 

D: Di • 
4. GEn su opinion, como estaba el 11 sabo/ 1? 

lv1uy Bien Bien 1\,fa.s o 1\1enos 1\1al 

• • D 0 
5. GEn su opinion, como estaba ia 11 calidad 11 de la comida? 

I\1uy Bien Bieri 1\1as o 1\1enos 1\1al 

• • O! 0 
Si tiene alr;z:itn comentario or recome11dacion, favor de indicar aqui. 

'-·-·-·-·-·-·-·-~---·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·~----·-·-·-·-·-·-·-·-·-·-·-----·---·-·---·-·-·-·-·-•-·-·-

; Comentarios/Recomendaci6nes: 
I 

l.-------·---·-·-·-·-·-·------------- --- ------ - ·-·---·-·-·-------·-·-·-·-·-·-·-·-·-·-·----------------- ·- ·-·- ·------ ---·-----
Gracias por su participacion con este cuestionario. Sus respuestas son 
c01'.fid cncia!. 

Food Qual ity Survey 
li/13/02 



City of San A:1toni0 
Dcpanment Clf 1 'ommu11i1y Jnitiativc:s 

Senior Services Division 

CC>iVJPf{EHENSJ VE NUTRJTlOf\' PROJECT 
CONSUME1{ SURVEY 2006-2007 

Ccnler Dalt ----

Age --- Race Gender 

This survey is lo help City staff determine if the nutrition pro,gram is beneficial lo you ancl lo 
obtain you, i11pu1 011 how we ca11 bc:ller serve yoL! Fill 1n the circle lhal BEST rcpresenls your 
opinio11 regarci111g the following que~:Lions. 

i. How many umes a weel clo vou attend lhe nutril1011 cenLer'1 

1-2 times ,.1 wtck 
0 

3-5 Li111es H week 
D 

'"' 1-low Ions have vou been allc11cling a 11ut1·itio11 cen ter? 

j year 01 i c:ss 2-5 vears 
D 

6 vears or more 
[J . '.J 

Ye: No 
C ~, 

!....J 

4. How manv times 2 dav dci vou ent 2 men!? 

i 
D 

. ' . 

') 

D 

.., 
-~ 
0 

4 
D 

.5. Do you relax and socialize more si11ce attending the center? 

Yes 
D 

Somewhat 
D 

No 
0 

6. How do you aITive at the cenler'7 

Walk 
D 

Car pool 
D 

Center van 
D 

Public Transportation 
D 

Not sure 
D 

Own transportation 
D 

Live at Center 
D 

7. How many times a rno11th do you use the Nutrition Center Van'7 

0 
D 

l 
D 

2 
D 

3 
D 

4 
D 

8. Approximately how 111a11y miles away clo you live from the center? 

Less than 1 mile 
D 

l-3 
D 

4-6 
D 

7-9 
D 

10 or more miles 
D 

Other 
D 

9. Are you treated with courtesy and respect by City CNP staff who visil the center? 

Yes 
D 

Somewhat 
D 

No 
D 

Not sure 
D 



! CJ. ls it e;.::;y fo;· vou Lei fin6 mformatior, aDou( tile 11 1.rmtion c:enler and it, c.1cuv111es~1 

Yes 
D 

Somewhat 
'.J 

Ne 
D 

l I A Does lilt c;cmc1 off,:,;r hc,illh and nutrillo!, clc.1~ses~' 

Yes 
• 

Somewiia( 
r, 
t_l 

No 
D 

No1 su:-c: 
0 

No( sure 
D 

l I B. lf' yes, Jrnve the hcaili1 ancl nuti'ltiori classes offered by the center imprnved your 
l:now leci!:'c aboul i1c:ailh, cliei anci :.:xcrcise') 

Yes 
Cl 

Snmcwirnl 
D 

l l C How t~) prepare,: lic:allh\ meal') 

~·' es 
D 

Somewhal 
D 

No 
D 

No 
D 

12. Are you '.::Xei·cisin~ iilOrc since aLLending the ccme/1 

\'es 
D 

.)0111e\~.1hat 
n 

l~c 
C 

1 :,. 1-las coming le th(:'. (::::nic; improved vciu: CJL:aiiry of li fe'l 

Yes 
D 

Somcv-,1ha: 
D 

No 
0 

Not sure 
D 

Not sure 
D 

No'. sui·e 
D 

Not sure 
0 

I 4A.A . .re you satisfied with the servicc5 you receive a1 the cemer'l 

D 
Soi1lewha( 

D 
No 
D 

Nof sure 
0 

l 4B.If not, hew,, ca!1 the services be improved'l ____________________ _ 

15, If you did not attend th e center, what would you do? ----------------

COJ'vfMENTS: --------------------------------

_Thank you for answering this survey, Your opinion counls 1 

Funded by the Texas Department on Aging and Disability Serl'ices. 

Revised: /v1,1y 25, 2004 



ClUV.-td) :JE :-i\\ l,!\'TON10 
Depc.1n,1rne11rn De !;iici~iti,,·11, Cn L,1 Cc1mrn u1,iclml 

Ofi::ina de Scrvicio!- P,1n1 J'ersonas de. Ed,1d Mayor 

COMPREHENSIVE J\!UTRfTfO!\ PROJECT- CNP 2006-2007 

CE!✓THO FEC.l!A ---------------

Edad Raza Cicnerc, lvl F --- ------

Esle cuesl ionrn·io es parn clelerm111a1· s1 el ProveclcJ clc Nutr1c16n le a_vucla ,1 Ud. Favm de marcrn su respuesla ,1 las 
s1gu1e111es p1·egu11LHS. 

1. c,Cua11Los d1as po; se111a11,, v1e11e Ucl. al ctnlrn'! 

I -2 veces por sernana 
D 

3-5 veces por seman;i 
D 

1 c.Cmmtos m1os liene Ud de ser m1embrn cit esl.c: ccnlH 111 

Si 
D 

afio o rnenos 
D 

No 
D 

2 - 5 ai'los 
D 

.'.! _ i, Cuant2.c comidas por diz: come Ud ') 

I 
D 

2 
D D 

4 
D 

G afios o 1112, 

[] 

5. c.Ahora que Ud. v1e11e a! cemro, lie:ie mas 0Donunidc1d de recreo y de comµartn un buen tiempo con sus am1gcs~1 

Si 
D 

m::is o menos 
D 

No 
D 

No estoy segura 
D 

G. c,Como viene Ud. al centrn'I 

Cammo 
• 

)vfe levanta ei bus del cenlro 
D 

Jvf i carro 
0 

Con olro parlicipante 
D 

VlA 
D 

mi residencia es en el 
cenlro de llL1Lricio11 

• 

Otra manera 

• 

7. l,Cuc111las veces por mes usa Ud el bus del cenlro de 11ut1·icio11? 

8. 

0 I 2 ) 4 
D D D D D 

c.Cuanlas millas vive Ud. ciel cenlro7 

Menos de I mil la )-3 4-G 7-9 IO o mas 
D D D D D 

c.Cuando el personal de la ciudad visita esle centro, son cordial con lJd.? 

0· 
ul 

D 
Un Poco 

D 
No 
D 

No esloy ~cgma(o) 
D 



I 0. c,Sc ie cl,1 111forrnac16n locsmt im. ,:ct;v1d~1clc.s del crntu· i:::cueniamemc'1 

Un Poco 
• 

No 
0 

1✓ 0 es LO\' segura( o) 
0 

11 A. c,Ofrece el cenlro classes de 11utr1ci611 y Locante su salucl'1 

Si 
• 

Un Poco 

• 
No 
• 

I\Jo cstoy segura(o) 
D 

I I B. Si contesto "si" c. lc han ayuclado las clases lllC.JCll'ai su cl1cla, salud y ejc1·c1c1os'1 

Si 

• 
Un JJoc;o 

• 
11 C. c. Co!llo p1·eparar mcjores co1111clus'1 

Si 
• 

Un Poco 
• 

No 

• 

No 
0 

No eslc,y scgurn(o) 

• 

t\Jo estoy scgura(o) 

• 
12. c.Desclc que esta atencl1cndo el centrn, Im ap1endiclo Ud lrnce; ejercicios? 

Si 
• 

Un Poco 
• 

No 
• 

13 i_Ha mejorado su v1dfl porque viene al centro", 

Si 
• 

Un Poco 
:J 

Ne, es1oy segura(o) 
• 

No esro\' secura(o) [] -

A. c.Esta lld. satisfech2 (o) con los serv1c10s que ;ecibe- aqu1 en el centro'1 

Si 
0 

Un Poco 
D 

No 
D 

No estoy segura(o) 

• 
14B. Si no, c. como se pueden mejora:'J ________________________ _ 

15. c. Si no existieran centros como es Le, que haria Ud. con su tiempo7 ____________ _ 

COMENTARJOS: --------------------------------

Gra cias por su tiernpo. i Su opi11io11 c11e11ta! 

Funded b·y the Texas Dcpal'lmenl on Aging and Disability Services. 

Rcl'ised: f\'lny 25, 2004 



C1TY' OF SAN ANTONIO (COSA) &. 
COMPREHENSIVE NUTRITION PROJECT (CNP} HANDBOOK 

TfTLE: Training 

POLICY: COSA will ensure all req11i1·ecl rrni11i11g is provided. 40 TAC 84.5. 

PROCEDURE: 
l. Provide al leas! one hou1· of training to all staff and volunteers who serve meals. The training 

will be prnvided before: assuming dut ies and i11cluclc 
a. Client Confidentiality 
b. Procedures used in handling emergency siwations involving clients 
c. Sanil,11',\' methods used in serv in g and delivering meals 
d. Gcnernl knowledge and basic techniques of working with persons who are aged and pe1·so11s who c1re 

disabled 
c, Personal hygiene. 

l. Prnvide at least two hours of training to all staff and volunteers who come in contact with c lients in a 
capacil')' other than just serving the meal, The training will be prnvided before assum in g duties and 
include: 
a. Client confidentiality: 
b. Procedures used in handling emergency situations involving clients 
c. Sanitary methods used in serving and cieiiveri11g meals 
d. General knowledge and basic techniques of worl:ing with persons v,,!10 are aged and persons who are 

disabled 
e. Personal hyg iene 
f. Or ientation in applicable DADS. Bexai AAA. and provider forms. rules. pDlicies and procedures, 

3. Provide at least two hours of training to the food service supe1·visor(s). The training -,,.,i]I be p!·ovided 
before assuming duties and include: 

a. Personal hygiene 
b, Food storage, preparation and service 
c. Equipment cleaning before, during and after meal service 
ct. Selection of proper utensils and equipment for transporting and serving food 
e. Automatic and manual dishwashing procedures 

4. Provide an additional si:x hour·s of training to the food service supervisor. The training ·0,1ill be completed 
n0 later than 30 days after assumption of duties and include: 

a. Practical procedures fOI' food preparation, stornge and serving: 
b. Portion control of food in apprnpriate dishes 
c. Use of standardized recipes 
d. Nutritional needs and meal pattern requirements of older adu Its to be served 
e. Quality control of: 

l. Flavor 
2. Consistency 
J. Texture 
4. Temperature 
5. Appearance (including the use of garnishes) 

'10 



CfTY OF SAN ANTOI-JIO (COSA) & 
COMPREHENSfVE hJUTRfT!ON PROJECT (Cf✓ P) HANDBOOK 

). Ensure the food service supervisor c;ompl) witi1 the Texas Departlllent of Health Services rules regarding 
the knowledge w1cl clcrnonstration or a foc1cl prntcction manager 

6. Maintain documentation verifying completion of ;ill tr,1ining activities. 

a. hepare ()uarler-ly Training Progrnlll arid f{eporl 

7. Additional training resources ma.\ include: 

APPENDIX 

I. City sponsOi·ecl Food J-lancller 'J rair1ing Courses 
Texas Cooperative Extension sponsored 1 exas Dept of Health Food Management & Safery 
Course 

3 American Heart Association First Aid and CPR Cour·ses 

1. Staff and Volunteer Training Record :-orn1 

11 



Form Complereci By 
Cenler ----------

(Prill! l'>iame) 

Reporting Period From ____ _ To ----
(Signawre) 

Coinprehensi ve Nutrit ion Project 
Training Outline Requirem ent Und er T.AC 270.5 

'1Donalions (Progran: Income) 
*Participant con fi demial ity 
*Procedures for emergency situations involving par1icipants 
*Recognition of abuse 
*Referral to appropriate agencies 
~=sani Lary methods used in serving and delivery of' meals 
~'General knowledge and bas ic techniques of working with aged and disabled indiv iduals 
*Other Indicate --------------------------

Please li st the name(s) of staff and/or participants that received the above traini ng. If none, 
please submit the monthly form and indicate Q Form must he suhmit1ed with monthll' roster. 

Nam e Sta ff ( ✓) Volun teer (✓) 
I 
I 
' 

I 
' 

I 

I 



CITY OF SAN ANTONIO (COSA} 8: 
COMPREHENSIVE NUTRITION PROJECT (CNP) HANDBOOK 

TITLE: Compliance 

POLICY: COSA will comp!v all recleral. stale. uncl local requirements fo:· nutrition se1·vicc pi-oviders and congregate 
meal sites. 

PROCEDURES:· 

3. Require all meal participants to complete c1 l✓ utr i tional Risk Assessment annually. 

4. Offer meals five clays a week. unless a waiver from Bexar AAA and DAUS is obLained. Waiver will include: 
a. Affected a1·ec1 
b. Which days meals will be provided 
c. Conclition(s) that makes the request necessary 

). Prnv icl e monthly nutrition education. Have a w1·1tte11 annual plan for nutrition educat ion which identifies 
subject matter. presenter. materials used, and sou rce of i11formatio11 presented. 

6. Comply with the Older Americans Act. ~311. concerning suqJlus commodities and Un ited States Department 
of Agricu lture Food Dislriblllion Regulations. 7 Code of Federal Regulations. Part 350: must ensure that only 
eligible meals sen1ed by Older Americans Act funded projects are reported for reimbursement; and must 
ensure that cash will on!) be used to purchase food grown in the United States. 

7. Recover the full meal cost of meals served to ineligible clients. Payment must be receipted separately from 
co11t1· ibu tions and handled the same as program income. The full meal cost shall be posted in a prominent 
location and easily visible to guests 

8. Ensure all food preparation. handling. and service ac[ivities shall comply w1tii Texas Department of Health 
Divis ion of Food and Drug, "Rules 011 Food Service Sanitation." The contractor must p1·m, ide a copy of all 
required inspection results to the area agency 011 aging with in five calendar days of receipt of the results. 

9. Offer meals that comply with Dietary Guidelines for Americans and recommended dietarv allowances. 
Meals must meet, at a minimum, 1 /3 of the recommended daily allowance fm adults. 

