Appendix A: Introduction
Housing and Urban Development (HUD)
In 1937, the Federal Department of Housing and Urban Development (HUD) recognized
the importance of resident involvement in creating a positive living environment and in
actively participating in the overall mission of public housing.
Section 20 of the United States Housing Act of 1937, as amended, was enacted to
encourage increased resident management of public housing projects “to promote
formation and development of resident management entities”. The Department
implemented section 20 of the 1937 Act by regulations (24 CFR 964) for Public Housing
that governed tenant participation and resident management in public housing.
Regulations governing “Tenant Participation and Tenant Opportunities in Public Housing”
are found in the Code of Federal Regulations (CFR), Title 24, Chapter IX, and specifically
Part 964 which covers tenant participation. This regulation is commonly referred to as:
24 CFR 964. Subpart A covers General Provisions, Subpart B covers Tenant
Participation; Subpart C covers Tenant Opportunities Program (TOP); Subpart D covers
Family Investment Centers (FIC) Program; and Subpart E covers Resident Board
Members. Pertinent selections have been included here.
Subpart A – GENERAL PROVISIONS
§ 964.1 – Purpose.
The purpose of this part is to recognize the
importance of resident involvement in creating a
positive living environment and in actively
participating in the overall mission of public
housing.

§ 964.11 – HUD policy on tenant [resident]
participation.
HUD promotes resident participation and the
active involvement of residents in all aspects of
PHA’s overall mission and operation. Residents
have a right to organize and elect a resident
council to represent their interests. As long as
proper procedures are followed, the Public
Housing Agency (PHA) shall recognize the duly
elected resident council to participate fully
through a working relationship with PHA. HUD
encourages PHAs and residents to work together
to determine the most appropriate ways to foster
constructive relationships, particularly through
duly-elected resident councils.

§ 964.14 – HUD policy on partnerships.

Mutually agreeable to the PHA and the resident
council.
HUD promotes partnerships between
(4) A PHA shall provide the residents or
residents and PHAs which are an essential
any resident council with current information
component to building, strengthening and
concerning the PHA’s policies on tenant
improving public housing. Strong partnerships are participation in management.
critical for creating positive changes in lifestyles
(5) If requested, a PHA should provide a
thus improving the quality of life for public
duly recognized resident council office space
housing residents, and the surrounding
and meeting facilities, free of charge, preferably
community.
within the development it represents. If there is
no community or rental space available, a
§ 964.16 – HUD role in activities under this
request to approve a vacant unit for this nonpart.
dwelling use will be considered on a case-bycase basis.
(a) General. The form and extent of
(6) If requested, PHA shall negotiate with the
resident participation are local decisions to be
duly elected resident council on all uses of
made jointly by resident councils and PHA.
community space for meetings, recreation and
HUD will promote resident participation and
social services and other resident participation
tenant opportunities programs, and will
activities pursuant to HUD guidelines. Such
provide additional guidance, as necessary and
agreements shall be put into a written document
appropriate. In addition, HUD will endeavor to
to be signed by the PHA and the resident
provide technical assistance in connection
council. If a PHA fails to negotiate with a resident
with these initiatives.
council in good faith or, after negotiations,
(b) Monitoring. HUD shall ensure that the
refuses to permit such usage of community
requirements under this part are operating
space, the resident council may file an informal
efficiently and effectively.
appeal with HUD, setting out the circumstances
and providing copies of relevant materials
evidencing the resident council’s efforts to
§ 964.18 – PHA role in activities under part
negotiate a written agreement. HUD shall require
B and C.
the PHA to respond with a report stating the
PHA’s reasons for rejecting the request or for
(1) A PHA shall officially recognize a duly
refusing to negotiate. HUD shall require the
elected resident council as the sole
parties (with or without direct HUD participation)
representative of the residents it purports to
to undertake or to resume negotiations on an
represent, and support its tenant participation
agreement. If no resolution is achieved within 90
activities.
days from the date HUD required the parties to
(2) When requested by residents, a PHA [or
undertake or resume such negotiations, HUD
another entity as directed by the PHA, in this
shall serve notice on both parties that
case City Wide Resident Council] shall
administrative remedies have been exhausted
provide appropriate guidance to residents to
(except that, pursuant to mutual agreement of
assist them in establishing and maintaining a
the parties, the time for negotiations may be
resident council.
extended by no more than an additional 30
(3) A PHA may consult with residents, or
days).
resident councils, to determine the extent to
which residents desire to participate in activities
involving their community, including the
management of specific functions of a public
housing development that may be

(7) In no event shall HUD or PHA
recognize a competing resident council once a
duly elected resident council has been
established. Any funding of resident activities
and resident input into decisions concerning
public housing operations shall be made only
through the officially recognized resident
council.
(8) The PHA shall ensure open
communication and frequent meetings between
PHA management and resident councils and
shall encourage the formation of joint PHA
management-resident committees to work on
issues and planning.
(9) The resident council shall hold frequent
meetings with the residents to ensure that
residents have input, and are aware and
actively involved in PHA management-resident
council decisions and activities.
(10) The PHA and resident council shall put
in writing in the form of a Memorandum of
Understanding the elements of their partnership
agreement and it shall be updated at least once
every three (3) years.
(11) The PHA, in collaboration with the
resident councils, shall assume the lead role for
assuring maximum opportunities for skills
training for public housing residents. To the
extent possible, the training resources should
be local to ensure maximum benefit and ongoing access.
Subpart B – TENANT PARTICIPATION
§ 964.100 – Role of resident council.
The role of a resident council is to improve
the quality of life and resident satisfaction and
participate in self-help initiatives to enable
residents to create a positive living environment
for families living in public housing. Resident
councils may actively participate through a
working partnership with PHA to advise and
assist in all aspects of

Public housing operations.
§ 964.105 – Role of the jurisdiction-wide
resident council [City Wide Resident
Council].
(a) Jurisdiction-wide resident council.
Resident councils may come together to form an
organization which can represent the interest of
residents residing in units under a PHA’s
jurisdiction. This can be accomplished by the
presidents of duly elected resident councils
forming an organization, by resident councils
electing a representative to the organization, or
through jurisdiction-wide elections. If duly
elected resident councils form such an
organization, the PHA shall recognize it as the
voice of authority-wide residents for input into
housing authority policy making.
(b) Function. The jurisdiction-wide council
may advise the Board of Commissioners and
executive director in all areas of PHA
operations, including but not limited to
occupancy, general management,
maintenance, security, resident training,
resident employment, social services and
modernization priorities.
(c) Cooperation with other groups. There
shall be regularly scheduled meetings between
the PHA and the local duly elected resident
council, and the jurisdiction-wide resident council
to discuss problems, plan activities and review
progress.
§ 964.115 – Resident council requirements.
A resident council shall consist of persons
residing in public housing and must meet each of
the following requirements in order to receive
official recognition for the PHA/HUD, and be
eligible to receive funds for resident council
activities, and stipends for officers for their
related costs for volunteer work in public
housing:

(a) It may represent residents residing:
(1) In scattered site buildings
houses or
(3) In one or more contiguous
buildings
(4) In a development or
(5) In a combination of these
buildings or developments
(b) It must adopt written procedures such as
by-laws, or a constitution which provides for the
election of residents to the governing board by
the voting membership of the residents residing
in public housing, described in paragraph (b) of
this section, on a regular basis but at least once
every three (3) years. The written procedures
must provide for the recall of the resident board
by the voting membership. These provisions
shall allow for a petition or other expression of
the voting membership’s desire for a recall
election, and set the number of percentage of
voting membership (“threshold”) who must be in
agreement in order to hold a recall election. This
threshold shall not be less than 10 percent of
the voting membership.
(c) It must have a democratically elected
governing board that is elected by the voting
membership. At a minimum, the governing
board should consist of five (5) elected board
members.
The voting membership must consist of
heads of households (any age) and other
residents at least 18 years of age or older and
whose name appears on a lease for the unit in
the public housing that the resident council
represents.