I 0. Ensure each meal included on the menu and a list of allowable substitutions be approved by a dietician 
consultant as meeting l/3 of the recommended dietary allowance (RDA) for older adults, the Dietary 
Guidelines for Americans, and provide for variety i,1 flavor, consistency. texture, and temperature. The 
approval must occur and b~ documented prior to the date the meal is served. The dietary consultant must be a 
registered dietician who is: 

a. licensed by the Texas State Board of Exa miners of Dieticians; or 
b. Has a baccalaureate degree with rna_ior studies in food and nut1·i[i on. dietetics or food service 

management. 

11. Plan and manage food production by usin; standardized recipes. 

12. lf providing therapeutic meal s. menu wiil be based on lhe pa1ticipant's medical condition as documented by 
his/her physician . 

13 . Provide frozen, chilled, or shelf-stable meals only if the provider has assessed that: 
a. Sanitary and safe conditions exist for storage, thawing and reheating by ,he pa1ticipant 
b. Meals can be safely lrnndled by the participant or another available person if the participant if 

cuilfused, frail, or othen-vise unable to :-:afely handle the meal. 

12 



C[TY OF SAN ANTONIO (GOSA) & 
COMPREHENSIVE NUTRfTfON PROJECT (CNP) HANDBOOK 

1 ~. Ir food is transported . 
a. Use supplies c111d carriers so hot foods are packaged anc! lransD01lccl separate!\ fron, cold foods. 

b. Require mcai caiTiers used Lo transport containers that may be easily damaged will be enclosed 10 

prnlect rood from contamination. cnishing or spillage. ai1d wili be equippuJ with 1101 01 c.:old sou rces 
lo maintain safe temperatures. 

c. Requi,·e meal packaging: 
1. Be sealed Lo prevent moisture loss or spilli.tgt. and 10 maintain safe temperatures 

11. Have compartments to separate fciods 
111. Be easy for the participanl lo open. 

15. Ensure holding time for hot rood does not exceed fou, hour~ from the time the food is cooked or rel1ealed 
until it is served to the parlicipam. 

16. Wrapped straws will be provided for milk and se;·vecl drinks. 

17. Congregate Food shall be consumed i, i the Dining Room only. 

18. Menus for the month will be delivered tci each participant and posted 111 an accessible location in th:: Dining 
Room. 

a. Standard meals are regular meal from the standard menu and served to most eligible panicipanLs that 
meet the state requirements. 

b. Diabetic meals are for panicipants who require special considerat ion for sugar i:1takes. 

j 9. The only foods that lll3)' be ial;en out of the center which were served with the 1100;1 meal are: Cakes, 
cookies. bread. rolls. and fresh fruit. Jt must be wrapped unless citrus fruit or bananas. l-Ieate.:! entrees. 
vegetables, canned fruit. milk; cond iments will 110'. be taken from the center unless packaged for holllebound 
meal takeout by center staff or frozen for take out. 

20. All dishes, plates, cups. serv ing itellls will be washed and d:·ied in accordance with food and san itation 
procedures. 

21. Special Eating utensils will be available for individuals with disabilities. 

n Ensure the food service supervisor comply with the Texas Department of Health Services rules regarding the 
knowledge and demonstration of a food protection manager 

23. Maintain documentation verifying comp letion of all training activit ies. 

24. Conduct in-house monitoring to: 
a. Document holding tillles, safe temperatures, and meal quality 
b. Progr-am compliance. 

25. Obtain written approval from the Bexar AAA prior to subcontracting meal preparation. 

26. Have a written emergency plan that provides for the availability of food in emergencies and disasters. 

27. Promptly initiate investigation by the local health authorities of complaints involving tvvo or more persons 
with symptoms of food borne illnesses within a similar timeframe, and report such complaints ro the Bexar 
AAA. 

13 



CiTY OF SAr~ ANTONIO (COSA) & 
COMPREHENSIVE NUTRfTION PROJECT (CNP) HANDBOOK 

TITLE: SUBCONTRACTED SERVICES 

POLICY: Meal providers that subcontrnct meal preparation or delivery shall obtain w1·itte11 approval from Bexar 
Area Agency 011 Aging. 40 TC 84 j (x) 

PROCEDURE: 

A1rnually. COSA will send a let1er to BAAA requesting approval for subcontracting meal 
preparation services from COSA City Council Approved meal provider. 

14 



CITY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRITION PRO\aJECT (CNP) HANDBOOK 

, 1TLE: Fuoci Safety & Temperature Checks 

POLICY: The Nrnrition Site /v'ianagcr will monitor temperatures of food upon delivery ancl prior to serving 
the food to meal participants. 

PROCEDURE: 

l. Food Ser'l'icc staff will check LemperaLurc of food when delivered to the nutrition site by the subcontractor. 

') 

a. f'oLcnt ial ly hazc1rclous hot foods slrn 11 be kept al I ] 5 degrees or over 

b. 1101 foods that arc not hazardous shall be kept at 110 degrees or over 

c. Potentially hazardous hot foods shall be kept at 40 degrees or under 

d. Cold foods that are not hazardous shall be kept al 55 clegr·ees o: under 

Food service staff will maintain a log Lo record the temperature checks for each da) food is served Lo meal 
panicipants. The per·son who registers the food temperature shall initial the entr·~• in the log. 

J. Meal service will be postponed until the tempernture meets the required standard to insure that potentially 
hazardous foods are kept out of the clanger zone. 

4. Freezers shall be maintained at a temperature of O degrees. Refrigerators shall be maintained at temperatures 
of 40 degrees or beiow. 

5. Power outages or malfunctions of equipment shall be reported immediate!) to manage111ent. If food service 
equipment is non-functional to maintain saft food service, then the Emergency Ma11age111ent Plan shall be put 
in effect for the day's meal. 

6. 11 case of emergency situations, the meal subcontractor shall be norifiecl immediately to mal:e delivery or 
meal adjustments. 

15 



CITY OF SAN A.NTONIO (COSA; & 
COMPREHENSIVE hlUTRITiON PRO.JECT (CNP) HA..NDBO,OK 

JTfLE: Food Borne fllness Co111plai11ts 

POLiCY: COS.A will immecliately investigate possible food borne illness complaims. 

PROCEDURE 

1. Repor! complain1 in ,,vriting to tlic CNP Nutritionist 
1 lnvestigate to determine if two or more individual participants have similar complaint ·vvithin a 

similar time frame. 
3. Report co111plaint to local health authority \,vi thin 24 hours of con1plaint. 
4. Notify Subcomractor of Meal preparation services of complaint 
). Notify Bexar A.rea Agency on Aging immediately after investigation 
6. Prepare written investigation and corrective action taken for BAA.A and DADS within 24 l1ou:·s. 

'16 



CITY OF SAi\! ANTONIO (COSA) & 
COMPREHENSIVE NUTRITION PROJECT (CNP) HANDBOOK 

rITLE Nuu·it ion Education 

T'OLJCY: Nutr·ition ancl 1-leallh Eclucmion semirwrs and classes will he presemecl munlhiy. 

PROCEDlITTE: 
l. COSA wi l l coorcl inale or sponsor guest speakers. clnsses. multi-media ,1ctiv i ties to prnmotc good nutrition 

anci health practices to prog:rnlll parlicipants. 

a. Staff will maintain ,1 file of pro~rnm oullines ancl materials that includes dale. topic. source, presemer 

and nulllber in attendance or whom the information was proviclecl. 

COSA will record program participants in nutrition ecluu1tion ancl provide ,1 c.;opy i.o BAAA mo11lhl_y. 

3. COSA will 1xepare a11 annual nutr·ition education that iclemifies subject mal1.er, pr ·esenler and source of 
information. 

17 



)Mc Class is Given: 

:::enter· Name: 

ropic 

Dep.a rtment of Community Initiatives 
Senior Sen1ices Division 

Comprehensive Nutritiou Project 

Nutr·ition Educ.:atioD 

'erson Giving Class: 

b :fobi t l l 

rime or the Training: ---------------

--------------------------------------

I . 
) 

) 

S. 
7 
I. 

8 

l O. 
JI. 
1 ') 
L. 

13. 

14. 
L5. 
16. 

17. 
18. 
19. 
20 . 
21. 

22. 
') ') 
_J _ 

24. 
25. 

ate that HJ3 Nutrition Education is sent out : 

Name 

28 



C!TY OF SAN ANTONIO (COSA) & 
COMPREHENS[VE NUTR!T!ON PROJECT (CN~.,) HA!\!DBOOK 

TfTLE: Facility Iclenlificalio:1 

POLICY: COSA will ensure facilities providin~ OAA funded services are easy Lo locate. 

PROCEI>URE: 

1. Signs will be placed in a manner that allows participanls to easily locate our CNP dining hall 
areas. 

1 COSA will idemify all funding sources within dining facility. 

3. Signs and logos \Nill be id entified on agency progran1 brochures. J)rinted n1aterials. and \,vebsites. 

18 



Funding Sources: 

Cit\ o f San Antoni o 
G ener~] Fun d 

T ~\ as Departmelll of Aging 
c-:.. Disab ility Ser.ices !DADS l 

Thre>ugh The Alamo Area Counc il 
Of Go \·emments ( AACO G ) 

Serving Our 

Senior 

Citizens 

CITI' OF SAN ANTONIO 

DEPARTMENT OF 
COMJ\1UN1TY JNITIA TlVES 

1/Areu J\gency 
~~t Aging 

F_..1...-,d th,.....•~• t~ T{·"- o~,,.......,1 ff"""' /\..~•"'ff. 

/\li,mo l\rc11. Ccun-c:il of G-o v en11n--1:t1tA 

l.ci 011ci1·1:1 de Ser, ici,,s 17,11a 1,,, 
:\nci~11H.1s lien~ co1110 su 111~tzi el bie11,:~t:1r 

de es lc\S pr.rsni1aS 11or 111cdio de los 
Sig_uir;nlcs Pn,; cctos. 

l'IlOYF CTO DE 0l TRI C Jt°) '< 

!)1"('1\ cf llll(l Ct•111id:1 8 171~Ji1...) Ji2 11J.r:1 
17t:r,,,.111:-i< c,11 aiios de ed;1J , 111:1,·01 , ,u 

csposo(al que , i, en en el cc,11dal.10 de 
B;:1;11· [stas cc,n1iclas sc: d:lll e-11 un Centrl, 
S1)ci~i\ cc'n ;:1n1bic1:1c L1i11ii1~:r ~' Jn113lC'SO. 

ad:.::111;~s c, !~re1..t.""n i«,~; si~uicni::s :::~~r\ icit,:::. : 

.,. l r~1 11sri1..1r·t::1~il1n r~~r:.1 L.1 t1:.'1h..ia de 
'~·u1nci:::tihlcs. c:it11'::- lt!r1q1c1..~s \ t"lr;.:s 

:1Cti,·1chck< ck r·.:C1c1,~i,,,1 

.i) C'l'lnSCJl°'S ~\ ~!S\C:lC!lCl:3 (1..'11 rr0~1·a 1n2~ 

snbrc s~~L~i'l." Sr...,ci: !i . \"~l1'.:ilC1t_'I:::: 

llledicc,s \ eqam 1°ill:1, de ct,mid:L 

\ 1 !"reseine h0: 6(1 s i1i\1s d~ nutricll'll -211 
la Ciud2.d de S :! n .-\ntonio, en el 

Cu 111.bJ ,, de Be jar L.,,5 , itit' S c:s tin 
ab ienos JE lunes a , iem es l U (HJ de 13 
111::inana a 2:UO de la tarJc. 

T odos l0 s sn., icios Slrn gra,is re ,·c, se 
aci:-pl a11 cJ011acio11es. 

T ELl~FO NO: 201-7 1 72 

rr, O\TCTO o,­
Tll -\ ;'✓ :', 1'0 lZ L-\ C I (1 :--: 

i\1rc.1 J"t:'.l"Sl'lll<:15 (,U ::111<:':. d-:: ec...l:H.\ : i1l~J \ 1_,1 

i. 1,"3 ser\ ici('IS, d~ l1 ~11srl'ri.JCil1\l Sl1J1 1•:..;i·~1 

1(,s sig.ui-:n\es lug81T:: 

+ •\l,ogadC' 

+ R~nco 1ina11ci,<1 
Dc'Clt'l. 1i,,,,,i18i 0 l:i[,,,;a1iu 111edic,, 

+ Es 1;rn1pi 11:i, 
+ Tienda t.k ec,i11es1i\,k, 

:...:j 11~Ce~il::1 tr:Jn~rl'rL1l.·ji_,!l ,,: 1','',\l\it.'1•~' 

d\~1~ de 3-, 1c1..• L::~s h•.•r:t~ d.:" r: 1-..-;·, 1'.. l \ l 't':1 

,J· <"·1111 d~ 1~1 n12ii:.~1L: :~ (~·1. 1\ 1 ,_i :...• i:_! L:'t·.1:... t.. i:...· 

1un::~ 3 ·, 1~r:1::-s 

\"ndJdl" d~ Bc1;~: c1"n ~ri..\\:::_ i"'-'11., =-·~ 
.!•_·:_:1'"ll31l Jt'll2Ct 1:i11C~ 

TELcro:-,;u: 21 1-:--(ir,s11 

-\ S IST[,(T-\ P ,n. \ .. \ llll \Ri r: 
co , Sfn.\ ·1c1os SOCl-\L[ S 

Se No,· e ,. en los siguiemes ser, ic1os \:1 i;i, 
rerson as de edad m,1:, or uue residen en L1 
C iud 2d de San Antonio: 

+ .'\ 3i stencia CO il S\l 

medicina~ o equip<' m~dic,., 

• .~\.si s tencia con su ra~o de lu7 ~, ~1~u:1 

• .-\ s: istencla en su c8.5-J. co11 /\~ ucL111t-2 
de e n fem1era 'Ayudan1e de que:h<1cc res 

• Coord inac icin con 0lr3S a~encies r:1.r:i 
que reciba asistencia c,,11 ,,trns 

sen·icios sociales 

TELEfO NO: 212 -905~ 



ComprehensiYe Nutrition 
Project 

Pro\·ides elderly persons 60 years and 
older and the ir spouses in B e xar Count\ 
,Yith a nutritional Iv ba lanced noon meal 
in 2. congregate setting and with 
supporti,·e sen ices. ,, hich consist of: 
+ Counsellng. 

,:, Escort Ser,iccs 

~ lnformation & Referral 

+ Nutrition Education 

~ Rcc;-::a~1cin .~\ct!\ i~ic-s 

• Sharn1n~ _.\ssislance 
• T1:-:.nsp0n:::nir,n 

T~~~r-2 :.:·= ·:~ITT':llli~ -;-(, S'=l"'!IOf nui.7-liC'i~ 
~ii.::s op::-::i.:.in~ throug.h0uL San .'°\ntonic• 

:,nj Bc:'-.:tr C oun,, . \ 1 (•lllLl :- thrc,ll~ii 
f:i"~•ja~- i-l1..Y1-; jt_i: 1.1:1 J.in i.•:, .=.:(HJ j: . ;1:. 