(a) It shall be a non-profit organization that is
validly incorporated under the laws of the State
in which it is located;
(b) It may be established by more than one
resident council, so long as each council:
(1) Approves the establishment of the
corporation; and
(2) Has representation on the Board of
Directors of the Corporation;
(c) It shall have an elected Board of
Directors, and elections must be held at least
once every three years;
(d) Its by-laws shall require the Board of
Directors to include resident representatives of
each resident council involved in establishing
the corporation; include qualifications to run for
office, frequency of elections, procedures for
recall, and term limits if desired.
(e) Its voting members shall be heads of
households (any age) and other residents at
least 18 years of age and whose name appears
on the lease of a unit in the public housing
represented by the resident management
corporation;
(f) Where a resident council already exists
for the development or a portion of the
development, the resident management
corporation shall be approved by the resident
council board and a majority of the residents. If
there is no resident council, a majority of the
residents of the public housing development it
will represent must approve the establishment of
such a corporation for the purposes of managing
the project; and
(g) It may serve as both the resident
management corporation and the resident
§ 964.120 – Resident management
council, so long as the corporation meets the
corporation requirements. [This applies to the requirements of this part for a resident council.
Resident Council and the City Wide Resident
Council] A resident management corporation
§ 964.125 – Eligibility for resident council
must consist of residents residing in public
membership.
housing.
(a) Any member of a public housing
household whose name is on the lease of a unit
in the public housing development and meets
City Wide council may establish additional criteria the requirements of the by-laws is eligible to be
that are non-discriminatory and do not
a member of a resident council. The
. (5) All voting members of the

infringe on the rights of other residents in the
development. Such criteria must be stated in
the by-laws or constitution as appropriate.
(b) The right to vote for resident council
board shall be limited to designated heads of
households (any age) and other members of the
household who are 18 years or older whose
name appears on the lease of a unit in the
public housing development represented by the
resident council.
(c) Any qualified voting member of a resident
council who meets the requirements described
in the by-laws and is in compliance with the
lease may seek office and serve on the resident
council governing board.
§ 964.130 – Election procedures and
standards.
At a minimum, a resident council may use
local election boards/commissions. The resident
council shall use an independent third- party to
oversee elections and recall procedures.
(a) Resident councils shall adhere to the
following minimum standards regarding
election procedures:
(1) All procedures must assure fair and
frequent elections of resident council
members – at least once every three
years for each member.
(2) Staggered terms for resident council
governing board members and term
limits shall be discretionary with the
resident council.
(3) Each resident council shall adopt
and issue election and recall
procedures in their by-laws.
(4) The election procedures shall
include qualifications to run for
office, frequency of elections,
procedures for recall, and term
limits if desired.
(5) President participation activities….
This will guarantee the resources

resident community must be given
sufficient notice (at least 30 days) for
nomination and election. The notice
should include a description of
election procedures, eligibility
requirements, and dates of
nominations and elections.
(b) If a resident council fails to satisfy HUD
minimum standards for fair and frequent
elections, or fails to follow its own election
procedures as adopted, HUD shall require PHA
to withdraw recognition of the resident council
and to withhold resident services funds as well as
funds provided in conjunction with services
rendered for resident participation in public
housing [i.e., withhold payment of PHA and
RPF grants].
(c) PHA [or the City Wide Council as its
designee] shall monitor the resident council
election process and shall establish a procedure
to appeal any adverse decision relating to failure
to satisfy HUD minimum standards. Such appeal
shall be submitted to a jointly selected third-party
arbitrator at the local level. If costs are incurred
by using a third-party arbitrator, then such costs
should be paid from the PHA’s resident services
funds pursuant to
§964.150.
§ 964.145 – Conflict of interest.
Resident council officers cannot serve as
contractors or employees if they are in policy
making or supervisory positions at the PHA.
§964.150 – Funding tenant participation.
(a) Funding duly elected resident councils
and jurisdiction-wide resident councils.
(1) PHA shall provide funds it receives for
this purpose to the duly elected
resident council at each development
and/or those jurisdiction-wide councils
eligible to receive the resident portion
of the tenant services account to use
for appropriations, the stipends will be

necessary to create a bona fide
partnership among the duly elected
resident councils, the PHA and HUD.
Where both local and jurisdiction-wide
councils exist, the distribution will be
agreed upon by the PHA and the
respective councils.
(2) If funds are available through
appropriations, PHA must provide
tenant services funding to the duly
elected resident councils regardless
of PHA’s financial status. The
resident council funds shall not be
impacted or restricted by PHA’s
financial status and all said funds
must be used for the purpose set
forth in subparts B and C of this part.
(3) PHA and the duly elected resident
council at each development and/or
those jurisdiction-wide councils shall
collaborate on how the funds will be
distributed for tenant participation
activities. If disputes regarding funding
decisions arise between the parties,
the matter shall be referred to the
Field Office for intervention. HUD
Field Office shall require the parties to
undertake further negotiations to
resolve the dispute. If no resolution is
achieved within 90 days from the date
of the Field Office intervention, the
Field Office shall refer the matter to
HUD Headquarters for final resolution.
(b) Stipends.
(1) HUD encourages PHAs to provide
stipends to resident council officers
who serve as volunteers in their
public housing developments. The
amount of the stipend, up to
$200 per month/per officer, shall be
decided locally by the resident council
and the PHA. Subject to

funded from the resident council’s portion
of the operating subsidy funding for
resident council expenses ($15.00 per unit
per year).
(2) Pursuant to § 913.86, stipends are not to
be construed as salaries and should not
be included as income for calculation of
rents, and are not subject to conflict of
interest requirements.
(3) Funding provided by PHA to a duly
elected resident council may be made
only under a written agreement between
PHA and a resident council, which
includes a resident council budget and
assurance that all resident council
expenditures will not contravene
provisions of law and will promote
serviceability, efficiency, economy and
stability in the operation of the local
development. The agreement must
require the local resident council to
account to PHA for the use of the funds
and permit PHA to inspect and audit the
resident council’s financial records related
to the agreement.

PHA Board of Commissioners Representative
When the State of Minnesota created the Public Housing Agency (PHA) of the City of
Saint Paul, it determined that PHA shall consist of seven (7) commissioners who are
residents of the city of Saint Paul. Two of the commissioners include public housing
tenants, one representing elderly housing tenants and one representing family housing
tenants. Commissioners are appointed by the mayor with the advice and consent of the
city council. The mayor shall consider a list of elderly housing tenants [from the City Wide
] and shall consider a list of names submitted by the City Wide Resident council [family]
or by family site managers in appointing a commissioner to represent family housing
tenants. The commissioner representing elderly housing tenants shall be appointed for a
two-year term. The commissioner representing family housing tenants shall be appointed
for a three-year term. [Summary from Laws of Minnesota for 1977, pages 368- 369,
Chapter 228–H.F.No.542.] The Board sets policy for the PHA, which owns and manages
almost 4,300 units of low-income housing with funding from HUD. The PHA also
administers over 3,700 rent subsidies used in privately owned units (Section 8).
Premise: The family resident on the Board of Commissioners should represent the
residents and residents should have a voice in the choice of its Commissioner
Representative.
Procedure:
1) Before the three-year term ends on August 30th of every odd-numbered year,
qualifications and duties will be published by the City Wide Resident Council
and applications for the position sought.
2) The mangers of each family housing site will recommend residents (one
or several) to the Mayor of the City of Saint Paul.
3) The actual selection rests in the office of the Mayor.
Interested individuals may obtain an application from The Mayor’s Office, Room 390, City
Hall, 15 West Kellogg Boulevard, Saint Paul, MN 55102.
Phone: 651-266-8533
Fax: 651-266-8513.

St. Paul PHA Commitment to Diversity Statement
The Public Housing Agency of the City of Saint Paul is committed to providing a housing
environment free from discrimination, bigotry or prejudice. The Board of Directors has
endorsed the "Commitment to Diversity" as a clear statement that a community rich in
diversity is truly a cause for celebration.
"Commitment to Diversity"
The public housing community in the City of Saint Paul is ever changing and diverse.
We are a multi-cultural community of individuals and we are all unique and deserving of
respect. We are of diverse racial, ethnic and national origins. Our views encompass a
broad spectrum of religious and political beliefs and our sexual orientations differ. We
believe that our community is enhanced and enriched through the Community Building
that each individual contributes. We are unique in that we strive to work and live
together, and in the process, we can learn from one another in an atmosphere of
positive contact and mutual respect.
We are committed to fostering an environment within our community where all residents
and staff, regardless of differences, can feel safe, secure and supported. We are
committed to behaving and expecting others to behave in ways that demonstrate our
beliefs about the respectful treatment of each member of our community. We believe
that we are individually and collectively responsible for our behavior and are fully
accountable for our actions.
Bigotry has no place within our community, nor does the right to degrade another
human being on the basis of age, physical ability, national origin, sexual orientation,
race, gender or religious affiliation. We will not tolerate verbal or written abuse, threats,
intimidation, violence or other forms of harassment against any member of our
community. Likewise, we will not accept ignorance, anger, alcohol or substance abuse
as an excuse, reason or rationale for such behavior.
All of us who live and work in this community are here by choice and are committed to
these principles, which are an integral part of our purpose, values, and daily activities.

"Commitment to Diversity" statement adapted from the Colorado State University
and the University of Minnesota Housing Community Building Statement.

PHA Recycling Program
PHA has created a recycling program for Resident Councils, but will expand this to
family sites. By participating in this program, the Resident Councils have an opportunity
to create some income while helping to clean up our earth. Recycling income checks
are issued quarterly from PHA.

Appendix B: The Board

City Wide and Family Site Resident Council Memorandum of
Understanding (MOU)
This Agreement is entered into on___________by and between the Public
Housing Agency of the City of St. Paul (hereinafter referred to as the “PHA”) and
the CITY Wide Resident Council (hereinafter referred to as the “Council”) to
revise and update the previous Agreements.
The PHA and the Council have determined that:
1. Public housing residents are concerned about the physical, social and moral
quality of life in their community; and
2. The residents have indicated a desire to take more responsibility for their
community; and
3. The PHA wishes to provide public housing residents with the opportunity to
take this responsibility; and
4. The PHA desires to increase the level of resident participation in decisions and
changes affecting the lives of public housing residents; and
5. The PHA and the Council desire to formalize a relationship and clarify the
responsibilities of both parties, as directed by federal regulations (24 CFR Part
964).
The PHA and the Council agree that:
1. Scope of Responsibilities
a. The PHA shall:
i. Recognize a duly elected resident council as the sole
representative of the residents it represents, and support its tenant
participation activities.
ii. Permit the Council maximum feasible participation in decisions and
changes affecting the lives of City Wide public housing residents.
iii. Make available to the Council public information that the PHA has
in its possession that will help the Council in performing its
responsibilities under the agreement.
iv. Assist the Council in its record keeping and accounting procedures
by providing training and guidance.
v. Provide space for Council meetings.
vi. Not interfere with the internal affairs of the Council.
vii. Promptly act on reasonable recommendations properly
communicated to the PHA by the Council. The PHA shall notify the
Council of its decision(s) and reason(s) that led to the decision(s).
The PHA Board of Commissioners will make the final determination

on matters requiring Board action.
viii. Annually provide funding to the Council to facilitate its operations as
allocated by HUD regulations and PHA’s operating budget.
Funding is determined by, among other factors, the Council’s ability
to be fiscally responsible. The PHA shall annually review the
Council’s records for compliance to federal law and regulations,
and Generally Accepted Accounting Procedures.
b. The Council shall:
i. Serve as the representative advisory body to the PHA for the public
housing residents represented by the Council in matters pertaining
to public housing.
ii. Have a voting membership comprised of all adult members of each
household in the community as listed on the PHA lease. Any lease
compliant voting member may seek office and serve on the
governing board.
iii. Have a democratically elected governing board that is elected by
the voting membership. At a minimum, the governing board should
consist of four (4) elected board members. Board members shall
be elected on a regular basis, at least once every three (3) years.
iv. Adopt by-laws that provide for the election of residents to the
governing board by the voting membership. The by-laws must also
include provisions for recall of the governing board by the voting
membership. These provisions shall allow for a petition or other
expression of the voting membership’s desire for a recall election,
and set the number of residents or percentage of the voting
membership (10% at the minimum) who must be in agreement to
hold a recall election.
v. Hold frequent meetings that are open to all City Wide residents to
ensure they have opportunities to learn about and to participate in
PHA management-Council decisions and activities.
vi. Provide a method to ensure that the needs and desires of the
public housing residents represented by the Council are
incorporated into plans for their community.
vii. Establish and maintain records and accounting procedures
mutually agreeable to both the PHA and the Council. This includes
abiding by federal laws and HUD regulations as they pertain to
fiscally responsible and eligible spending.
viii. Annually establish and formally request annual operating funds
from the PHA.
ix. By agreement with the other Resident Councils at the PHA, the

2.

3.

4.

5.

Council may join with them to form an organization that can
represent the interests of residents residing in PHA units in similar
sites. The PHA shall recognize it as the voice of authority for the
residents it represents who live in these sites.
Length of Agreement
a. This Agreement shall be in effect from the time of acceptance by both
parties for a maximum of three years. An annual reading shall be done at
the first Council business meeting each fiscal year. The PHA and the
Council may also revise this Agreement as mutually agreed upon by both
parties.
Audit of Expenditures
a. The PHA Finance Director or duly authorized representative has the right
to audit the Council expenditures under this agreement at any time, but
not less than annually.
b. Council records must be provided upon demand. Council records must be
presented to the Finance Director or duly authorized representative by the
end of the quarter following the end of the fiscal year (typically by June
30th for a fiscal year ending on March 31st) for an annual audit.
c. Annual funding provided to the Council may be withheld, all or in part,
based on finding(s) in the audit of the previous year’s records. Any
potential finding(s) must be brought to the Council’s attention for possible
correction before funding can be withheld. A reasonable amount of time
must be allowed for any correction(s).
d. Any identified audit issue shall be resolved prior to the next annual audit.
e. Annual accounting procedural training will be provided to assist and guide
the Council.
f. Additional financial oversight may be instituted whenever the Council fails
to properly maintain financial records that result in audit findings. This
oversight is at the discretion of the PHA’s Finance Director, based on the
findings and response from the Council.
g. Financial responsibilities, including the maintaining of Council records, are
detailed in Attachment A.
Method of Payment
a. The PHA shall provide current year annual funding following the audit of
the Council’s previous year’s records (less amounts determined to be
ineligible during audit) and the receipt of a current year Council approved
budget.
Terms and Conditions
a. This Agreement is subject to HUD regulations and incorporates the
provisions of the Council’s by-laws.

The PHA and the Council have executed this Agreement as of the date first
referenced above.
Public Housing Agency
of the City of St. Paul

CITY Wide Resident Council

By:

By:

PHA Representative
Chairperson
PHA Site Manager

Council

BY-LAWS OF THE
CITY WIDE RESIDENT COUNCIL
ARTICLE I
NAME AND LOCATION
Section 1. Name
The name of this organization shall be the City Wide Resident Council of the City
of St. Paul, hereafter referred to as the Council.
Section 2. Location
The registered office of the Council shall be at the Public Housing Agency of St.
Paul's Central Office at 555 Wabasha St N, Suite 400, St. Paul, MN 55102.
ARTICLE II
PURPOSE
The purpose of the Council is to give residents a voice in the Community and to act as
the representative of all residents of the four family sites (Dunedin Terrace, McDonough
Homes, Mt. Airy Homes, and Roosevelt Homes) in public housing in St. Paul. The
Council shall serve as the representative body to the PHA Board of Commissioners for
family public housing matters. The Council shall serve as a vehicle to exchange
information between the Board and the residents and provide a means to assure that
the needs and desires of family public housing residents are incorporated into plans for
their areas.
ARTICLE III
MEMBERSHIP
Section 1. Membership
Membership in the Council shall be all of the representatives who are
democratically elected in elections held in accordance with individual Resident
Council by-laws, as officers of the McDonough, Mt. Airy, Roosevelt and Dunedin
family public housing management areas.
Section 2. Voting Eligibility
All Members of the Council described in Article ill, Section 1. "Membership," are
voting Members.
Section 3. Non-voting Advisors
Non-voting Advisors to the Council may include:
● one (1) St. Paul Public Housing Agency management staff.
● one (1) St. Paul Public Housing Agency Resident Initiatives staff.