.-\11 s~ r·,·1,::::- ~r-: fr~-: c,1· c:h~!.r~~~ 

Ttl eph one "iumber· : 2 01-, l 12 

Central Office: 
700 S. Zarzamor::i #205 

SA:\ A:\T0:\10. T:\ 7820 7 
HOL1RS : 

7 : 4 5 Ai\ I -4 : J O P i\ I 

The mission of tl1e 
Senior Services Division 
is to enhance the social, 

psychological, and 
physiological 

well-being of older anu 
disabled citizens in S an 

Antonio and Bexar 
County . 

S uppodiYe Se n ices for th e 
Eld e rly Proj ect 

Pro,ides ]'Crsons. 60 \ears and older with 
doc,r to dc,or transponatlon f,.:ir essential 

a1'pointmcnts. such as· medical 
c11•11c,i11tmc11ts. food st~.n1rs. legal ard. 
st,cial sccunt: office Ylsits. g:rocery 
slwpping. ;im1 hanking. SerYice homs ar:" 
c, \011d2, 1hrnugh Frida,. (,·(1(1_.,_\ l 10 

(, 11UP.i\\ Scn·ic::s are prcn1ded 
throughout [k·,ar Count\· and fr:"e of 
change l),,11atio11s are encourag;:d 

·1 e I e p Ii o 11 e i\ u 111 be 1 : 2 0, -G G 8 0 

!Z eso ur ce & n.e rerra l Se ni ces 

f'ro'- il.kc resource access and 1:::krr:i.l 

c::n·iccs '" e!d::rh c1t17ens IJ-,111~ ,, rth1n 
Lh-: \._-11:- c•r San :\111011i0 Sc-n ic~s:. 2.r:: 
lic·sig11ccl t,, prl''-·idc seniors 011c-Stc,I' 
~H .. ·ccss It.' scnit"lr rest,urccs and beneiit.s. 

Ser, ices i11clude 

<- Co111prchens1\·e Assessments 
'> Sen ice Corn di nation 

+ [rncr~cnc:, . .\ssi5la11ce 1,•r the ElJerl:, 

+- Cit:·· tlorncmakn Progr3rn 

.. l3rnd"its Counseling 

{> ReJe17;i]s to Social SerYice Agencies 

T c lr pil o n e N umb e r : 2 12 -9059 

Through these programs . the Senic,1 
Sen·ic:-:s Di 1·is1011 ( ss l)) \'[QI idc:s 
sep·ices to assist elderh and disabled 
citizen, to remain iil their 0'-' n \tnm-:s. 1c1 

enhance lh~lr lnd,::r,::'.ndence anci !"'r0111 1:-itr.: 

an imrs;-c,,·ed qualit, of life 

SSD i~ contlnualh· ~eeki112 ou1 i1',>' 

i"'r0g_r;1n1c. and ~er\·ices: t(~ n1t(.'t ·h·~ ·1·:c-1l 

needs of elde1 I\ and di,abic:J 111,.1,-, ,,_ii1;ii, 

in San Antc.,nio and the sunounJ11,c c'.:~:• 



C[T''/' OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRITION PROJECT (Cf~P) HAt\JDBOOK 

TrTLE: Disaster and E111ergrnc_1· /vlam1ge111en t Plan 

POUCY: COSA v,,ill be prepa1·c:cl in th e event an c111crgency Of disasler inlerferes \vith normed sen' i~e delivery. 40 
TAC 83.l(kJ 

PROCEDURE 
Jn the event of an emergency, \,vhether it is weather related , civil defense, man-made OJ specific situations involving 
the CNP 11utr·itio11 siles, the followi11g guiclcl111es will apply: 

I, The City of San Anlonio (CCJSA ) will consult with the Bexar- Agency 011 Aging/Alamo Area Cou11cil of 
Governmenls (AACOG) 

1 COSA will appoinl ,1 Safetv C:oo,·clinator Lo work wilh the Risk Management Depa1·tment Lo develop 
appmpriale responses in the event of an identified c111crgency situation. 

3. COSA in order Lo meet the 11eeds of' the elder!) will participate in planni11g activities with district disaster 
co111111itlees and other human service agencies pius use ex.isling resources to provide medical attention and 
soften the impact a disaste, can have on the cldel'iy population, 

4. COSA wil l keep open the five C ir_, opernLed nutrition sites and will provide food and sheller as needed. The 
emergency meal plall is alrec1dy listed in the CNP operntions manual. This emergency meal plan can also 
arply at a time when 3 nutrition site cannot provide meal services 011 its own, 

5. The Dietitian for the CNP will offer training in nutrition and emergency meal preparation to the staff from the 
senior nutrition sites, 

6. COSA wi ll provide authorized services i.C, the elderly victims of disaster. This includes coordinatmg 
transprn1atio11 efforts with the St3te Department of Hig/n,vays and Public Transportation, \ilA and other 
private transportation providers 

7, ln order to assist the elderly victims of a disaster, COSA will work with agencies like City Year, Habitat for 
Humanity, American Red Cross and other related service providers to complele minor home repairs including 
ramps. steps and other repairs needed for degreed self sufficiency, 

8, COSA. when possible will assist the elderiy in contacting the Federal Emergency Medical Agency (FEMA) 
for funding to restore losses incurred by rhe disaster. 

9, COSA will work with disaster assistance advocates to assure older victims receive approved grants and 
services and are protected from unscrupulous repair contraclors, 

l 0. COSA will assist ill providing trallsporlation sen1 ices to move elderly disaster victims from temporary 
housing back to their own place of residence. 

l l, Hot weather can be a se,·ious emergency for the elderly popul2.tion. In response, COSA will work closely 
with the Risk Management Health Department to offer several methods of relief from heat related 
emergencies and preventative measures that can be taken lo avoid injuries from heaL COSA 's emergency 
plan includes, but not iimited lo the following: 
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CITY OF SAN /~NTONIO (COSA) & 
COMPREHEh!SfVE t-.JUTR!T,Ohi PROJECT (CNP) HANDBOOK 

l) Ca lling 91 I if necessary 
2) Using esLablishecl nutrition sites ,me! other sorn rnun i1 _,, centers to prnvide informati on 0 11 how to 

keep cool. 
]) lnstrnctin g tl1 t clcler ly lO dr ink plerH_\ of flu ids during hot weath:::r 
4) Make th e elderly aware of th e Heal Incle;,; a11cl hov. it ca n affect their hea lth . 

12. This Emergency M an agement Po li cy wi ll be revised as neecl ecl Lo provide effici ent an d effecti ve response to 
any emergency or cl isaster affecting th e Ii ves of the· elcicr l _, , populat ion in San A n Lon io. 
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CITY OF SAN ANTONIO 
DI:PARTMENT Of COMMUNITY INJTlATf\'ES 

SENIOR SERVJCES DfVlSION 
COMPREHENSIVE NUTRJTION PROGRAM: 

I f YO U WAl\'TTO EN.JO\' A DAIL\ !!OT NOON MEAL(MON-- PR!)&: !IA\'E LOTS Of PUT\:, PLCASE.JOII\ US AT CJNL OF 
THC FOLLOWING CENTERS: 
(FOR PERSONS(,() \ '.CA J{S & OLDER AN[) Ttmm SPOUSE, E:VEI\' If HE/SI-IE IS YOUNGE!{.) 

SI UD. QUIEllE f'ASAn UI\ BUEi\' T IEMPO \ COME!{ UNA COMI!JA CALIENTE A ME:DIO DIA :i DIAS (LLJNES -VIERNCSJ 
POR SE/VIANA £N UI\ AM BIENTC FAMILIAR, PA VOH DE COMUN ICARSE CON UNO DE LOS SIG LJIEl\'TES SIT /O S: 
(PA RA PEl~SONAS DE 60 Ar~OS i' MA \ 'OE Y PARA SL' ESPCJSO (A) A UN QUE NO TEN GA GO ANOS) 

Bethany L111ilccl Melhodist Ch 11 rch 
Phone -- 6:1:i-:i473 
4102 Eisenhauer· (782 18) 

Blanco Apanmc11ts 
Pho11e -- 477-6302 
906 W. H11isnc he (78201) 

Senior Service, Division 
Corn prctic11sive N11tritior1 Prnjcct 

230(1 W . Co mnwr· ce, Suile 203, Sari A1l1011io, Tc~as 78::?.(17 
Pho11e: 207-7172 

Bethel LJ11ited Methodist Ch urch 
Pllo11e -- 433-3:i99 
'22 7 S. A cni(• Rel (7823 7) 

Bob Ross Senior M 11lt i-Scr·l'i tl' Healli1 & Resource C:emer 
Pho11 e -- 207-5300 
22 I 9 Ba btocl, (78229) 

Ce ntro del Ilnr-ri u CExcl11si11el1 • (o, t/11• frail elder/I' 0111J:)_ Christ the- king Cntholi c Church 
Pho11e: 927-9:i4(, Pho11e -- 434-3027 
l23 Ascot (78224) 2610 Pere? SL (78207) 

C lnurlc W. Iliac!, Ce11tcr Co m:rn chc Pnrk #2 (A ldcrsgate ) 

Phon e -- 226-856 l Phone -- 333-0414 
2805 £. Co mm erce (782031 I 

::?.600 Rigsb)' (782:!'2) 

Crestview Bnptist Ch urch Disciples Ministries Center 
Phone -- 655-7451 Phon e: 822-4345 
8101 Englecr·est Blvd. (78239) 1744 W. Gramerc_1· Pl. (7820]) 

El Carmen Cntholic Ch urch Elin A us tin Community Center 
Phone -- 626-2485 Phon e -- 2::?.4-2351 
l 8555 Leal Rd. (78221) 1023 N. Pinc (78202) 

Fair Avenue Apartments George Cisneros Aparrments 
Phone -- 477-6337 Phone -- 477-6323 
1215 Fair Ave. (78223) 3003 ,veir Ave. (78226) 

Good Sanrnrir:rn Center Good Shepherd Lutheran Church 
·Phone -- 434-553 I ex!. 347 Phon e -- 333-0460 
I 600 Saltillo (78207) 1630 Goliad Rd. (78223) 

Granada Apartme nts Harlandalc Senior Center 
Pho11c -- 225-264:i Phone -- 924-4771 
31 IS. SL Mnry's (7820:i) 115 W. Souther-ass (78221) 

Holy Famil)' Catholic Church Hope of Glory Center 
Phone -- 433-4265 Phone -- 928-1818 
152 Florcncin (78228) 339 W. Hutchins (78221) 

Immaculate I-lcnrt of Mnry Cntholir Ch11rcl1 Jewett Cir·clc Apartments 
Pho11c - 226-8268 Phone -- 477-6357 
617 S. Santa RosA (78204) 425 SW 34th SL (78237) 

Kcnwoocl Community Center Legacy@ O'Connor Apartments 
Phone -- 732-0361 Phone -- 946-39(1() 
305 Dorn St. (78212) 13842 O'Connor (78233) 

Legncy@ Science Park Apartmc11!s MncArthur Pnrk Luthernn Chtir-ch 
Phone -- 431-7400 Pho11c -- 824-7135 
5803 I ngrn m (78228) 2903 Nacogdoches (78217) 



fl1adon11a Apartments MMt GarciH Aparlmem, 
Phone -- 432-2374 Phont -- 4'/7-Ci38 I 
7710 Mado11na (78216) 61 J 4 l'ccnn \lallt•y f>r-. (7S 2:1.3 ) 

Mcadowoocl Acres Arartmc11t, Mission San .Josl' Cntholi c Church 
Phone -- 677-0954 Pho11e -- 923-8(,8] 
12703 Ci11C(I de Mavu (78252) 701 E. P_vl'On (78214) 

ML Zion She ltering Arms ('luece, [3encl Apartments 

Phone -- 225-71 I j l'h1111e -- 522-0440 
3238 Martin Luther l(ing Dr. (78220) 3503 Carnine, !{en! lid. (78238) 

Newell Retirement Apartmc11t.1 0' 11:cdc Cnrdc11brnol; A partme11r, 

!'hone -- 82A-600J Pho11c -- 674-7847 

6918 E. Sunbelt Dr. (782 18) 8734 Carrlcnbroo l, (7824 :'i ) 

01' Sch11;1bcl Apar·tmcnts Our Lady of Angel s C:1tholic Church 

Pho11l' -- 22(,-8:'i6 l Phone -- 923-6270 
919 S. Main Avenue (78204) 1212 Stonewall (782 I l ) 

Our Lady of Guadalupl' Catholic Church 01rr Lady of Sorrows Catl1olic Chur ch 
Phone -- 223-5738 Phone -- 733-1247 
132 l El Pase, (78207) 3 I 07 N. SL Mary's SL (78212) 

Oxford Methoclisl Ch urch P:i!Hcin clel Sol Apartments 
Phone -- 696-0 192 Phone -- 224-0442 
9655 Huebner lid. (78240) 400 N. Frio (78207) 

Pari<viell' Apartment:; Pecan Hill Apnr-tments 
Phon e -- 477-(,416 Phon e -- 4 77-(,4 J7 

ll4 Hickman St. (78212) 1600 W. Lawndale Dr. (78209) 

Pin Oak Apartments Presa Senior Ce nter· 
Phone -- 477-6421 Phone -- 532-5295 
7190 Oaklawn (78229) 3721 S. Presa St. (78210) 

Primrose at Mission Hills Primrose at Monticello Park 
Phone - 534-5380 Phone -- 733-8300 
6630 S. New Braunfels (78223 ) 2803 Fredericksburg Rd. (7820 I) 

Rolling Oaks Baptist Church Roseville ApHrtments 
Phone -- 590-4177 Phone -- 337-6925 
640 l Wenzel @Toepperwein /78233) 4139 E. Houston St. (78220) 

Sacred Heart Catholic Church Salvation Army - Homeless 
Phone -- 226-3536 Phone -- 226-2291 
2123 W. Commerce SL (78207) 226 Nolan (78202) 

Salvation Army- Hope Ce nter Salvation Army (Peacock Center·) 
Phone -- 352-2000 or 352-20 JO Phone -- 733-0665 
515 W. Elmira SL (782 12) 2810 W. Ashby (78201) 

Sm1 .hrnn De Los Lagos Catholic Church Shephenl King Lutheran Church 
Phone -- 434-6361 o: 433-9722 Phone -- 344-5881 
3231 El Paso St. (78207) 303 \V. Ramsey (782 l 6) 

Sin kin William R Apartments Somerset Senior Center 
Phone -- 477-6628 Phone -- 1-830-429-3442 or· 701-3143 
1518 Amanda (78210) 19375 "K" St. (I'. 0. Box 752), Somerset, TX (78069 J 

South San Senior Center St. Alphonsus Cntholic Clnwch 
Phone -- 924-4691 Phone -- 432-8311 
503 Lovett (78211) I 200 S. Rosillo (78207) 