ARTICLE IV
ELECTIONS AND VACANCIES
Section 1. Elections
a) The Council shall use an outside representative to oversee election
procedures.
b) Members of the Board of Directors shall be elected every two years at the
December meeting.
c) All Council Members shall be given written notice for nominations and
elections for officers of the Council by September 30th. This notice shall include a
description of election procedures, eligibility requirements, and the dates of
nominations and elections.
d) Any Council Member may submit nominations, for available officer positions,
at regular meetings, or, if in writing, to the Chairperson of the Council by October
31st.
e) All elections shall be publicized to the Members by November 30 th. Elections
shall be by written ballot by all Members present at the December meeting.
Section 2. Vacancies
In the event of a Board vacancy, the Executive Board may appoint a temporary
Officer at the next meeting of the Members. At that time Members will vote to
approve the appointee, or nominate other candidates, in which case an election
will be held at the following meeting of the Council.
ARTICLE V
COUNCIL OFFICERS, EXECUTIVE BOARD
AND TERMS OF OFFICE
Section 1. Officers
The Council Officers shall be:
● Chairperson
● Vice-chairperson
● Secretary
● Treasurer
● Member-at-Large (two in the event that all five (5) officer positions are not
filled)
Section 2. Eligibility
All City Wide Council Members are eligible to run for a Council Officer position.
Section 3. Executive Board
The Executive Board, also known as the Board, shall consist of the Council

Officers as described in Article V, Section 1. "Officers."

Section 4. Terms
Each Officer shall be elected to a two (2) year term, plus a one (1) month
carryover period in which he/she shall serve in an advisory, non-voting capacity.
All Officers shall assume their responsibilities at the first meeting of the Council,
or Executive Board meeting (whichever comes first) following an election, and
shall hold office until their position is vacated or their term has expired.
Section 5. Limitations
Officers cannot hold the same position on the Board for more than two (2)
consecutive terms. Following one full year not serving as the officer, such
Officers may run for the previously held position in which they had served two (2)
Consecutive terms.
Exception: In the event that no new Officer wants to take on a vacant position,
the Officer who has served on that position (although for two (2) consecutive
terms) can choose to serve on the third term.
Section 6. Responsibility
The general management, planning, and direction of the Council shall be the
responsibility of the Board, with the approval of the Council.
Section 7. Two (2) Member-at-Large Explanation
In the event that all four (4) Officer positions are not filled, there will be a second
Member-at-Large. This Officer will take on different tasks (related to or not
related to roles of the vacant positions) as assigned by the Chairperson.
ARTICLE VI
DUTIES OF OFFICERS
Section 1. General
No member of the Board or Council shall represent the position of the Council in
relationships to, or with, other Councils or agencies except by prior approval of
the Council, or unless an official position has been taken.
Section 2. Titles and Duties
1. Chairperson
a. Shall call and preside at all regular and special meetings of the Council,
including those of the Executive Board.
b. Shall designate committees and appoint chairpersons of committees, with the
consent of the Board.

c. Shall supervise and direct activities of the Council according to the By-laws.

2. Vice-Chairperson
a. Shall perform the duties of the Chairperson in his/her absence.
b. Shall represent the Council, as requested by the Chairperson, at any
community meetings or Council established committee/task force meetings.
3. Secretary
a. Shall record in writing, and keep in a permanent file, minutes of all meetings of
the Council and the Executive Board.
b. Shall keep proper records of attendance, including names and addresses of all
Members.
c. Shall send notices and letters, and make telephone calls, as assigned by the
Chairperson.
d. Shall be the custodian of all records and documents of the Council, except the
financial records.
e. Shall send written notice, in a timely manner, of all Council and Executive
Board meetings to all members of the Council or the Board.
4. Treasurer
a. Shall be the custodian of financial records and be responsible for monetary
transactions authorized by the Council.
b. Shall keep accurate records of monetary transactions, and prepare and
present a full report for each regular meeting.
c. Shall prepare, and present, a full financial report for the annual meeting.
d. Shall provide all required financial information to the St. Paul PHA by April 15 th
of each year, for a Council audit.
5. Member-at-Large
a. Shall serve on various task forces and committees as assigned by the
Chairperson.
b. Shall perform other duties as assigned by the Chairperson.

ARTICLE VII
MEETINGS
Section 1. Quarterly Meetings
Regular Council meetings shall be held on the fourth Tuesday of every two (2)
months from 5:30 P.M. to 7:30 P.M. at Mt. Airy Community Center, unless
otherwise designated by the Chairperson. Meetings are open to all public
housing family residents who are 18 years of age or older and whose name
appears on the lease of a public housing family unit.
In order for Officers to receive their stipends, they must be at the meetings no
later than 20 minutes from the start.
Section 2. Executive Board
The Board can convene special meetings of the Membership contingent upon
Written notification delivered to all members or to their homes at least 24 hours
prior to the meeting.
Section 3. Quorum
A quorum for the Council meeting shall be four (4) Members, including no less
than one officer from each family area.
At least three Officers must be present for any voting actions of the Executive
Board.
Section 4. Notices
Meeting notices will be emailed by the Secretary two (2) weeks prior and
confirmation phone calls will be made by the Chairperson one (1) week prior.
Section 5. Conducting Business
The order of business shall be determined by a printed agenda compiled by the
Executive Board at least two (2) weeks before the Council meeting.
Robert's Rules of Order, Newly Revised, shall apply to all meetings.
ARTICLE VIII
COMMITTEES
There shall be such Council committees as the Board may, from time to time, determine
to be desirable. Committee members shall be appointed by the Chairperson with the
advice and consent of the Board. Committees may be established as a "standing
committee," chaired by an Officer of the Board, or an "ad hoc committee," Serving a
special purpose and continuing for a limited time.

ARTICLE IX
REMOVAL RESIGNATION AND RECALL
Section 1. Removal
Officers may be removed by a vote of the Executive Board for one or more
causes such as:
1. Criminal activity
2. Failure to perform duties
3. Absence at three consecutive Council meetings
If Officers commit a crime, they will be removed without warning.
If Officers fail to perform duties for two times, they will get a warning. If they fail
another two times, they will be removed.
If Officers fail to attend Council meetings once with no excuse, they will receive a
warning. If they miss another meeting with no excuse, they will be removed.
If Officers are late to Councils meetings twice, they will receive a warning. If they
are late the third time, they will be removed.
Officers will receive written notices regarding any warnings and removal.
Section 2. Resignation
An Officer may resign at any time after delivering a written resignation to the
Chairperson of the Board.
Section 3. Recall
An Officer may be recalled by a vote for removal by a majority of the voting
Members at a specially scheduled meeting.
ARTICLE X
FISCALAFFAIRS
Section 1. Authority
The Council may solicit, acquire and expend funds to implement Council
approved programs and activities.
Section 2. Deposits
All funds of the Council shall be promptly deposited into a City Wide-owned
account at a financial institution.
Section 3. Budget
The Council Membership must approve the annual operating budget. Line item
deviations of $50 or more need approval of the Council Membership.

Section 4. Nonprofit Status
The Council shall maintain its name in good standing as a nonprofit corporation
under the
Laws of the State of Minnesota.
Section 5. No Personal Gain
No part of any income or earnings of the Council shall be used for the benefit of,
or be distributable to, its Members, Officers, other private persons, or other
nonprofits, except that the Council shall be authorized and empowered to pay
reasonable Compensation for services rendered and approved at a prior Council
meeting.
Section 6. Contract
An Officer authorized by the Board may, in the name of, and on behalf of the
Council, enter into contracts which are authorized by the Council.
Section 7. Checks
All checks $100 and over shall be signed by two (2) authorized Officers.
Section 8. Loans
No loans nor advances nor promises of payment shall be contracted nor
accepted on behalf of, or in the name of the Council, except those contracts
authorized by the Council.
Section 9. Employment
Board members shall not be employed by the Council while holding office.
ARTICLE XI
AMENDMENTS
These By-laws may be amended by an affirmative vote of the Members at a regularly
scheduled Council meeting.
ARTICLE XII
DISSOLUTION
In the event of dissolution, any remaining assets of the Council shall be distributed to
organizations that operate exclusively for charitable, education or scientific purposes, as
shall at the time qualify as an exempt organization under Section 501(c)(3) of the
Internal Revenue Code. Unexpended funds received from the PHA shall be returned to
the PHA in the event of dissolution.
Ratified at the Council meeting on the 22nd day of August 2017.

Committees

Purpose
A committee is group of people. They get together to do one or two jobs. They do this
work for other people. Committees are a way to share Council work. They also help a
Council find new leaders. Committees can help a Council do more and better work. To
do more and better work committees must be well run. Council’s decide if committees
will help them do more and better work.
ADD VALUE
+Share work.
+Find new leaders.
+Get more work done
ADVICE:

ADD COSTS
-Reports must be made to Board
-Officers work with new leaders.
-Meaningful work must be found.

Start small when you decide to use Committees.

Function
Executive Board use Committees in both of the two ways that follow.
1) Committee of the Whole. The Executive Board does all of the Council work. (See
Examples)
2) Standing and ad hoc Committee Structure. The work of the Council is done by
different groups or Committees. The Executive Board or By-Laws give committees
work and instructions. These are the types of instruction needed. These
instructions can happen as a formal motion.
a. Job. The main goal of the Committee;
b. Success. The Committee needs to be told what steps they need to do to be
considered a success. This is a partial plan of the work needed.
c. Budget or money. Tell the committee if they can spend money. They need
to be given a budget if they can spend money.
d. Reporting. They need to know how often to report to the Executive Board. If
they have complete authority to complete the job they need to be told.
e. Chair. The Executive Board gives the committee a Chair. For Standing
Committee’s this is an Executive Board member. A Council Member or
Executive Officer is assigned for Ad Hoc Committee’s. The Chair plans the
meetings by setting the agenda. The Chair reports back to the Executive
Board as instructed.
f. Committee Members. The Executive Board give the Committee the
volunteers to do the work. They can also assign the Chair to find the people
and report back for approval.; and
Standing Committees do jobs that need to be done each year.
Ad Hoc Committees do jobs that do not happen every year. They happen once in
a while. They also may be given a task to get information.

Sample Resident Council Agenda
CALL TO ORDER
INTRODUCTION
MINUTES of last meeting (read by the secretary)
TREASURER’S REPORT (read by the treasurer)

REPORTS

PHA Staff and Other Staff Reports

OLD BUSINESS (unfinished from last meeting or previous meetings)

NEW BUSINESS (anything not previously discussed)

CLOSING (door prizes, etc.)

ADJOURNMENT

Easy Form for Taking Minutes
Name of Resident Council:
called the Resident Council
(First and last name and title)
Meeting to order at
AM PM on
.
Time)
(Circle One)
(Date)
THE MINUTES of the last meeting were read by
(First and last name)
They were Accepted as Read or Accepted as Corrected. (Circle one)
THE TREASURER'S REPORT was read by _
The balance is $

(First and last name)
and the report will be filed for audit.

PHA MANAGEMENT REPORT was given by
(First and last name)

OTHER PHA STAFF REPORTS (note first and last name)

GUEST SPEAKERS (Speakers and topics)

MOTIONS ARE USED BY RESIDENTS TO MAKE DECISIONS.
Include: 1) the first and last name of the person making the motion and
the first name only of the person who made the second (minutes must
state that it was seconded), 2) the exact wording of the motion, and 3) if
the motion was carried, defeated, or tabled.
OLD BUSINESS (Report on any action on old business.)

MOTION BY: (first and last name)

Motion carried or defeated (Circle one)
NEW BUSINESS (Report the result of any discussion on new business.)

MOTION BY: (first and last name)

Motion carried or defeated (Circle one)
CLOSING

The meeting was adjourned at
(Time)
Submitted by
(Your Printed Name)

AM PM
(Circle one)
(Your Signature)

Extra Page for Motions – Old Business
Resident Council:

Meeting Date:

OLD BUSINESS (Report on any action on old business.)

MOTION BY: (first and last name)

Motion carried or defeated (Circle one)
MOTION BY: (first and last name)

Motion carried or defeated (Circle one)
MOTION BY: (first and last name)

Motion carried or defeated (Circle one)
MOTION BY: (first and last name)

Motion carried or defeated (Circle one)

Extra Page for Motions – New Business
Resident Council:

Meeting Date:

NEW BUSINESS (Report the result of any discussion on new business.)

MOTION BY: (first and last name)

Motion carried or defeated (Circle one)
MOTION BY: (first and last name)

Motion carried or defeated (Circle one)
MOTION BY: (first and last name)

Motion carried or defeated (Circle one)
MOTION BY: (first and last name)

Motion carried or defeated (Circle one)

Resident Council Meeting Notice
If you live here,
You belong to the
Resident Council
Join Us at the Next Meeting:
at
(Day and date)
Speakers

Business items
Old Business:

New Business:

(Time)
In the Community Room Guest

AM PM
(Circle one)

Chinese (Traditional)

Chinese – 居民理事會會議的通知
如果你住在這裡，
你屬於
居民會
加入我們在下次會議上：
為

AM

(Day and date)

(Time)

PM

(Circle one)

在社區室
營業項
目老業
務：

新業務：

如果您需要翻譯，請聯繫建築經理或人力事務協調員。
Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

週日

週一

週二

週三

週四

週五

週六

January – 1 月

May – 5 月

September – 9

February – 2 月

June – 6 月

月
October – 10 月

March – 3

July – 7 月

November – 11 月

月 –4月
April

August – 8 月

December – 12
月

Hmong

Hmong – Pei xeem lub Koom Haum sib tham tsaj tawm
Yog hais tias koj nyob hauv nov koj yog Koom Haum Pej xeem, los koom
nrog peb sib tham tom ntej no

Thaum
(Day and date)

(Time)

AM
PM
(Circle one)

Nyob rau hauv peb chav sib tham
Txoj hau lwm hais txog: Txoj
hau lwm qub:

Txoj hau lwm tshiab:

Sunday

Monday

January – 1 Hlis
February – 2 Hlis
March – 3 Hlis
April – 4 Hlis

Tuesday

Wednesday

May – 5 Hlis
June – 6 Hlis
July – 7 Hlis
August – 8 Hlis

Thursday

Friday

Saturday

September – 9 Hlis
October – 10 Hlis
November – 11 Hlis
December – 12 Hlis

Russian

Russian – Резидентское Уведомление Заседания совета
Если Вы живете здесь,
Вы принадлежите
Резидентский Совет
Присоединитесь к Нам на Следующей Встрече:
на
(Day and date)

AM
PM
(Circle one)

(Time)
в Комнате Сообщества

Деловые Пункты
Старый Бизнес:

Новый Бизнес:

Если Вы нуждаетесь в переводчике, пожалуйста свяжитесь с вашим
Координатором Коменданта или Сферы услуг.
Sunday
Monday
Tuesday Wednesday Thursday Friday
В воскресенье В понедельник Во вторник
В среду
пятницу
В субботу
January – Январь
February – Февраль
March – Март
April – Апрель

May – Май
June – Июнь
July – Июль
August – Август

Saturday
В четверг В

September –
Сентябрь
October
– Октябрь
November – Ноябрь
December –
Декабрь

Somali

Somali - Warbixinta Shirka Resident Council
Haddii Aad Ku Nooshahay Halkaan, Waxaad Ka Mid
Tahay
Resident Council
Nagala Soo Qayb Gal Shirka Soo Socda:
at
(Day and date)

(Time)

AM PM
(Circle one)

Gudaha Community Room-ka
Business items
Old Business:

New Business:

Hadii aad shirka turjumaan ugu baahantahay, fadlan u sheeg maamulaha
sarta ama isku duwaha wax uqabadka dadka (Building Manager or Human
Services Coordinator).
Sunday
Monday
Tuesday
Wednesda Thursday
Friday
Saturday
y
Axad
Isniin
Talaado
Arboco
Khamiis
Jimce
Sabti
January – Janaayo
February – Febraayo
March - Maarso
April – Abriil

May - Maay
June – Juun
July – Luulyo
August – Agoosto

September –
sabteembar
October
– Oktoobar
November –
Nofeembar– Diseembar
December

Spanish

Spanish – Consejo Residente que Encuentra Aviso
Si usted vive aquí,
Usted pertenece a el
Consejo Residente
Afíliese a Nosotros en la Siguiente Reunión:
en
(Day and date)

(Time)

AM
PM
(Circle one)

en el Cuarto de Comunidad
Artículos Comerciales
Viejo Negocio:

Nuevo Negocio:

Si usted necesita a un traductor, por favor póngase en contacto con su Gerente de
Construcción o Coordinador de Servicios Humano.
Sunday Monday Tuesday Wednesday Thursday
Friday Saturday
El domingo El lunes El martes El miércoles
El jueves El viernes El sábado
January – Enero
February – Febrero
March – Marzo
April – Abril

May – Mayo
June – Junio
July – Julio
August – Agosto

September –
Septiembre
October
– Octubre
November –
Noviembre –
December
Diciembre

Appendix C: Elections
Election Checklist
Resident Council:

Election Date:

Follow these election procedures.
YES/NO
Notice of the nominated candidates was given to all residents 30 days before the
election.
Residents were informed of the qualifications required to be nominated for office
30 days before close of nominations.
Notice of the election was given to all residents 30 days beforehand.
The election notice included the following:
o Description of the election procedures
o Eligibility requirements to vote
o Dates of nominations
o Date, time, and location of election
The ballots were counted accurately
Only eligible residents voted

To the best of my knowledge the election was open, fair and honest.