St. Andrew's Unitcc.l Methodist Church St. Anthony Cntholic Church 
Phone -- 821-6800 Phone -- 635-8570 
722 Robinhoocl (78209) l 6432 Kilownti, Elmendor·f, Texas (?SJ 12) 

St. Anthony de Pad1rn Catholic Chur-ch St. Bonaventure C:itholic Church 
Phone -- 824-1743 Phone -- 923-0899 
102 Lorenz (78209) 1918 Palo Alto Rel.(78211) 



~ 

St. 11!.!nry' s Cntlrnli c Cii11r-ch .Jardin cl~ SL .htmcs Catholi c Ch1nch 
/'hone -- 225-6877 Phon e -- 532-9239 
1619S.Florc, (7&204 ) " Te11mor11rih C!nst•tl lnr re111orle/i11u 420 Nunes (78225 ) 

St. .Jude's Catholi c Church St. /Ylargan; t Ma1-y 's Cntholic Church 
/'hon~ -- 432-88] 4 f'itont' -- 532-477i 
13(1 S. San A11g11scinl' A1•c. (78237 ) 1314 Pair Ave. (78223 ) 

SL /Viar>' Magdalen Catholic Chur·cir St. Marl, tile El'nngclis t Catholi c C hurch 
/'!tone -- 735-2897 Phone -- 494-1 (i(J() 

171 () Clower (7820 I) 1602 Tllo11sar1cl Oak, !>r·ive (78232 ) 

SL Mattl1cws Catholic Church SL Timothy Catholic Church 
/'hone -- 478-5017 /'hone -- 432.-44 77 
I 0703 W11rzhach (78230 ) I 515 Saltillo (782.07 ) 

--
SL Vinceni de Paul Catholic C l1111·ch Sunshine l'lnza Apal'lmcnl, 
!'hone -- 670-1800 !'hone -- 477-6402 
4222 SW Loop 410 (78227 ) 455 E. S11nsl1inc (78228) 

Ur1ivcrsit _\' Uaptist Church Vi ctoria Plnza Apnrtrncnts 
Phone -- 699-1065 Phone -- 4Ti-(,495 

(,465 Ballrncl, Rd, (782.49 ) 411 Bal'l·crn (78:! 10) 

Villa Alegre Apartments Vill:1 O'l(cefc Apa1·l111cnts 
Phone -- G75-/i4 l J Phone -- 333-34/iJ 
6902 Mnrbnch (782:27) '.::JOG S WW White IM (78222) 

Vill:1 Trn11 chcst· Apartments Virginia Gill Cor11r11u11il.\ ' Cenler 
Phone -- 4 77-6325 Phone -- G75-2123 
30i Marshall St. (782 [2) 7902 Wesrshi;-c (78227) 

Walnut Apnrtments West End Pnrl, s~nior Center 
Phone -- 349-1076 Phone -- 73 7-10,';4 
3822 West A11c. (78213 ) 1226 N, W. 18th St. (78201 J 

;, s;.so DONA Tl ON PER MEAL ACCEPTED 

~ SE ACEPTA DONACION DE s;.so POR COMfDA 
Revised --- Octobe.r 31 , 2007 



CITY OF SAN ANTO.Nl 0 
DEPARTME,i\'T OF COMMUNITY INJTlA 1T1'ES 

SENIOR SERVJCES DfVlSION 
COl\1YREHENSIVE NUTRJTfON PROGRAM 

N--.!~J,a., ~ t:,.~,. ... .1.,.'li' 
A~ Are.1 ~flt,£ ec--.:nU 

Senio r Service, Divis io11 
Comprehe 11 Sil' c N111t·itio11 Projecr 

2300 W. Co mm erce, #203 (78207) 
Pho11e: 207- 7172 

I District 1 -
I illn11cc, Arnrtnient, S:icrtd HcHrt Ch urcli 

Estclln Molina - 477-6302 IV! .,. Ruth Esp inoza -- 22(,-353(, 
90(, W. H II isacltt (7820 l) 2123 W. Co mmcrc:c St . (78 207) 

Grn 11acl:t Ap:tr'tmcllls S:th· a[io11 Ar my - Hope Ccuter 
Ms. Gi 11:1 !-l11 sseJ' -- 22:s-2C,4S Ms. Li!li t Bath nzar -- 352-2000 or 352-20 I (I 

311 S. St. l\'l:11',\''S (78205) SIS W. El mira SL (782 12) 

lrnrnnculatc Hen rt or Mar_,, Chur·cli SI Henry's 
Ms. Olga Gonz.n le, -- 226-8:.68 

6 I 7 S. S:t 11t:1 Ros:1 (78204 ) Te mpora rily closed for co nstnidion 

Kenwood Conim1111ity Ce nt er St. Mary l\'lngdale11 C hur· ch 
Ms. Bett., Ecl<e ri -- 732-03(11 1\1:11·)· Esco bedo -- 73 5-2897 or 735-3700 

305 Dorn St. (78212) 1710 Clower· (78201 ) 

M nrlon nn Apartments Victorin Plazn Apartrnenls 
Bever!)· Rcnclun -· 477-637:, Snnclr:1 Co nz.n lez -- 477-li495 

7710 Mndo1111:1 (78216) 411 nnr-rcn1 (78210) 

01' Schnabel Arartment s Vi ll n Tra nchesc Apnrl ments 
Mr. Benjamin Dominguez -- 224-1753 -- 477-63 25 

919 S. M:1in Avenue (78204) 307 Marhall St. (7821~) 

O ur Lnd,\' of So rrows Chur ch \Valnu t Apartments 
Ms. Mnri:i CarcJcnas-- 733-1247 MnrJ ' Escobedo -- 349-1076 
3107 N. St. Mnry's SL (782 12) 3822 West Ave. (782 13) 

P:irl<view ApHtmen rs Wes t E ncl Parl, Senior· Center 
Gloria f3nrnetl -- 477-6416 Est her Hernandez -- 737-1054 
114HickmnnSt. (78212) 1226 N. W. 18th St. (78201 J 

Di.,rrict 2 
Bethany United Methodist Church Rosevill e Apartments 
Jeannie Whitehurst -- 6SS-S473 Elin Edwards- 337-6925 

4102 Eisenhauer (782 18) 4139 E. Houston St. (78220) 

Claude W. Blacl, Center Snll'ntion Ar·my- Homeless 
Benjamin Dominguez -- 226-8561 Mr. Bobby McFa rland -- 226-2291 

2805 E. Co mmerce (78203) 226 Nolan (78202) 

ComnndH' Pnrl, 112 (Alrlersgntc) Sinkin William R Apartments 
Ms. Ca ndi e Hill -- 333-0414 Ofclin Mnrti11ez -- 477-6628 

2600 Rigsby (78222) 151 8 Arnnndn St. (78210) 

Elin Austin Community Center Villn O'Keefc Apartments 
Ms. Bnrbnra Willinms -- 224-2351 Ms. Amber· Hill -- 333-3461 

1023 N. Pinc (78202) 2106 S WW Whitr Rd. (78222) 

Mt. Zion Sheltering Arms 
Ma ry Lou Kntze11bergcr -- 225-7111 

3238 Mnrtin Luther King (78220) 
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District 3 

Fair Av cnut Arrnnments 
J a 11 ie C.astil lu - 4 77-633 7 
121:sFairAvt. (78223 ) 

Good Sb(~pl1crd Lutlrcrnn C hur·ch 
Larr:: Ducfl~_\' --333-0460 
I 630 Go! iacf r{d. (78223 ) 

lla:-!antlale s~11ior· Center· 
Ms. l',v:1 Borregt, -- 924-4771 

JI:,\~. So ulh cross (78221 ) 

ilnpt· of' Clory 
Ms. Elicf:i I lcrnancfez -- nS-18 lfi 

339 \,\'. Hutchins (78221 ) 

Matt Garci:i Arartmcnts 
Bcveri.1· Stace_r -- 477-6381 

6114 Pecan Valle_, Dr. (78223) 

Mission San Jos~ 
Ms. Bettie Wi!li:ims -- 923-8681 

701 c. Pyr·un (78214) 

Presa Senior Cc11ter 
Ms. Mar,· Ali ce Lopez -- 532-529:s 

3721 S. Prm St. (7S210 ) 

hinm,se :rt Mission 1:-lills 
Ms. M11rgit Rosales - 534-538(1 
6630 S. New Braunfels (78223) 

Distric1 :; 

Chrisr the l(ing Church 
Ms. Maria Elena C:irdenas -- 434-3027 

26 l li Perez St. (78207) 

George Cisneros Apartments 
Judy B:rrri~ntes -- 477-6323 

3003 Weir Ave. (78226) 

Good Sa ma rita n Center 
l\1 r. Jesse Borr·cgo -- 434-553 l, ext. 330 

1600 Saltillo St. (76207) 

O11r Lady of Guadalup e Catholi c Churclr 
Mrs. Estanislada Mendez -- 223-5738 

1321 El Paso (76207) 

Palacio de! Sol 
Jorge Snlinns - 224-0442 

400 N. l'rio (78207) 

S:111 Juan De Los Lagos Ch urch 
Ms. Lupita Olivar·es -- 434-636] or 433-9722 

3:.1.31 El Paso St. (76207) 

St. Alphonsus Ch urch 
Mr. Gilbert Saucedo -- 432-8311 

1200 S. Rosillo (7620 7) 

J:rrdi11 de St. James 
Ms. Gloria Zamorz -- 532-9239 

420 Nunes (76225) 

St. Timothy Cathol ic Church 
Ms. Ca nd elaria Balderns -- 432-4477 

1515 Saltillo (7820'7) 

i 

Dis1rict 3 

St. Margaret Mar.l'' s Church 
Mi .. Mar_\ \ 'ela -- 532-4777 

1314 fair· Ave. (78223) 

District 4 

Our Lady or Angels Catholic: Ch ur ch 
Ms. f'aulint• Lu na -- 923-6270 

1212 Slouewall (7821 l) 

So uth San Se nior Cent er 
Ms. Consuelo Castillo -- 924-4691 

S03 Lovett (78211) 

St. Bon:1ve11tun· Catho li c Church 
Linda Hurst -- 923-0899 

1918 Pnlo Alto Rd. (78211) 

St. Vi,rcent de Paul 
Ms. Linda Woodring -- 670-1800 

4222 SW Loop 410 (76227) 

Virgi11in Gi ll Comm uni ty Center 
Lo ud ey nt· Johnson -· 675-2123 

7902 Wcstshir·e (78227) 

_:Centro Del Ban-io 
Ms. Consuelo Cast ill o -- 927-9:,46 

123 Ascot (78224) 
~ExclusiPe/r (nr the frail e/rlerll' 

Distr-ict 6 

Bethel Senior· Center 
Ms. Ruby Johnson -- 433-3599 

227 S. Acmr· Rd (76237) 

Jewett Circle Apartme nts 
Diana Lamon -- 4 77-6357 
425 SW 34th St. (78237) 

O'Keefe Gardenbrook Apartments 
Angie Gonzalez -- 674-7847 
8734 Gnrdenbrook (78245) 

St. Jude's Catholi c Church 
Ms. Gloria Lunr. -- 432-88] 4 

130 S. San Augustin e Ave. (78237) 

Villn Alegre Apartme nts 
Lupe Lozano -- 6.7:i-64 I 1 

6902 Marbach (78227) 



L Oist;·icf 7 [ - District 7 
-~·•'9 .. ~-

D,scirle, 1\ Ji111strie, Center I SHlvaf icrn Ar ni )' (l'eHcocl, Crntcr·J 
Ms. Aniu, Brn 11 stettc;· - s:2-434:i Ms. Alcja ncJr:i Mendosa -- 733-066:'i 

1744 IN. Cr·arnerc,r Pl. (78 2Ui ) 281 U W. As hby (78201) 

I J!nh Fam ily C1th1, li (' Ch 11 rciJ Sunshin e Plnzn Ap artm ent s 
M.,. Li,· . .!ime11e:r. -- 0:\-42G5 Tom S_ leepcr -- 4 77-(,4(,2 

I :i2 Florcnci:1 (78228 ) 4:i:i E. S unsh i11 c (78228) 

Distr·ict 8 
Legac_; <t_i s~ icnct rarl< Apar·t rn cn!, Bob l{oss Senior· M ul ti-Scr·vicC' H ca Ith & Resource Center 

l\h. 'f eres:1 Flor·e, -- 431-7400 Ms. Cath eri11c Ro11 sc -- 207-8 I 82 

:'i80:1 l11grn111 Rei. (7/; 228) 22]9 Ilnbrn cl< (78229) 

Nuece, 11end Apart ment, Oxford Methodist C hurch 
A1n cli:1 \lclnsq nez -- 522-0440 Pastor· ,lames Gn llowa y-Edgar -- 696-0192 

3:i03 C:ami11n Heal (78 238 ) %SS H11cb11er l<d. (78240) 

l'i11 Galt St. Matthews Catholi c Chur·ch 
fVb. Stella Marti11ez - 4i7-(,421 Ms. Geo rgia Wall -- 691-8947 

7 I 90 O:iidawn (78 229) 10703 W11r·z lrnch (78230) 

f>,·i 1nrnsc at Mo11ticelin l'a!'i, Univers ity 13:iptist C h lll'Ch 
:iy lv1n C. 11 errn -- 733-8300 Roh Adair -- 699-1 06:i 

2803 Fr·eclcricksburg Rel. (7820 I J 64G:i 13a hcoc l, l<d. (78249) 

Dist r·ict 9 District JO 

Pecan I !il l Apnn ments The Legacy (fj_l O'Connor Apnr·tme 11ts 
Ms. Oii via Chavez -- 477-6417 Sa ndy Cu 11 ch -- f/4(>-3900 

1600 W. Law11da lc Dr. (78 209 ) 13842 O'Co nno r· Rd. (78233) 

Sliephcrcl king Luthcrnn Ch urch MacArthur Park Lutheran Church 
Ms. Sh ir ley Schultz -- 344-:i88 l Jurl y Bell - 82.4-7135 

303 W. Ramsey (782 l 6) 2903 Nncogdoches Rd. (78217) 

St. Anthon)' ci t Padua Newell Retirement Aµarrments i 
I 

Ms. Vvonne Barloco -· 824-1743 Dorothy Thompson -- 824-6001 i 
J 02. Lorenz (78209) 69 18 E. Sunbel t Dr . (782.1 8) 

St. Mar~ tl1e El'a ng clist Cathol ic Church Rollin g Onks Baptist C hu rch 
Mr John Goke lman -- 494-1606 Mr. Arnie Glnscock -- 590-4i 7"i 

160~ Thousnncl Onks Drive (7823 2) (i401 Wenzel@ Toepperwein (78 233) 

St. Andrew's United Methodist Chu rch 
Ms. Gloria Boyd -- 821-6800 

I 722 Robinhood (78209) 

Coullfl' 

Crestview Baptist Church Somerset Senior Center 
Ms. Mary Frncl<er -- 655-745 I Ms. Janie All'izo -- 1-830-429-3442 or 70J-3143 
810 I Englecrest Blvd. (78239) P. 0. Box 752 

Somerset, TX (78069) 

El Carmen Senior Center St. Anthon_y Catholi c Church 
Ms. lrmn Garcia -- 626-2485 Ms. Pam Le.vrie -- 635-857-0 

I 8555 Leal Rd. (78221 ) 16432 Ki lowntt 
Elmendorf, Texas (78 I 12) 

Meadowoocl Acres 
Ms. Li11da Wood r in g -- 677-09:'>4 

11703 Cinco de Mayo (78252) 

* $.50 DONATION PER MEAL ACCEPTED 

* SE ACEPTA DONA Cl ON DE S.50 POR COMrDA 

La11ra Cimeros Lindo Rog1er Diana Alcocer 
Social Sen1ices Manager Communir,r SerJJices S11perl'isor Cn1111111111i1v Services S 11pen,isor 

Phnne: 207-7485 Parer: 759-3970 Phone: 207-?J./ I Cell. 232-7875 Phone: 207-7173 Cell :}59-/658 
/ '1ckie Strait Rober/ Gome:: 

Co1111111111i1_1' Sell'ices S11pe11,isor Co111111uni1y Se11 1ices Supen,isor 
Phone: 207-7165 Ce ll.- 259-1670 Phone: 207-7164 Cell.- 232-7022 

Revised - October 3 I, 2007 



CfTY OF SAf✓ ANTONIO (COSA) & 
COMPREHENSIVE f'-JUTRfTION PROJECT (CNP) H/lJ\f DBOOK 

TITLE: SAFETY POLJCY 

I'OLI CY: COS/\ wil I provide a foci! it\ thnt is safe and prov ides a health y ancl secure site for meal 
participants. 