Signature of Election Judge

Original to Family Council Secretary; copy to PHA Site Manager; copy to City
Wide
Updated December 2018

Certification of Resident Council Election
I certify that the residents of
have duly elected the following Resident Council Officer
positions required by the U.S. (Name of Family Site)
Department of Housing and Urban Development, 24 Code of Federal Regulations, Part 964:
Office

Print Name

Phone #

Email

Term

Office

Print Name

Phone #

Email

Term

Office

Print Name

Phone #

Email

Term

Office

Print Name

Phone #

Email

Term

Office

Print Name

Phone

Email

Term

Date of Election:

Signature of Certifying PHA Staff

Title

Signature of Election Judge

Title

Election Judge

Continued on page 2.

Certificate of Resident Council Election, page 2.
Each year we ask all Resident Council Officers to give permission to the PHA to give out their names, addresses and
telephone numbers for official Resident Council business. We do this because the Minnesota Data Practices Act does not
allow the PHA to give out any resident's name, address or telephone number without signed consent. You do not have to sign
this consent form. However, it is important for other members of the Resident Councils, PHA residents, agencies offering
services to residents, and members of the public to know you represent your Council. This consent is good for one year from
the date of my signature unless I inform the PHA in writing that I want to cancel my consent sooner.
CONSENT: I give the St. Paul PHA consent to give out the information listed above for Resident Council purposes:
Signature
Signature
Signature
Signature
Signature
Signature
Signature
Signature
Date
Original to RI Program Coordinator, copy to PHA Site Manager; copy to City Wide Resident Chair
December 2018

Installation of Resident Council Officers
It is my privilege to present the newly elected officers:
To the Chair: Upon you falls the responsibility of leading the organization in all its
endeavors.
Do you solemnly promise to uphold the office of president for your elected term of
office?
Do you promise to perform the duties of your office to the best of your ability and to
keep the trust that the residents of
Hi-rise placed in you at the time of your election? Answer: I DO.
To the Vice-Chair: Do you pledge allegiance to the residents to carry out the
objectives of the Council?
Do you promise to support the president and to preside at meetings when the
president is unable to do so? Answer: I DO.
To the Secretary: Do you pledge allegiance to the residents to carry out the
objectives of the Council?
Do you promise to record the minutes of each Council meeting and to carry out the
necessary correspondence for the residents of
Family Site? Answer: I DO.
To the Treasurer: Do you pledge allegiance to the residents to carry out the
objectives of the Council?
Do you promise to provide accurate financial records for the residents of
Family Site? Answer: I DO.
To the Membership: (Please rise) - Do you pledge loyal support to these officers
whom you have chosen and will you lend your cooperation in making this
administration a successful one? If so, answer WE WILL.
Your officers of
Family Site are now installed for the
coming year.

Installation of the Board
Upon you falls the responsibility of leading the organization in all its endeavors.
Do you agree to work together as a team in accomplishing the goals and objectives of the
Council?
Answer: WE DO.
Do you promise to record the minutes of each Council meeting and to carry out the
necessary correspondence for the residents of
Family Site?
Answer: WE DO.
Do you promise to provide accurate financial records for the residents of
Family Site?
Answer: WE DO.
Do you promise to perform your duties to the best of your ability and to keep the trust that
the residents of
Family Site placed in you at the time of your
election?
Answer: WE DO.
To the membership - please rise. Do you pledge loyal support to this Board whom you have
chosen and will you lend your cooperation in making this administration a successful one?
If so answer: WE WILL.
The new board of
has now been installed for the coming year.

Family Site

Recall Petition
We, the undersigned, petition to hold a recall election to remove
from the office of

for the

following reason(s):
1.
2.
3.

Signature

Revised by the

Address or
Unit #
Required

City Wide Resident Council

Initials of Person
Collecting
Signatures

2019

Appendix D: Finances

Required Posting with Proposed Budget

NOTICE:
By approving the budget, you
authorize your Board to spend up to
the amounts per each budgeted line
item without coming back to you for
additional approval.
However, if any expense would cause
any budgeted line item to go over the
budgeted amount, the Board must
come to the Resident Council for
additional approval before the funds
are spent.

Financial Audit
The financial audit is federally mandated by OMB Circular A-133, Audits of States, Local
Governments, and Non-Profit Organizations. This circular requires that auditors review
internal controls and compliance with legal requirements specific to the funding source.
Financial procedures clarify:

Tasks that need to be done;

Who will do these tasks;

Who will ensure the tasks are done properly.
Budgeting: The Board needs to know:

How much activities will cost;

What funds will pay for these activities

How actual expenses compare to the budgeted amount.
Financial record keeping:

Show day-to-day entries for all monies received or spent, showing source or
destination of funds;

Allow for easy daily calculation of fund balances;

Records should be complete and accurate, producing a clear audit trail.
Financial reports should:

Show any variations between actual and budgeted income and expenses;

Show fund balances on date of report;

Include a narrative to explain significant variations.
Planning and decision-making:

Ensure the Board’s attention is properly balanced between future and past
financial performance;

Requires the financial system to produce good quality information for the
Resident Council and the Board.

Resident Council Debit Card Use Procedures
The Minnesota Office of the State Auditor has a position statement on the use of credit cards by
government employees and officers. Minnesota law states, ‘credit cards should only be used by
those employees and officers otherwise authorized to make purchases and purchases must be
consistent with other state laws.’ Although each Resident Council has the option to obtain a
debit card, which has the major difference of allowing money to be immediately deducted from a
bank account, each Resident Council will be expected to comply with State guidelines when
using a debit card. In accordance with these guidelines, the Resident Councils (designated
nonprofits) have developed and approved the following policies and procedures for debit cards
used by the Resident Councils (RCs) of the PHA.
1. The City Wide debit card will be kept in a locked cabinet with the Resident Initiatives
Program Coordinator. The Presidents Council debit card will be kept in a locked cabinet
in the Presidents Council office. Debit cards assigned to individual Resident Councils
will be kept in a locked cabinet with the site staff person assigned to working with the
Resident Council.
2. Authorized users: Resident Council officers who are approved council check signers.
3. Each authorized user must sign an acknowledgement and acceptance of the debit card
procedures that will be kept on file with the RI Program coordinator, Resident Council
Coordinator, and site management staff, and given to council officers to include in their
Resident Council financial documents. The PHA’s Finance Department will also keep a
copy on file.
4. Purchases need to be pre-approved by the Resident Council and Resident Initiatives
Program Coordinator, Resident Council Coordinator, or appropriate site management
staff person, and fall within the approved council budget.
5. Debit cards must be signed out by an authorized user and returned by the next PHA
business day. Authorized users must retain any invoices, detailed receipts for
purchases, and packing slips, attach them to a disbursement form, and submit them to
the Resident Initiatives Program Coordinator, Resident Council Coordinator, or
appropriate site management staff person when returning the debit card. This
documentation will be kept in a secured area of the Resident Council office with other
financial documents to support monthly reconciliations.
6. The debit card may not be used for personal purchases. The debit card number cannot
be associated with any individual Resident Council officer’s personal account.
7. A new debit card will be requested at the beginning of each new Resident Council cycle,
and the old debit card destroyed.
8. The use of the debit card will fall under the same PHA audit process as the Resident
Council checking/savings accounts.
__________________________________
Resident Council Authorized User

Date

City Wide and Family Resident Council
Stipend Check Request Form
Resident
This section must be filled out completely for each request. Please Print
Date: __________________
Pay to the Order of: ___________________________
Amount Requested: ________________
Purpose: ______________________________________________________________
Signature_________________________________________
Authorized Check signer (Chair, treasurer)
This section must be filled out completely for each check. Please Print
Check Number: _____________
Check Date: ______________________
Check Amount: _____________________
Check Made Out To: __________________________________________
Purpose:
______________________________________________________________________
_____
Check signed by:

_________________________

Receipts, flyers or signed attendance sheet (other documentation) must be attached to
check request before check can be written. Inadequate documentation may result in loss
of Resident Participation Funds.

Vending Contract
This Vending Contract is made on the ______ day of ______ (Month and Year) (“Effective
Date”), by and between [insert VENDOR]
and the ___________________________________Family Resident Council.
PURPOSE:
The purpose of this Contract is for VENDOR to provide vending services at:
.
DEFINITIONS:
“FAMILY” means the St. Paul Public Housing Agency Family site located at
______________________
____________________________________________________________________________
_______.
“FAMILY RESIDENT COUNCIL” means the Resident Council at
_____________________________
____________________________________________________________________________
Family.
“PHA” means the St. Paul Public Housing Agency.
“VENDOR” means __________________________________, whose main office is located at
____________________________________________________________________________
_______.
VENDOR RESPONSIBILITIES:
1. VENDOR agrees to install, operate and maintain coin, currency or debit/credit card vending
machines capable of automatically dispensing permitted items at Family site. VENDOR will own,
purchase or rent vending machines.
2. Vending equipment must meet all applicable federal, state and local health specifications.
3. VENDOR will keep the machines clean and in proper working order.
4. VENDOR agrees to keep machines adequately stocked.
5. VENDOR will promptly remove and replace outdated or expired food or beverage items.
All products must be pre-packaged and clearly labeled with date of expiration.
6. VENDOR shall comply with all applicable federal, state, and local regulations and
qualifications regarding signage, packaging, labeling, ingredient listing, and standards for
products and machines.
7. VENDOR agrees to provide and/or display Family Site Council with current state license.
8. VENDOR agrees to participate in and comply with the Healthier Vending Program
Agreement standards that apply to the 4 (four) Family sites of the PHA. The Healthier Vending

Program Agreement entered into by Vendor is incorporated herein, and is attached to this
contract
9. VENDOR shall assume all risk for any loss of its equipment from whatever cause.
10. VENDOR will make refunds whenever a customer makes a complaint. VENDOR agrees to
participate in the refund program established at FAMILY Site.
11. VENDOR agrees to resolve machine malfunctions within 48 (forty-eight) hours of being
notified of the malfunction or VENDOR’S discovery of malfunction, whichever is first.
12. VENDOR agrees there shall be no price increases the duration of the contract.

COMPENSATION:
1. VENDOR shall contribute a donation to the FAMILY SITE RESIDENT COUNCIL for the
exclusive right to operate food and beverage vending machines at FAMILY Site. Compensation
is paid on the adjusted gross sales.
a. Adjusted Gross Sales are defined as gross receipts less federal, state and local sales
and tax (es) existing at the time the payment is due.
b. Donations are paid on all the vending machines unless otherwise noted on this
contract.
2. Payment is due by check made out to the ______________________FAMILY SITE
RESIDENT COUNCIL by the 20th (twentieth) of the following month that monies have been
collected.
3. The donation is paid in full at the rate of___________% of adjusted gross sales for all of the
following vending machines unless otherwise agreed upon in writing by the council. Check all
that apply:
Beverage, cold
_____________Beverage, hot
Cold Food Carousel
_____________Snack Machine
Frozen Food Machine
_____________Quarter Candy Machine
RECORDS:
VENDOR agrees to maintain complete and accurate records of all sales made through the
vending machines located at the FAMILY SITE. VENDOR agrees to submit monthly written
reports of sales at the time of payment to FAMILY SITE RESIDENT COUNCIL.
LIABILITY INSURANCE:
VENDOR agrees that all VENDOR employees or contractors providing services pursuant to this
Contract will be covered by the appropriate insurance, including, but not limited to professional
liability insurance at appropriate levels.

INDEMNIFICATION:
VENDOR agrees to indemnify, defend, and hold harmless the PHA, the FAMILY SITE
RESIDENT COUNCIL, and the board members and officers of the PHA and/or the FAMILY
SITE RESIDENT COUNCIL, from all losses, liabilities, liens, costs, damages, expenses,
penalties, or charges suffered or incurred as a result of, or in connection with, any demand,
claim, action, or proceeding asserted, commenced, or threatened by any party (a “Claim”) that is
based on any allegation that tortious conduct by VENDOR or VENDOR’s officers, directors,
employees, agents or representatives caused death or bodily injury or the damage, loss, or
destruction of real or tangible personal property of third parties; provided, that such
indemnification shall not be applicable to Claims that arise as the result of acts of tortious
conduct by any PHA Indemnitee.
To the extent not prohibited by law, the FAMILY SITE RESIDENT COUNCIL will indemnify,
defend, and hold harmless VENDOR and its affiliates, and the respective employees, officers,
directors, and agents of VENDOR and its affiliates, from all losses, liabilities, liens, costs,
damages, expenses, penalties, or charges suffered or incurred as a result of, or in connection
with, any Claim that is based on any allegation that tortious conduct by the Resident (s) or the
FAMILY SITE RESIDENT COUNCIL’S officers, directors, employees, agents or representatives
caused death or bodily injury or the damage, loss, or destruction of real or tangible personal
property of third parties.
VENDOR shall, during the term of this Contract, carry with a recognized liability
insurance carrier or through self-insurance, commercial general liability insurance protecting
the FAMILY SITE RESIDENT COUNCIL and the PHA from claims of others which may arise by
reason of any accident resulting in death or of injury to any person or damage to property, which
occurs as a result of VENDOR’S performance of or failure to perform its responsibilities
pursuant to this Contract. That insurance shall have limits of liability of no less than the limits of
liability set forth in Minnesota Statutes, Section 466.04. VENDOR shall within 15 (fifteen)
calendar days of the date of execution of this Contract, furnish the FAMILY SITE RESIDENT
COUNCIL with a Certificate of Insurance evidencing the existence of such a policy and showing
the FAMILY SITE RESIDENT COUNCIL and the PHA as an additional insured.
TERM AND TERMINATION:
This Contract will begin on __________, 20___, and terminate on ________, 20___. The term
may be extended only upon mutual written agreement of the parties.
The parties may terminate this Contract at any time by written mutual agreement. Each party
may terminate this Contract at any time by providing 30 (thirty) days written notice of the
termination to the other party. Any notices to terminate under this Contract will be delivered via
certified or overnight mail, with proof of delivery, to the parties at the following addresses, or
such other address as stated by the party via notice pursuant to this section:

VENDOR shall send notices to:
___________________________________________________FAMILY SITE Resident
Council
________________________________________________________________________
Saint Paul, Minnesota ___________________________________(zip code)
Attn: Board Officer
Attn: Board Officer
1. Notices will be considered as given upon evidence of proof of receipt or refusal to accept
delivery.
INDEPENDENT CONTRACTOR:
All services provided by VENDOR and its staff under this Contract shall be provided by
qualified, professional employees of VENDOR or on an independent contractor basis, and the
members or Officers of FAMILY SITE RESIDENT COUNCIL shall not be considered employees
or agents of VENDOR. This Contract shall not be construed as a legal partnership.
SUBCONTRACTOR:
This Contract is written between VENDOR and FAMILY SITE RESIDENT COUNCIL. This
contract may not be sold or sublet to a sub-contractor without the prior written approval of the
FAMILY SITE RESIDENT COUNCIL.