PROCEDURE: 
Center Manager will be responsible for posting evacuation routes ou! of the building. This map must be 
posted in all common areas as well as in all rooms used by employees and center guests. 

In the event that inclivic!uals with disabilities are in the Ccntei'. Center Manager should assign volunteers to 
assist these incliviclual s in evacuating tk· building. These volunteers should be educated in correct 
procedures in assisting i11diviclmtls with ,1 \'Llricty uf disabilities who may use wheelchairs. vv·all:ers. canes, 
crutches, hearing impaired m1cl/or a guide dog. For instance. if there is a sighlless or hearing impaired 
participant he/she should be walked through building and introduced to the volunteer v"110 ,,v i!! assist them, 
in case of an emergency. When an individual attends the Center tha! is blind or has loss of hearing. Center 
Managers must ed ucate this indiviclual with Center ·s evacuat ion plan and procedures. 

Each volunteer should have a worbng knowledge of the Center evacuation plan and be able to physically 
handle their assignment. 

Quarterly drills should be inco rporated imo Center functions. Each clri!I should be documented and 
evalumed for performance On-goin[:'. edu:::ation to the evacuation procedure must be given. 

Evacuation should be Lo the safes: area available for all Center occupants. A.11 on-going review of tbese 
areas used as safe areas must be made by Center Nlanager and/or their staff designee. Any area designated 
as a safe area to evacuate to must be maintained for tbis pu1vose. 

Center Managers will be responsible for : 

1. Clear paths of travel. thrnugh Center building and maintaining these paths as clear as possible. 
2. Maintaining current list of evacuation volunteers and document training each has received. 
3. Quarterly hold document and evaluate drills held at Centers. 
4. Report to CNP Elderly Services Supervisor: 

a. Volunteer List 
b. Volunteer Training 
c. Drill Documentation 

5. Immediately after evacuation of Center. Center Manager or designated staff will physically 
check each room Lo ensure that all individuals have safely evacuated. 

Volunteer Evacuation Assistant must: 

1. Attend all training sessions. 
2. Provide safe assistance for the individual they are assignee!. 

21 



CITY OF SAr✓ ANTOf\!10 (COSA) & 
COMPR.EHENS1VE NUTRITION PROJECT (CNP) HAh!DBOOK 

T[TLE: Smoke-free Environment 

POLICY C:OS.t\ sha ll provide ,1 s1110!:e -frt~' environrnenl. 4CJ(TAC' 8~ . I), COSA AD 4.65 - Smoke Free 
Workplm.:e. 

PROCEDURE: 
1. Smoking is not al lowcci in any facil ity owned or operated b)· COSA. 

ri Smoking is not al lowed in an\ veh icic ownecl or operated by C(JSA. 

3. ]\Jo sn1oki ng signs ,,,ill be.- pro111 inentl~· posted throughout all facil it ies and vehicles O\.Vnecl and 
operated by COSA. 

4. COS.A wi l l prov ide ,1 designated smoking arct at an outs ide locat ion. 

22 



the supervisor. The employee':, supe:·v1so;· is re.:;ponsible for ensuring the records 
are properly classified, stored and that working and convenience copies are 
dispr1sed of in tht prescribed manner 

l. Ciry Department Directors are responsiL1k for any disciplinary actions taken 
against employees who violate this /1.drnirnstralive Directive. The Human 
Resources Department will provide guidance as required lo City departments 
regarding appropriaLe clisciplmary acLions to be taken apinst employees who 
violate ti11s Administrative DireCLivc. 

J. City clepmlmems are responsible for the illlplerncntation, training and 
enforce1lle11! regarding tl,t secmily classtficmion of records as defined by the 
Texas Srnte Atlorney Genernl's Office. 

K. The originating City clepartmenl ii: respon::;ible for classifying and entering E­
Agencl2 il:::ms including supporting documentation into the City's document 
management system based on the: Local Gavc:wncnt Records Retention 
Schedules 

L. ITSD is responsible for providing the technology implcmemaiion necessary lo 

support fois Administrative Directive regarding electronic records. 

M. City departments are responsibk for the identification and protection of their 
department's essential records. 

YI. PROCLDllRES: 

A. Genera! Guidelines: 

1. City departments may introduce internal policies which are more restrictive 
while still suppo1iing the tenets of this Administrative Directive. 

2. All municipal records are the property of the City There should be no personal 
or proµe1ty right expectations to such records. The unauthorized destruction, 
removal Oi use of such records is prohibited. Employees should be aware that 
the records they create and receive, remain the property of the City. 

3. Based 011 the Texas Public lnfomrntion Act, (Texas Government Code, Chapter 
552) all municipal records are open records unless they are specifically protected 
by laws from disclosure and only then to the extent of that legal prolection. 

4. Authorized individuals within the City may monitor City-administered 
technology or equipment at any time in accordance with the Acceptable Use of 
Electrnnic Communications Administrative Directive. 

Page G of /4 
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B. Retention Guidelines: 

! . Al! paper, microfilm and e!ecr:-onic rec:ords ar::; considered C1t) 1 records. 

2. Ali paper, microfilm and electronic records must be retai:1ed and clisposecl of' 
according to the City's record rctenlio1: requirements. 

3. It is the content ancl function of a paper, 1111crofilm and electromc record lhai 
determines the record series and relemiun period for tlwt record. 

4. The City's approved Decla;·atiun of Compliance with the Local Governmcnr 
Record Rctc11fw11 Schedules provides access tc, the record series and the 
retention period for each record scnes. 

See APPENDIX 1 for examples of rec:orcl se,·ie.s titles that are common lo all 
City departments. Please see the l.,ocal Government Records Rclention 
Schedules for a complete [is ring of records serie.s along with what is required to 
be maintained within those:. record se,·i:::s 2nd any reiention exceptions. 

C. Maintenance Guidelines. 

1. Texas Adrni.nistrative Code, Chaple;· 7, Section 7.26 requires original 
micro ii Im must be stored in a seµa:-me buiiding from duplicate copies or the 
original records. Storage and inspections of microfilm mus'. be in accordance 
with Al'-!SI and AIIl\1 standards. 

"J Texas Administrative Code, Chapter 7 , Section 7.77 (a) requires software, 
hardware, and/or documentation inciuding maintenance documentation, required 
to retrieve and read the electronic records must be retained as long as the 
approved retention period for the-electronic records. 

D. Disoosition Guidelines: 

Unless otherwise denoted the following standards will apply to tbe disposition of 

paper, microfilm and electronic records: 

1. The City shall establish procedures, the form and maimer to be determined by the 
Records Management Officer, that address the disposition of paper, m icrofilm 
and electronic records which will be followed in accordance with the approved 
state retention. 

a. Records that have met the required legal retention and are targeted for 
destruction are reviewed by the Department Director, a representative of the 
Records Management Officer and a representative of the City Attorney's 
Office before destrnction takes place. 

Page 7 of 11 
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b. City clepartmenls coordinatt destruction with the Municipal Records Facility. 
The rnethocl of destruction must ensure prolecuon for any conficlenual 
information. Se;; Sections VI D. 3.c. 4.b. 5.b. below for referenct lo the 
clestruclion of records in lhelocci/ Government Records Act, Micro(iiming 
Standards and Procedures, and Electronic Records Stwulards and 

Procedures. 

c. The destruction of convenience copies is carried out Ill a different manner than 
for local government records. Once a record is identified as a co11venie11ce 
copy, the department may destroy the copy without requesting approval by the 
Department Director, Records Management Officer ancl City Attorney. 
Caution should be used when making this detcrn1ination. The method of 
destruction must ensure protection for any confidential info1rnmion. 

2. The process for the legal disposition of the City's paper, microfilm and electronic 
records is sub_ject to the same documentation requirements as any other record 
series with the exception of messages that fall in the record series Routme 
Con-espondence, GR 1000-26(c) \.Vhicb need not be documented thrnugh 
destruction authorizations. This record series is not essential lo the fulfillment Df 
statutory obligations or to the documentation of the City's functions. Th.is record 
sen es is not required for staff to carry out their job requirements. Examples: 
meeting notices, announcements, co2)ies sent to anyone other than the primary 
receiver/sender, reference materials. personal con-espondence. Caution should be 
used in assigning this record series to make certain records are not part of another 
record series. 

3. Sections 202.001-202.003 of the Local Go,1ernment Records Act relatmg to 
the destruction of records states that 

a. A record may be destroyed if the record is listed on an approved records control 
schedule or a destruction request is approved by the T::xas State Library and 
Archives Commission and the retention has exp ired. _.L\n exception to the 
process is an expunction order. 

b. Regardless of any other provisions, a record, the subject matter of wbich is 
!mown to be in litigation or subject to an open records request may not be 

destroyed until the litigation is settled or the request resolved. 

c. A record may be destroyed by burning, shredding, pulping or burial in a landfi ll 
or by sa le or donation for recycling purpose unless public access is restricted in 
which case it may be destroyed only by burning, pulping or shredding. 

4. Section 7.33 of the Microfilml11g Standards and Procedures relating to the 
destruction of microfilm records states that: 
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a Microfilm records must be deslroyed only in acco!·dance with Local 
Govenuncnt Code, Cirnplcr 202, Sections :?.O:?.001-202.CJO:t 

b. /Vficrofilmecl records scheduled fo; destruclion must be disposed of in a mannej' 
thaL ensures protection for any confidential information. 

c. Deslruclion of reco rds on a ro ll of microfilm contain in g multiple record se1·ies 
must be done by destroymg the whole ro ll of film at lhe lime the records on the 
film thal have the longest rctenlion pcrioc! are ciigible for cles lru ction or, if 
filmed prior to the. effeclivc dale of'these standards, by dcleung the section of 
th e film containing reco rd s eligible for clestrnclion ancl splicing the 11lm. If the 
film is sµlicecl a destruction notice c;ontaining specific information rnusl be 
inserled in place of the deleted records. 

5. Section 7.78 of the Electronic Hecords Standards and Procedures relating to 
th e destruction of electronic records states that: 

a. Electroni c records may be destroyed only in accordance with the Local 
Government Code, Chapter 202, Section 202.00 I. 

b. Each local government must ensure that: 

1. Electronic records scheduled for destruclion are disposed of in a rnarrner that 
ensure protection of any confidential infornrntion; and 

2. Magnetic storage media previously used for electronic record containing 
confidential infonnation are not reused if the previously rec'.)rded confidential 
infonnation can be compromised by reuse in anyv,1ay. 

c. Before systems or media are reused they should be erased according to the 
City's Data Cleaning Policy to ensure no residual data is maintained. 

E. Special Consideration and Rules for Electronic Records: 

l. Electronic Mail (E-mail) 

a. All electronic mail messages are considered City records and the Ctty reserves 
the right lo access employee electroni c mail messages. 

b. All electronic mail messages must be retained and disposed of according to the 
City's retention requirements. It is the content and function of an electronic 
mail message that determines the retention period for that message. Electronic 
mail messages generally fall into the following categories. These are: 

GR 1000-26 (b) and ( c) Correspondence and Internal lvf emoranda: 
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(1.) Administrative - Corrcspondenct and internal memoranda pertaining LC! or 
arising from routine aclminist:·at1on or operation of the poli::ies programs, 
services ancl projecLs or a local governrnenl. RE~ENTION 2 years. 

('.2.) Rourine - Correspondence anci internal memoranda such as leUers of 
transmitta l, rt.quests for publications, inlernai meeting 11olices ancl similar 
routine matters. RETENT!Ol'i: A\/ (Administratively Valuable\ 

c. The process of the legal disposition of government records (including electronic 
mail) is sub1ec( to th e same clocurnenlation requirements as any other format or 
medium with the exception of messages lhal fail in the record series Routine 
Correspondence, GR 1000-26(c) which need not be ciocument'.::cl through 
destru,:lion authorizations. This record series is 1101 essenual lO lbe fu]fi]Jmcrn 
of statutory obligations or to the documentation ofthe City's functions. This 
record series is not required for staff to carry out their job requirements. 
Examples: rneeling notices, atmouncements, copies sent to anyone other than 
lbe primary recejver/sender, reference materials, personal correspondence. 

Caution should be used in ass.igning this record series lo make certain records 
are not part of another record series. 

d. See Adminisrrative Directive 7.4, Acceptable Use of Electronic 
Comrnunications. 

e. Electronic rn2-il users are ;-esponsibie for managing their electronic 
messages in accordance with requirements established in this 
Administrative Directive. 

f. The City's electronic mail system is not a records management system. 
Electronic messages that the user determines, based on the Local Government 
Records Retention Schedules, are subject to retention for more than 30 days 
should be moved from tbe user's "lnbox" and/or "Sent Items" fo lders within 30 
days of its receipt or creation. Electronic messages to be ;·etained may be 
printed and filed, placed in folders and saved on a network drive, or transfened 
to an automated records management software application. 

g. Any electronic message in a user's "Inbox" and/or "Sent Items" folders that 
exceeds 30 days in age shall be automatically deleled. ITSD shall not retrieve 
electronic messages deleted by the automatic deletion system. Electronic mail 
users are subject lo legal consequences for· the failure to presen1e electronic 
messages subject lo retention requirements. 

h. The responsibilities for maintaining electron ic mail message~, are referenced in 
Section V. F. of this Administrative Directive. 

2. Instant Messaging (IM) 
a. All instant messages are considered City records and the City reserves the right 

Pngc 10 of /4 

---·------·------------·----·----



to access empioyee instam messages. 

o. All inslant messages must be retained and disposed of according to the City's 
retention requirements It is the content ancl function of an inst,rnt mec:sage that 
deLennines the retention µerioci for that message. 

c. The proc.;ess of the legal disposition of government records (i ncluding instant 
messages) is subject lo the same documentation requirements cs any otiier 
format or medium with the; exc-::ption of messages that fall in tl1~: record series 
Routine Correspondence, GR 1000-26(c) which need I10t be do~umenled 
through destruct ion authorizations. This record series is not essential lo the 
fulfillment of statutory obligaliom; or lo the documentation of the City's 
funGlions. This record series is not required for staff to carry oul theirjob 
requirements. Examples: meeting notices, mmouncements, copies sent to 
anyone othe:· than the primary receivcr/sencler, reference materials, personal 
com:sµonclence. Caution should be used in assigning thi s record series lo mal:e 
certain records are not part of another record series. 

3. Voice Jv1ail 

a. Ail voice mail messages are considered City records and the City reserves the 
right to access employee voice mail messages . 

b. A11 voice mail messages must be retained and disposed of according to the 
City's retention requirements. 1t is the comem and function of a voice mail 
message tbat determines the retention period for that message. 

c. The process of the iegal disposition of government records (including voice 
mail) is subject to the same documentation requirement as any oti1er fonna( or 
medium with the exception of messages that fall in the record series Routine 
Conespondence, GR l 000-26 (c) which need not be documented through 
destruction authorizations. This record series is not essential to the fulfillment 
of statutory obligations or to the documentation of the City's functions. This 
record series is not required for staff to cany out their job requirements. 
Examples: meeting notices, announcements, personal messages. Caution should 
be used in assigning this record series lo make certain records are not part of 
another record series. 

1. Some voice mail messages may be-. deleted after the information is 
transcribed onto a telephone log. 

2. Some voice mail messages may need lo be retained in their original form for 
the purpose of evidence in legal proceedings such as bomb threats, reports of 
illegal activities, customer complaints or verbal authority to take certain 
action. 
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VIl. DISCIPLINE: 

A.. railure to comply with this Adminislrntive Direcrive will resul! in disciplinary 
action in accordance with the Municip2l Civil Service Rules of the City of San 
A11lonio, Rule XVII, Section 2. Discipline wili be eval ua ted and based upon the 
number of violations a!ld severity of the incident. 

B Employees who fail to follow thi~; Administrntivc Directive will be discipli:1ed under 
the authority of the Deparlmen! Director. 

C This Administrative Directive. does not supersede the Dt:panrnent DirecLor's 
aulhoriry over lhe dclerminauo!l of final disciplinary actions taken, particularly in 
cases where the safely of the general oublic or City employees are significantly 
compromised by an infraction ofthi,: AclminislraliveDireclive A Deparlrn::nt 
Director may choose to assess more sewer clisciµlinary action agains! an employer:: 
depending on lhc severity of the infrnction. 

D. Destruc!ion of iocal government rec:orcls contrary to the provision of the Locai 
Government Records Act is a Class /\ misdemeanor and, under certain 
circumstances, a third def,'ree felony (Penal Code, Section 37. l 0). Anyone 
destroying local governrneni records w1!hout 1-::ga] authorization may also be subject 
to criminal Denalties and fines under the Open Records Ac1 (Govenu11ent Code, 
0' - -1) 1~napter ))~ . 

This Administrative Directiv e supersedes a!l previous correspondence 011 tl:.tis subject. 
Information and/or clarification may be obt8 iu ed by contacting tbe Office of the City 
Clerk/Records Facility at 207-6386. 

--- J:? . 'l 1~V \,_y dio ()j If. 1/4✓~) 

Sbery,(Scul ley, City l\ ·anager 

JJ-23-(J~ 
Date 

Date 

Page 12 o/N 



A.DMINISTRA TJVE DIRECTJ\'E 1.?>4 
A1'PENDIX 1 

Listed below are a few examples ofre~:orci scrier: t1lles tha! are conrn10n lo all Ci~y 
departments. Please see the Local Govcmmcn.' Records Retention Schedules for 2 complete 
listing of the records se,·i es along with what is required lo be maintained within those record 
series and any retention exceptions 

Convenience copies may be: destroyed previous to retention set for the officiul :-ecord. 
Destruction procedures for convenience copies are different lhan those for th'.:: official record. 
The protection of any confidemial information musL be ensured. 

A.BB RE VIA TIO NS: 
A \I= Administratively Valuable 
FE= Fiscal Year End 

GR! 000-01 Agendrr: 2 years. 

GP.l 000-03 W,itten ivfinutes: PERMANENT. 

GR! 000-2L'. Complaims: Resolution or dismissal of complaint+ 2 years. 

GRJ 000-25 Contracts, Leases, and Agreements: t; years afie, the expiration or tem1ination 
of tbe instrument accorciing to its renm. 

GRl 000-26 Correspondence and lnteiml Memoranda. 
Policy and program deve!opmen~: 5 years. 
Administrative: 2 years. 
Routine: AV. 

GRl 000-38 Policy and Procedures Documentation: Until Superseded+ 5 years . 

GR l 000-4 i Reports and Studies (Non-Fiscal). 
A .. nnual reports: PER1\1ANENT. 
Special reports or studies by request of the governing body: PERlvl:AJ\JENT 
Special reports or studies prepared by request of the chief administrative 
officer: 5 years. 
Monthly, bimonthly, quarterly, or semi-annual rcporls: 3 years. 
Activity reports: l year. 

GR l 025-04 Budgets and Budget Documentation. 
Arnrnal budgels: PERMANENT. 

Pagc/Jof/4 



Speciai budgets. PERMANENT. 
Worbng papers 2 years. 
Encumbranc:·. and expenditure repo:-ls: :2 years. 
Chang'.: documcrnation: 2 y1ears 

GR] 025-07 financial Rcporls. 
Monthly, bimonthly, quarlerly, and semiannual reports: PE+ 3 years. 
/-vmual reporls: PERlviAN'EJ,rJ. 
Long range plannmg reporls . PERlvlAl{ENT. 
C1pital improvement reports: PERMANEJ\:T. 

GR 1075-0 I Bids and Bid Documentation. 
Successful bids and requests for proposals: FE+ 3 vears. 
Unsuccessful bids: 2 years. 

GRI075-03 Purchase Orders: FE+ 3. 

GR i 075-16 Construction Project Files: PERMANENT. 

Page /4 of 14 



crTY OF SAN ANTONIO (COSA) & 
COMPREHENSIVE NUTRfTIOr✓ PROJECT (CNP) HAf\JDBOOK 

TITLE: Capital Equipmcm 

POLJCY COSA will maintain a record Lo track all capital equipment pur·chasecl with Title If1 funds for liie NutriLion 
P:·og:ram facility. 

J>HOCL:DURE 
1. lnventon· Recor·ds will be maintamecl 011 all capiwi assets: 

') 

a. Description of the Properly 
b. Location of the Properly 
c. Title (if any) of the hoperty 
cl. 1\cquisition Cost of the Prnpeny 
c. Disposition of the Propeny 
r· 
I. Serial Number/Mode! Number of the: Propei"l_i 
g. Sou rec of Property 
h Percentage of Federal/Stale Funds 

COSA will provide Bexar AAA notification of proper~,· clisposrtion 
a. When property is taken out of service 
b. Lost or Stolen 
c. BAA.A forms must be cumpleted within l O days tc1 report disposition of properry. 

3. Vehicle records will be maintained on buses and \'ans transport ing senior clients. 

4. COSA will be responsible for regular maintenance of assets lO er:sure all equipment is working in a safe and 
good condition. 

5 . .A. log shall be maintained 10 record a histo:-y of an\' equipment failures or problems. 

26 



C-r-v c r-: c- t:. h.1 1\ t rTQN!Q '("- ,- ·r;:: 11 , &· .., , I I J r ...;; , c1 ~ r. 1\l 1 , . 1 t .. ... ) v r, 1 

COMPREHENSfVE l\fUTRIT!ON PROJECT (CNP) HANDBOOK 

TITLE : Confkt of lnicr·esl 

POLI CY CCJSA v:ili ,1dhere Lo TAC 40. 83. l (4) Conn1ct of lmcrcst and COSA AD 4.44 Nepotism. 

PROCEDURE: 

l. COSA. ils e111 pioyees . vol unteers workii1g with the CNP. its adv isory board/com mi ttee members an d its 
governi ng noa1·cJ,; sha ll seek to avo id conn ins-of - in terest in fact a perc.:eption and prov ide proper not ifi cati on 
whe11 potential w nfl icls-of~ irnuest cio occur. 

1 Eve r·y i11 clivic!ual employed i11 a super·vi sory c,qrnc ity, sha ll be res ponsible:: for complyin g wi th this directi ve 
a11 cl reporlin !:!, to tht f1e1·sonal Deparnnen! in the: event c1 membc; of her/hi s f'amil )' is referred to a pos ition 
un der her/his st1 pen1isio11 

27 
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~ta.11.c.Ji 2 5, i 9 S I 

2.~VISIDri DAES: 

M l.n'i 1 c IJ.' AL c} v I L s rn v I ct:: ?. L1 L::: , , I 1 r . s :: c T r o N 1 c c ) 

1. Pt.:roo~e: 

The pu::-pcs•~ of this di.r·ective is to explB:in ;:he policy 
of tb~ Ci~y of S~n Antonio set forth in Municipal 
Civil Sen:i::.<!: Rule VIII, Secc:ioo i(c). 

2 . Res oo n s. 1 b j l it y : 

3. 

:-be P~:soonel Dep~rtruent sbnll iosu::-e tba: a~plica:ioo 
-:.01-ms con:~in :.uq:.:..:.::ies tbat :--eql.!ire C~sclosure of 
iIJformLtion ::-equi::-ed to c::;mply wi:h :c1s c:1::-':'::::ive. 
Sucb .ir:;'.'orm&tion srull also be :-equired io '.:.be case o~ 
efflploree :::-~n5~ers. 

'?".t2.s di!"e::.:ive t-pplies :o ?...11 dep~r".:rneo-cs. 

Eve::-r individual employed in a superviso::-y c202c.i:y, 
sbr..ll be ::-es:pons:_bl-e for complying with tbis d:rective 
n.nd. rep-o:-tinR to the :Persoone:: De;,a:r-tment in the ever:t 
~ member o~ her/his funily ~s 7efe::-:-ed to~ position 
unde:- be::-/hiis .supen·ision. 

Policy: 

Section l(c) of Civil S~rvice Rule VIII provides tbat 
"No person shi.ll, £.fter tbe a.doptio• of cbese rules, 
be employed in or trRnsferred to any division of the 
City of San Antonio, if a kinsm2.D by blood or m2..rriaRe 
of such person is then employed in a supervisory 
po1i"ition in sldd division." For purposes of i:his 
ubi 1 n i .st rat i v e direct iv e , a k i n s man by b lo od o r 
m~rri~~e includes the ~ollo~ing persons: 

spouse 
children 

parents 
brothers or sisteTs 

In-la~s standing in tbe sa1Tl'2 relationship are included. 

Relatives mny be co-workers in the same di~ision, in 
• on - supervisory positions. 

4 . ,; ..; 



·< 

Dep~ ::-: me~~ beads will insc~e. rhrouRh :he1::- superv1sc~y 
pe::-sonoel, -.:hi. t c2.:-e~u: :-e'::eu• of appJ ican:s 1s done to 
~ssure compli2nce wi-..:b the p:-ovisions of :h1s di:-ectiv ~. 

D/,TED: 
)- -) 1 -v11 
--;, '-",_) ,J --------



CfTY OF SAN ANTONIO (COSA.) & 
COMPREHENSIVE hJUTRfT!Or~ PROJECT (C!\!P) HANDBOO!< 

APPEI'lDIX 

28 
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COMPREHENSIVE NUTRITION P·ROJECT (CNP) HANDBOOK 
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ADMINISTRATIVE DlRsCTIVE S.1 
Effective Dille: lv1arch I, 2007 

fZc•,11sion Da1~s(;;J: 

!. PURPOSE: 

r t, ,"' - H' A ) 'I' r [ )\ i (.' 
-·--· -----·· ---'--· • C .:) .ti - ''\.. "< . l L, ... ; \ J' 

This Administrative DirecliVC (A.D.) defines and outlines ;xJ!icy w1lh n:specl lei receivi:1g, 
handling, safeguarding. and cleposit1ng of City of San Amonic ("City") funds Ci:!sh 
handling control:;, as outlined in this Administrati 11c D1reclive, have been adopLeci f'o:· 
uniform application in all depc1rtments. These contrnls ddrcss th'.· decent~al1zed natur~ of 
the receipting and depositing prc,ccs:, whiie providin6 for :,l8:1darclizcd training anc: a 
periocii<.; 1·evicw of cosh collected and 1·epo:-tecl. 

I!. POLICY: 

All employees of the City, including uniformed employees. in po:;itioni designateci by the 
Finance Department as having cash :rnnclling responsibilitic:; shall CCJnduct all ca:,i, 
handling activities in compliance with rules and guidelines se: for-th b: this Admini~trmive 
Dir·ective and by their respective depai·tmental c,'.sh handling prn:::cciurcs. An 
ac:l:nowledgement f'orm is required to be completed/signed bv ench employee classiiied as 
2 cash handler to ensure the:' have u full unde:-standing of thi~. poiic/ (Attach.men: Ai 

All Ciry departments having cash handling responsibilities she.Ii mamtain, revie'N. anc 
update respective depanmentai cash handiing procedures to assure cornplianct wifri this 
Administrative Directive. Any deviation(sJ from this Adminislrative Direc,ive i~ius: be 
approved by the Finance Department and detailed in deoan.memal cash handiillg 
procedures. 

III. DEFINITf ONS : 

A. Cash Equ ival ents : Chech, money orders, rraveler's checks, crediUdebit cards, alld 
event tickets. 

B. Cash Handler: All full-time, part-time, seasonal or temporary empbyees whose job 
description includes respons ibility for receiving, t,ansmitiing, safeguarding, and/or 
deposit ing of City funds. 

C. Cash Handling: The receiving, transmitting, safegua,ding, and depositing of all 
funds received by the City, whether coin, curreJ1C)' 1 checks, money orders, traveler's 
checks, gift certificates, coupons, credit cards, stamps, ticket stock, electronic funds 
transfer, and other cash equivalents. 