ADDITIONAL PROVISIONS TO THIS CONTRACT: **
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________
**The provisions above must be presented to the FAMILY SITE Resident Council for approval
before the contract is signed.
IN WITNESS WHEREOF, the parties by their duly authorized representative have entered into
this Contract as of the date first written:

(Vendor)_____________________________________________________________________
____

_________________________________________ (Resident Council Officer)
Signature

Date

_________________________________________ (Resident Council Officer)
Signature

Date

Vendor Contract approved by Presidents Council on February 27, 2017
Vendor Contract approved by City Wide Resident Council in 2018

Family Site Council Healthier Vending Program Agreement
Revised May 2016

Position Statement
Healthy eating is a vital part of good health. Eating healthier improves energy levels,
helps with control of cholesterol, blood pressure and weight. Most Americans consume
too many sugar sweetened beverages and other foods high in calories, salt, and sugar,
contributing to excess weight gain and chronic diseases. Healthier vending standards
give people more nutritious choices which can help prevent heart disease, diabetes,
cancer, joint problems and other chronic conditions.
Therefore:
It is agreed that _________________ (vendor name or company) will offer vending
items that meet the following standards and will implement the following practices and
procedures at ___________________ (FAMILY SITE name).

1.) Nutrition standards for beverages and food items
Healthier Beverage Standards
At least 50% of vending machine spaces or slots will be stocked with beverages
that meet the Healthier Beverage Choices.
HEALTHIEST CHOICES
HEALTHIER CHOICES
 Water
 Low fat (1% or 2% fat) milk,
unflavored
 Water with carbonation and
 Low calorie beverages with less
flavors, but no sugars added
than 40 calories per container
 Fat-free (skim), unflavored milk
 V8 vegetable juice, low sodium,68oz
 Tea or coffee with no sugar added

Healthier Snacks and Food Standards
A minimum of 5 Healthier Choices will be available at sites with only a snack
machine.
A minimum of 10 Healthier Choices will be available at sites with a snack and cold
machine.
SNACKS with less than 200 calories
MEALS with less than 400 calories
AND 200 mg sodium
AND 480 mg sodium
 Whole grains-cereal, granola bar,
 Whole grain sandwich with lean
oatmeal
meat
 Low fat dairy (milk, yogurt, cheese
 Salads with low fat dressing
sticks)
 Hard boiled eggs
 Veggies & dip
 Fruit (fresh, unsweetened canned,
 Microwave meals or soups
dried)
(including meat and vegetables)
 Baked chips or crackers, nuts or
seeds

2.) Vendor shall implement and use the following pricing,
placement and labeling practices





Comparable Price - Healthier options must be the same price or lower than
items that don’t meet the healthier criteria.
Eye Level Placement - Items meeting the healthier standards must be placed so
that they are visible at eye level, generally in the center of the machine and close
to the selection buttons.
Healthy Labels - Slots with healthier drinks, snacks or meals must be clearly
labeled and only contain healthier items that meet the healthier standards set
forth above.
Nutrition Education Information – Including posters, fliers etc. are easy to see
and read near the vending machines must be consistent with the healthier PHA
Healthier Vending Program.

3.) Implementation Procedures
a. _____________________________________ (Vending Rep) will be the
program contact person for the Vendor for all questions regarding the Healthier
Vending Program.
b. The Vendor will be responsible for assuring that healthier beverage and food
options are stocked and placed in the vending machines according to the
standards above.
c. All healthier beverage and food items will be priced less than or equal to the price
of the comparable items or items that they have replaced.
d. The healthier standards for beverages and food items may not be changed
without permission of the family site council.
e. The Vending Rep will monitor the vending machines to make sure that the proper
product placement, labels, and pricing practices are being used for the healthier
items, and that nutritional information is in appropriate places.
f. The Vending Rep must address with the vendor any reports of noncompliance in
a timely manner.
g. The Healthier Vending Program Agreement is incorporated by reference into the
Vending Contract, and shall be renewed yearly as part of that contract.
Accepted and Agreed:
Vendor:

_________________ (signature) _________________ (printed)
Vending Rep:

__________ (date)

_________________ (signature) _________________ (printed)

__________ (date)

Use of Community Center
Residents have the right to reserve use of rooms at the Community Center for special
occasions, provided that a Space Use Agreement is signed and approved by PHA
management.
There are conditions and restrictions on the use of common space in the center. The
resident sponsoring the event is responsible for the activities and behavior of anyone
attending the event for which the space is being used, as well as any PHA or Resident
Council property. This is a condition of your lease.
The center may not be used for any individual resident or non-resident to conduct
activity relating to sales to the general population of the building. A resident, however,
may complete a Space Use Agreement and host, for example, a Tupperware party that
is by invitation only. The number of guests must stay at the number noted on the Space
Use Agreement.
If the community space is not returned to the original condition prior to the event, please
see the Space Use Agreement for direction.
Space Use Agreements are required for all events, however in order to ensure access
to events that benefit residents:
All fees will be waived for the following types of events:




Nonprofit Organizations (Events sponsored by or affiliated with a nonprofit
organization)
Service Events (Events dedicated to providing a service to the residents of the
building)
Political Candidates (Events sponsored or officially endorsed by a political
candidate)

Resident Facility Use Agreement
In using the assigned space, the Resident agrees:
1. To use this space for the stated purpose and needs to be present at all times.
2. The resident will pay a non-refundable rental fee of $25 and a damage and cleaning
deposit of $50.
3. The resident shall provide his/her own equipment, supplies or materials that are preapproved.
4. The resident shall be responsible for returning the assigned space and/or equipment to the
PHA in the same condition as it was when received. The PHA may assess the resident for
the cost of any repairs and/or cleaning resulting from and necessitated by the individual's
use of the assigned space and/or equipment. Necessary cleaning supplies are to be
furnished by the resident. Costs in excess of the damage and cleaning deposit will be
charged to the resident. If there is no damage or excess cleaning, the deposit will be
returned to the resident.
5. No smoking, alcoholic beverages, or illegal activities are allowed on the premises.
6. If you are going to be late, call the center at _________________prior to 15minutes of your
scheduled start time. You must talk directly to the Clerk on duty; do not leave a message. If
you do not arrive and have not made contact with a clerk within 30 minutes of your start time,
your reservation will be cancelled and your deposit will not be refunded.
7. The resident, by signing this Agreement, releases, discharges and agrees to indemnify the
PHA from liability for any cost, damage, expense, injury or other casualty to any person or
property caused by or resulting from the resident's use of the assigned space or of other PHA
property or grounds.
Name:
Address:
Date:

PHA of the City of St. Paul Authorizes
Signature:
Human Services Coordinator/Housing Manager
Date:
Assigned Room________________

Signature
Date of Event_______________________

Number of People__________

Purpose of Event__________________________________________________________

Payment Received M.O.#/Amt.

Date

Staff Initial____

Deposit Received M.O.#/Amt.

Date

Staff Initial____

Deposit Returned M.O.#/Amt.

Date

Staff Initial____

Deposit not returned for the following reason(s):__________________________________

HD-616 Rev. 11/2018

Room Reservation Check-in Form- Community Room
Resident

Address

(Check appropriate box The Kitchen will be used The Kitchen NOT to be used)
Check-in Condition

Check-out Condition

Floors
Walls
Windows
Tables & Chairs
Garbage Removed
Personal Items
Kitchen
Stove Top
Oven
Broiler
Refrigerator
Sink
Floor
Dishwasher
Hallways
Bathrooms
Any pre-existing damages, stains, broken chairs, tables or marks on Furniture, floors or
Carpet, should be noted above.
Additional Comment:

I agree with conditions as stated above:
PHA Staff Signature
Provider Signature
(Both Must Sign at Check-in and check-out)
Important Reminders:
 Although we have janitorial service, their job is not to clean up after an event.
 Rooms are usually used by several providers a day. The room must be left as you found it,
and in acceptable condition for the next group.
 Failure to leave the room in the same condition as it was found can result in loss of use
privilege and / or charges for cleaning or damage which will come out of your damage
deposit.
 It is the residents’ responsibility to notify the Center Clerk when you are done so the room
can be locked up. Failure to do so may result in unauthorized people entering the room and
creating damage that can be assessed to your account.
 As the Event Host and the person who requested the Event Booking, you are not to leave
the event.
 Tables and Chairs must be returned to original layout if moved.

Kitchen Usage
The kitchens at PHA property are NOT certified by the State of Minnesota to use to
“cook from scratch”.
“Cook from scratch” means to prepare food from a selection of raw ingredients.
Kitchens can generally be used by the Resident Councils to reheat food in them, and
can be used by individuals who have entered into a space agreement. The same raw
food guidelines remain in place.