D. Cash Handling Database: Database of City positions designated as cash handlers 
witb assigned risk factors based on cash handling activity . 

E. Cash Handling Site: Designated City location where funds are received, 
transmitted, safeguarded and/or deposited, whether coin, cunency, checks, money 
orders, traveler's checks, crediUdebit cards, stamps, ticket stock, eiectron ic funds 
transfer, and/or other cash equivalents. 

F. Change Fund: A sum of money set as ide for the puq)ose of making change where 
cash is collected. 

CITY OF SAN ANTONIO f'ogc I o.f/3 

...... -.... --- A:J:-TACHM-ENT 11 



ADMINISTR._ATIVE _DbRECTfVE 8.1 
Effe:::rivt Date March ! , 2007 

Revision DJ lcs(s): 

CASH HANDLING 

G. Covert Cash Funds: Funds estabi1shecl b) the Sa;1 Antonio Pol ice Department used 
Lo pa)' c:onfidentiai informants and for investigative cmernLions such a,; narcot ics vice. 

H. Custodian: Caretaker; the person in chargc. 

I. Escrowed F'unds: /v!oney tha t has been put in the custody of cithers. 

,J. Fiduciary: An individual or o;ganizaLion that is trusted to hC;ld valuab le 1Len-:s of 
another person. 

K Pinal Disp(Jsicion: Fin al deposit or disLribution or pnymcnt. 

L. Fl ash Fund s: One time funds used in Sa1, Antonio Polict Clepartment operntions to 
sLa ge and negotiate large 1rnrc0Lic, vice or other trcrnsaction:; in order to secme 
indictments for ill egal activities. 

M. Fraud: Intentional deception to deprive ,rnother person of properly or to injure that 
per·son in some othe, way. 

N. Imprest Fund A fund 1mo which a fixed amount of money 01 cash equiva lent is 
placed for the purpose of making change or minor distributions ( i.e. change f U!1d, 

petty cash fund, casb refund fund). The fond amount always remain, constan~. 

0. Internal Control: System that assures assets thm belong to th~ City are received 
when tendered, protected while in the custody of the City, and used on ly for Cit) 
,elated purposes. The system of internal control consists of all measures ernplo>'td 
by the City for the purpose of ( l) safeguarding resources against wast'.:, fraud and 
inefficiency; (2) promoting accuracy and reliability in accounting and operating data; 
(3) encouraging and measuring compliance with City policy; and (4) judging the 
efficiency of operations in all divisi ons of the City. Internal controls are not designed 
primariiy to detect en-ors but rather to reduce the opportunity fo: errors or dishonesty 
to occur. 

P. Misa ppropriat ion: Using property or money wrong/illegally. 

Q. Mitiga ting Control: Compensating measure implemented to identify irregularities 
after-the-fact, as opposed to primary controls that are intended to prevent fraud or 

detect human error at the point of its origination (i.e . supervisor rev iews a batch of 
cash receipts at the end of a shif1 versus approving each transaction as i; occurs at the 
point of sale or cash intake). 

R Mutilated: Disfigured, bent, destroyed. 

S. Negotia ble (fina ncial inst ru ments): Money or money equivalents that is easily 
transferable from one person to another (such as cash, traveler' s checks, etc.). 

T. Outage: Cash shortage or overage. A cash handler has a shortage when a collection 
error is made such as not obtaining physical custody of money or a change-making 
error. A cash handler has an overage when excess money is collected and the excess 
cairnot immediately be returned lo the customer. 

U. Overridden: When controls are manually or electronically turned off or bypassed. 

CIT!' OF SAN ANTONIO /'age 2 o.f IJ 
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ADM:INISTRA TIVE DIRECTIVE 8.1 
Effective Date: Mar:::h I, 2007 
f(cl'1sion Dates(s)· 

CASH HAND LING 

V. Petty Casb Fund: A fund used within an offic~ lo make small office purchases, 
which arc S:IOCJ 00 m less. Petty cash purchases are usually quick or lo meet an 
emergency need. 

W. Post-dated Check: 
and/or goods. 

Futu re dated check subrnitl::d in p,1ymcnt for Cit y services 

X. Risk Factors: Ass igned to cash handlers based on cash handiing acliviry. 

a. High: clcnls with cash on a daily basis 

b. Medium deals with cash equ ivalents 

c. Low: l nfreq uem Ltsers of sm al I amounts of casi1 

d. (See. A.O. 8.2 Criminal HisLorv Background Checks for Cash -Hand!in £1 PosiLiom, 
Sect ion V, Subsect ion A. I. for added detail 011 risk factors) 

\'. Two-Par-!]· Check: A check orig inall y issued Lo another party ("payee") that is now 
offered in pavment for City goods and/or services. 

IV. POLJCY GUIDELINES: 

A. Background Checks 

A background check with satisfactory results is a condition of employment for th e 
City of San Antonio. Pursuan: to A.D. 8.2. Criminal Historv Bad:,zround Check for 
Cash HandlinQ Positions, a criminal hiswry background check will be conducted on 
all new hires, transfers, demotions, promotions and reclassifications into cash 
handling positions designated by the Finance Department. Interval background 
checks will be conducted on an on-going basis for those employees in cash handling 
positions, with 1iming determint>.d by an assigned risk facto, for the position. 

B. Training 

All employees 111 designated cash handling positions will have to successfully 
complete two (2) four (4) hour courses on cash handling policies. Successful 
completion of th is course is defined as achieving a least a seventy percent (70%) 
passing grade on a test administered upon completion of each four hour course. 

Upon successful completion of both courses, employees shall receive a cash handling 
certificate of completion . Cash handling employees not successfully completing 
these courses will have an opportunity Lo re-study and re-test a second lime. 
Employees who fail Lo successfully complete required cash handling training are 
subject Lo termination , transfer and/or other employment action. 

Departmental specialized and advance cash handling training may also be required 
(as identified by the department, while consulting with the Finance Department). 
Such training will be coordinated by the Finance Department and conducted by the 
Finance Department and Human Resources Department. 

CIT)' or SAN ANTONIO Page J of I J 
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ADMINISTRi1. TTVE DIRECTIVE 8_J _______ _ 
Effec1ive Date. March l, 2007 

rz~v!sion Dates1,)· 

C. I'crformante Expectations/Staociarc!s 

CA.SB HANDLING 

Al l cash lrni1d Ii ng ckpaiiments wi l I es tat)! i sh performance slanda,ds ,rncl suc::c:ss 
mc~asures fo: all cash handling positions. When establishing standards, the cash 
handling environmem, the average num ber of' c:isb handling trar,saclions, and lhe 
average amount of duliars (;(Jliected shall be taLe1; into consideration. 

D. Di,;cip!int 

! . Civilian Emr!oyces 

Failure tc comply with th is l1,dministrative Direct ive may result in disc1pl1n2..r" 
action in accordance with the Municipal Civil Service Rules of lhe Citv of San 
Anton io, Rule XVIl, Section '.2 . Discipli ne will be evaluated and b2sec upon the 
numbe: of violation~. and severity of the incident. The f-f unrnn Resources 
Departmen t must be consulted by a department when assessing the aDprop:-iate 
kvcl o[ disciplinary action. 

1 l Jniformed [mployecs 

failu re to comply with this Administrative Directive may result in cii:::ciplinar.1 
actio:1 in accordance with Co ll ective Bargaining Agreements betv,1een foe City 
and uniformed personnel . Jnie:iial procedures adopted for uniformed personnel 
of the Police 2.nd Fire Depanments mus, conform to the provisions of this 
Directive 

3. Individuals engaged in fraud (i .e . theft) will be suoject to immediate d:smissal 
and possible legal action. 

E. Appiicable Federal: State and Local Laws and Regulations 

State law requires tha t cash collection sites retain original records pertaining to cash 
handling. Consult the Texas Administrative Code Title 13, Chapter 6, "Records 
Retention Scheduling Rules" for the current retention requirements regarding cash 
related records (See website http://\l'ww.tsl.stl'lte.tx .us/slrm/r'ecordspuhs/£?-r-.!itml ). 

V. RESPONSIBILITIES: 

A. City Manager's Office 

I. Establish an adequate internal control system over City cash and cash 
equivalents. 

2. Direct the Office of Municipal Integrity lo conduct cash handling investigations 
as deemed necessary. 

D. Finance Department 

f . Safeguard the City' financial assets and manage its financial resources in 
accordance with the goals of the City Council, City Manager and in compliance 
with applicable laws and generally accepted accounting and financial principcds. 
Establish and update this Administrative Directive as necessary. 
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ADM:INISTRATfVE DIRECTIVE 8.1 CASH HA_NDLING 
Effc:::tive Da1e: March I, 2007 

l(evis,on iJates(oJ 

1 Perform c2.shiering functio ns in designated locations. 

3. Approve additions and deletions of citywide rersorrn:.:! clussifi'.::d 2.s cash 
handlers (i .e. custodians of petty cash and change funds). Approve [he updating 
of the cash handling database for all c2sh handling positions, which includes 
depanmenl, job clas~, position and risk factor. (See A.D. 8.1 Criminal Historv 
Backrnound Checks fm Cash -Ha ndlinr2 Positions, Section V, Subsecti on Al.) 

4. Approve the establishment of pctlv cash and changt funds, including related 
am oun t of the fund. 

). Coord inate with the Human Resources Oeparimen1 to provide bas ic and 
specialized Cash Handling trnining. 

6. Contact the San An ton io Police Department and/or Office of lvlunicipa! 
Imegrity when a department ha s commu ni cated a suspic ion of theft or dishonest 
act by 2 Cit;' empl oyee (i.e. missing or stolen funds). Th is detennination will 
be deper1dent upon the dollar amount involved and the need for furth ei 
investigat ion and/o:· la\s enforcement follow up. 

7. Approve others authorized t~; in spect/rev iew cityv,iide cash handling operations. 

C. Departmental Directors 

) 

2. 

.., 
), 

I, .,. , 

' -'· 

Ensure the safeguarding of City funds. 

Maintain clearly wri[ten and approved procedures for at! areas of their 
department's cash handling operations. 

Ensure procedures are in place to comply with this Adrr1inistrative Directive and 
assume accountability for exceptions and deviations from this policy. 

Provide the Finance Department a "Cash Handing Database Change Fann" 
(See A.D. 8.2 Criminal Historv Background Checks for Cash Handling 
Positions for copy of database change fonn) requesting changes to existing 
departmental information, which is maintained in the cash handling database . 
The City Auditor's Office and the Office of Municipal Integrity will be given 
access to the updated database. 

Ensure all employees hired, transferred, demoted, prnrnoted and reclassified 
into designated cash handling positions are enrolled in cash handling training. 

D. Cash Handler 

I. Use due diligence in handling City assets so that reasonable protection is 
provided lo those assets at all times. 

2. Report to their Department Director, who should in turn alert the Finance 
Department, of any instance where a City employee has knowledge or susp icion 
of a theft or dishonest act by another City employee. 

E. Office of Municipal Integrity 
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ADMINISTRA TTVE DIRECTIVE 8.1 CASH HANDLING --------
E fi c C ! i I' C Dite. Marcil t, 2007 

Rev1s1on D~tes(s): 

l. Coo,di1,ate and collaborate With the Sac Antonio Police Der,artmenl on cash 
handling investigations, where appropriate. 

2. Proviclt written repons of inlerna! investigaticir:s to the City Manager's Office, 
Pi11a11ce Department, and the City Attorney's Office. 

f. . City Auditor's Office 

l. Perform announced or una1rnouncecl cash audits annually to determine 
complianci:: with this Administrative Directive. 

2. Review Departmental procedures and guidelines and provide appropriate 
feedback Le, the City Manager, Finance Derarlrnenl, Human Resources 
Department, and other depa1imcnts. 

C. Human Resoun.:es Department 

I. Maintain the cash handling database utilized ror training and interval 
background checks. 

2. Assist employees and depanmems with interpretal!on of this Administra1ive 
Directive. 

3. Coordinale basic and specialized cas!, ha~1dling training. 

\1!. CASH HANDLING COi\'TROLS: 

A. General Cash Controls 

l. Al! emµloyees with access to cash funds shall be covered under the City's 
Commercial Crime or Employee Dishonesty insurance Policy as prescribed by 
the City's Risk Manager. 

2. Cash handling sites shall have an individual designated by the Department 
Director as cuslodian with specific responsibility for cash handling at the 
respective location(s) during all shifts. 

3. The number of employees with access to cash shall be limited for internal 
control purposes. Efforts shall be made for the physical separation of dut ies and 
responsibilities between the cash custodian and that of the individual or 
individuals tha! perform the accounting and recordkeeping function pertaining 
to cash. 

4. Where the separation of responsibility is precluded due to limited available 
personnel, the supervisor shall perform specific verification steps for sound cash 
handling controls. This supervisor shall not be involved in the original 
transaction steps that arc to be verified. Departments should confer with the 
Finance Department to establish other mitigating controls where separation of 
responsibility is precluded. 

5. At leas! two people per cash handling site shall be involved in the cash handling 
process unless otherwise authorized by the Finance Dep2.rtment. 
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f~DM:INISTRA TIVE DIRECTIVE _8.1 ____ _ 
Eifr:c:i, 1 ~ Date: March I, 2007 

f·'.:::1 1 JSIClll ;JJtes(s) 

CASH HANDLING ----

6. \Vhere possib!:::. cash handling duties si1a1: be rotated on a periodic basis This 
can help to prevent depanmenls from becoming dependent upon one ?trson for 
a particular fu11ct1on and can make it easier to idemifv and correcI procedural 
weaknesses and breaches. 

7 When practiuwle, c2.sh handling sites will have a/2.;-n, devices, videotaped 
sun1tillance, and/01 el:::cEronic 111icropho;1e recording in.stalled. 

8. lf billing invoices a;·e used, lhe cashie; cannol make adjustments LO an invoice. 
The supcrvisor/administrntor shall make am necessary corrcclions, changes or 
adjustments. 

9. Physical protection of cash through the use or hanl: facilities aTTnoreci vehicles, 
vnults, and locked cash boxes, locked cash oags. o: locked drawers shall be 
practiced al all limes. Armored car service wili be made available to those casl1 

handling sites that 1·equire such service. Departments .. in conjunction with the 
Finance Deparimenl. shall assess the reasonableness. practicalit)', and security 
in determining the use of armored car service. 

l 0. In genernl, collections in the field are prohibited unless specifically authorized 
by the Director ofFinance. 

ii. Cash on the premises will he held to a mi111mum 1.0 reduce ti1e amount of idle 
cash that is avaiiabie, as well as for :::ash control pu:poses. Deposits shall be 
made within twenty-fou:- hours. Departments, in conjunction with Finance, 
shall assess the reasonabieness, practicJlity, and se:.:urity in deternining the 
timing for deposits, especially when de;:iosits exceed the twenty-four hour time 
r.equirement noted above. 

Careful consideration shall be given the risl: involved in holding idle cash 
and/or cash equivalents in the depariment versus the cost to make more frequenl 
deposits. 

12. Authorized personnel within the department who do not have custod ial, 
accounting or recording duties and responsibilities, sha ll conduct periodic 
e,:amination, count, or other review of cash. 

The Finance Department and the City Auditor's Office wil l also conduct 
random unannounced reviews and/or audits. The Office of l\1unic ipal [ntegrity 
will conduct investigations as directed by the City lvianager's Office. 

13. City departments, wi th 2ssistance from the Finance Department, shall publish 
and update as necessary written cash handling instructions and procedures that 
will serve as procedural and training documentation for departmental cash 
hand lers. 

B. Receip ting of Payments 

I. Checks, traveler's checks, money orders and other negotiab le financial 
instruments shall be endorsed as they are received. 

2. All employees charged with the receipting of cash at the point of sale shal I be 
provided by the department with a copy of the current fee and rate sched ul e as 
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ADfYffNISTRATJVE DIRECT1V£ 8.1 CASH HANDLfNG 
Sffo:tivc Dat~: March I, 2007 

R~v1s1un DBt~s(s;-

well 2s the appropriat:: g'.;ne:-ai ledger accounl codes. Fees and rates shal I be­
posted in cl clear and visible site for the genera! public's advisemen'.. Posted 
i:1fo,mation shall alsc include a contac: telephone number fo: a customer to call 
if' c: transaction receip'. is nc;t provided le lhe custome, when c2sh and/o; cash 
equivalents are paid. 

J. Ali handwritten receipts shall be pre-numbered tc1 uc;c:ount for lapses 111 

sequence. 

4. Al! checks shall be made payable to the City of San ,'\ntoni o and sha l: be 
accepted only in the amount of the sale or transaction. Checks may not be 
written for more than the amoun! clue t(.) the City 

_) When accepting a personal ched, fo;· amounts due the City. the cash handler 
shall caplurc> the following payer's information and note same at the top of the 
check: I) address, 2) telephone number, and 3; driver's license number. -,.'10 
temporary checks are lo be- accepted by c2sh handlers. 

6. Posi-dated or two-party ch:d:s will not be accepted. 

7. Cash utilized for change ("Change Funds") and undeposited receipLs shall not be 
used for petty cash purchases, loarrs, advances, or check cashing (e;{cept fo~ the 
Finance Depar1me11r's change fund, where the praclice includes cc:shing Ci'.y 
employees' persona1 checks). 

8. Change Funds are not le b~ commingled with any other r:10nies. 

9. With the exception of the Finance Depa nm en! no checl:s shall be cashed from 
cash receipts. 

l 0. All depariments with cash operatiom shall !11aintain a permanent collection 
record, such as a cash register tape, that has the record of all transactions 
including voids, refunds or cancellations. All revenues collected shall have a 
receipt or other proof of sale issued to the customer at the poirit of sale or 
collection whether handwritten or electronically generated. 

There shall be a means of capturing and summarizing daily transactions, which 
will be reconciled Lo the amount deposited. 

C. Deposits 

1. The general operating standard for deposit of negotiable instrumerits and cash 
with the depository bank shall be within twenty-four hours of receipt. This 
includes the counting and balancing of cash receipts for each shift and 
depositing such receipts intact (i.e. a deposit for each shift). Departments, in 
conjunction with Finance, shall assess the reasonabieness, practicality, and 
security in determining the timing for the deposits where deposits exceed the 
abovemcntioned twenty-four hour requirement. Al I amounts that are not 
deposited on a da ily basis shall be secured in a safe, vault or locked drawer. 

2. Discrepancies between deposited amounts when compared to written receipts, 
cash register, or computer system generated receipts, shall be recorded along 
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.ADf\1IN1STRATI\T DIRECTIVE 8.1 
Sficcl 1vc· Dmc March I, 2007 

l,~v1s1or Dntes(,:J' 

CASH HANDLING 

with documentauon of the responsible cashier. The supervisor shall review, on 
a daii) basis, such documentation and follow up with the appropriate corrective 
action, if needed. Department Directors have lhe ultimate responsibiliry to 
ensure discrer,ancies are identified and corrective measures are taken. 

-1. All securny and bicl deposits received in negoliable form, as well as escrowed 
funds 01 other funds that require specialiLed handling, shall be deposited and 
held hy the Cit)' Cle rks Office until final disposition is made. 

~ All performance bonds shall be forwarded lo the finance Department, Ocneral 
Ledger Section fo1 safekeeping. 

5. All deposits shail be made intact (i.e. a deposit for each shift) and sealed in 
deposil bag; departmental recc.ipts shall not be used to create or replenish petty 
cash or other funds. Un-deposited receipts arc not to be used for loans, 
advances, or check cashing. 

D. Co\'e rt Cas h Fuuds 

Covert Cash Funds will be used to pay confidential infornrnnls and for 
investigative operations and will nm be subject to the maximum dollar amoun, 
ro~ purchases as defined under i . .D. 8.5 Petty Cash Handling. 

1 In order to maintain the confidentiality of cash trnnsacrions associated with 
cove1t and investigative operations, supporting documentation will be 
maintained by the San Antonio Police Depanmenl. Tbe case number should be 
used when recording cash transactions in SAP. 

'i Covert cash funds shall be established with the Finance Department's app;·oval 
and controlled in the same manner as petty cash funds. 

4. The San Antonio Police Department's Petty Cash Custodian will be responsible 
fo:· the oversight and control of covert cash funds. 

E. Flash Funds 

l. One time funds used in San Antonio Police Department operations to stage and 
negotiate large narcotic, vice or other transactions in order to secure indictments 
for illegal activities and will noi be subject to the maximum dollar amount for 
purchases as defined under A.D. 8.5 Petty Cash Handling. 

2. The Chief of Police or designee will request in writing the disbursement of 
Flash fonds. 

3. The Finance Director or designee will approve the distribution of flash funds 
and will also serve as the signatory for the disbursernenl. 

4. Upon disbursement the San Antonio Police Department will be responsible for 
the overs ight, control and safeguarding of flash funds. 

5. Disbursement will be made payable to the Police Officer approved and 
designated by the Police Chief. 
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ADMINISTR6• TIVE _ _[HRECTIVli_t J CASH HANDLF·-TG ------- --------· 
Eflt:::11ve Dote· March I, 2007 

b. Flash runc'.s ar::: le be :eturneci lo the San Antonio Police Departmen:'s r,etrv 
Cas}1 cusLOdian and deposited within two work:ng ciays or disbursement. 

P, Pett)' Cash 

Pett) casi1 funds siwii be established pursuant to AD. 8.~ Pett\' Cash Handiin° and 
uoo1i the ,:pproval from the Fii;ance Department. Pet~y cash funds are public. funds 
eil!rusted to the depanmc:111 for which the fund was esrnblished. ?etty cash sha!: be 
used lo purchase iwm:; c1r ,;ervices on an emergency and infrequen! basis, where it is 
not feasible 01 practical Lc1 submit c1 purchase requisition, reciuest for payme:1~, or use 
,t orocurernenl cc1rci. 

G. Change Funds 

I. Change funds shall b:- established \Ni th the Finance Depanment's approva' and 
controiied in the same manner as petty cash funds; however, change funds are 
strictly revoiving f~mds and require no replenishrnenl. Change funds are 
established for the purnos': of making change where cash is collected. 

-:, Peity c2:,h or cash ;·ecei;;ts shall not be corrnningled wHh change funds. 

Change fund5 that are 110 longer needed to conduct the business foi· v,1hich tney 
were estabiished shall De deposited at tbe depository bank withi!1 48 hours from 
tile time it is determined that the funds are no longer required. 

4. Funds established for postage shall be used fo, legal City correspondence and 
no! for personal use. 

5. No checks shal! be cashed from a change fund (except for the Finance 
Department's change fund, where the practice includes cashing City employees' 
personal checks, as outlined below in Section?). 

H. City Employee Check Cashing 

I. City employee's personal checks in an amount nol to exceed $100.00 may be 
cashed at the Finance Department, Collections Divis ion. No more tban one 
person2l check may be cashed per day. No personal checks shall be cashed ai 
any oilier departmental location without the advanced written approval of the 
Finance Department, Collections Division. 

2. City employees will permanenUy be prohibited from c?.shing peI"sonal checks 
after a second personal check is returned due to non-sufficient funds. 

3. Once a personal check is returned for non-sufficient funds, the employee's 
check must clear their bank within two (2) working days from the date of 
noiification by the Finance Department, Collections Division. 

4. No two-party or post-dated checks shall be accepted. 

5. Rebate checks are not to be cashed. 

6. The Finance Department, Collections Division, shall only cash· City issued 
checks for the advance and reimbursement of travel expenses. 
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ADM.ENISTRATTVE UJRECTTVE ~-1 
Effective Date: March I, 2007 

f{evis1on D'ltes(s; 

I. Retu rued Ch eeks 

CASH HANDLING 

l. Occasionallv a depos ited check may not clear the bank for one of several 
reasons: 11011-suffic,ent L_mds, account closed. stop payment., funds held , stolen 
checks , f'orgery. :::ndorsem enl. or signawre. Should a check be returned, the 
fi nance Depanmenl, Accounts Receivable Seclio;; will no lify the receipting 
deparlrnenl of tht returned check. 

1 The finance O~:partmcnt will attempt tc, culiect the fu nds ror the returned check 
along with th'.:: Ci!y's r·eturnecl check processing fee by mail ing c: demand letler 
Lo the vmler of tht r·eturnec! check. Only cash, ce rtified checks or money order:: 
will acceptecl f'or p,!_Ymt:nt of rcturnecl checks. 

3. If co ll ecliun effoi'lS are unsuccessful after l O :fays from the date of th e demand 
letter the Finance Depanme nt, Collections Div ision will refer ti1e return ed check 
to the Bexar Cour:ty District Attorney's Office for prosecution. 

J. Refonds 

I. Cash or crdit card refunds ar·e permiaed only upon presentation of the receipt 
or other proof of purch::ise issued al the poin: of sale. 

1 Depanments authorized ·!:ly the Finance Depanment w issue cash refunds will 
maintain a c2.sh r·efunc func 011 an imprest basis. 

J. Refunds shall be compleled by charging the revenue General Ledger account 
that was originally credited. 

K. Cash Storage and Safekeep in g 

1. Access to the cash drawer is limited to one person. The cash drawer shall be 
counted and balanced before another person takes possession of the cash 
drawer. Both parties involved in the cash drawe, transfer shall be present when 
cash is counted, and a receipt shall be signed by the person accepting custody. 

2. All are2s around the cash handling sites shall be visible and without obstruc tion. 

3. Access to departmental safes or other devices used to store cash on a temporary 
basis until deposited at thc depository bank shall be restricted to a small number 
of employees. A safe's combination must be changed witbin two (2) business 
days aftei the departure of a person who has had access to the safe. 

4. All funds shall be kept out of public view and shall be avnilable for inspection 
by authorized representative(s ) of the department, the Finance Department, the 
Office of Municipal Integrity, the City Auditor, or other authorized personnel as 
approved by the Finance Department. For money stored in a locked metal box 
or iii a locked desk, the key shall be secured in another location of the office. 
Only certain assigned personnel shall have access to the key. 
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AD MlN 1 STRA TTV £ D If--:.ECT JV_E_8_-' ._1 __ 
EffectiYt Date March I 2007 

R8Vioion Dilles(sJ 

L. Forei~n and Mutilated Coin 

CASH HAKDLI!''1G ------

foreign coin and currency shall nrn be acce;JLeci (except for rnlcr:rnlicrnal 
sites/offices) Only coins and cuncncy issued by the UniLCd Stales Federnl 
Reserve Board arc legal tender. Travcie1,.s :::i1ecl:s must slate "U.S. Dollars". 

"l No bent o; mutilated coim shall be acc.;cDLeci. 

M. Other Gu idelines 

I. The Finance I>eiJartmenl 1s respcmsibk for creating and closing banJ; accounts. 

1 Lost and f'ounci casr or tLS equivalent greater than s;su shall be deposiLed in 
compliance with Texas escheat laws after all reasonable attempts have been 
made lo ideniiT)' and return the lost and found money o, its equivalent to the 
rightful owner. Amounts $5() or less shall bt depc:siLeci to the appropriate fund 
based on the General Ledger eodmg identified by the Finance Department. If 
funds are properly claimed subsequently. these funds wili be relinquished to the 
rightful ownc; through lhc standard 2:::::cn1n'.~ p2ydile proc.ess 

3. Deparunental controls shall i,dud~ ,: practical means for employees lo report 
i;1slances where system controls are overridden that could be indicative of fraud 
(i.e. implement an effective "whist/~ blower's" program) 

4. Cash handlers shall be v,·atchful fo, counlerfei: bills, checks, etc. Cash handling 
training shall be provided on ihis area of responsibility. 

5. Senio, staff shall mo111tor and reassess. on a periodic basis, any risk areas and 
adopt appropriate strateg ies to manage these functions and thereby mini1:1ize 
opporrnnities for loss. The preceding includes City departments conferring with 
the Finance Department on an as needed basis. 
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Effective Oat~ Mar::h i , 200 i 

f1-cv is ion DBles( , J: 

_____ CA.SH_ EA/'{D LING 

This di1·ectivc supersedes ail rre, 1ious cor-respondence c.,n thi:; sub,iec~. lnformaricn1 andfor 
clarific:ifi(Jn may bt ohLaincd b:r -::oi~facting the Firrnnce Depar·tmcnt it'. 207-8G2C: . 

Rtcommcnded by: 

Anpr-o~iy: r-.. 

. ( _\ ' \ /? I I i)-,r ,· 
\ 'I ( ~~-~,_• __ 

Pal DiGi'ova~W 9 -

Deputy Ci,y M2nager 

Sheryl L Sculley v 
City Manager 
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Senior Services Division 
San Antonio Archdiocese FY 07-08 Vendor Agreements 

Catnolic '-,;nurch 1OO1,0,1~lL.! 

1 
2 
3 

4 
5 
6 
7 
8 
9 

10 
11 
12 
13 

14 

15 
16 
17 

Christ the King 
Holy Family 
Mission San Jose 
Our Lady of Angels 
Our Lady of Guadalupe 
Our Lady of Sorrows 
Sacred Heart 
San Juan 
St. Alphonsus 
St. Anthony 
St. James 
St. Jude 
St. MarQaret Mary 

Fair Avenue 
Good Shepherd 

St. Mary Magdalen 
Walnut Manor 

St. Matthews 
St. Timothy 
St. Vincent de Paul 

Meadowood 

Attachment VI 

3 St. Henry's 
4 St. Marks ~------------~ 

ATTACHMENT Ill 

1000046284 
Site Lease 

Agreements - Non-
Governmental City 

1 El Carmen 
2 St. Bonaventure 




