
 

 

 
 
 
 
 
 
 
Meeting: Metro Council Work Session  
Date: Tuesday, March 13, 2012 
Time: 2 p.m.  
Place: Council Chambers 
 

 
CALL TO ORDER AND ROLL CALL 

2 PM 1.  ADMINISTRATIVE/ COUNCIL AGENDA FOR  
MARCH 15, 2012/CHIEF OPERATING OFFICER 
COMMUNICATIONS 

 

    

2:15 PM 2. SOLE SOURCE CONTRACT FOR CEMETERY OPERATIONS 
CONSULTANT – INFORMATION / DISCUSSION  
 

Collier 
Slyman  
Fox 
     

2:35 PM 3. COUNCIL LIAISON/PROJECT PROPOSAL PROCESS – 
INFORMATION / DISCUSSION  
 

Shaw  
Deverell  

    

2:55 PM 4. COUNCIL LIAISON UPDATES – INFORMATION / 
DISCUSSION  
 

 
  

    

3:25 PM 5. COUNCIL BRIEFINGS/COMMUNICATION 
 

 

    

ADJOURN 

 
 
 



Agenda Item No. 2.0 

 
 
 
 
 
 
 

SOLE SOURCE CONTRACT FOR 
CEMETERY OPERATIONS CONSULTANT 

  
 

Metro Council Work Session 
Tuesday, March 13, 2012 
Metro, Council Chamber 

 



 
METRO COUNCIL 

 
Work Session Worksheet 

 
Presentation Date: March 13, 2012  Time: 2:15pm   Length: 20 minutes 
 
Presentation Title: Sole Source Contract for Cemetery Operations Consultant   
 
Service, Office, or Center:  Parks and Environmental Services    
            
Presenters (include phone number/extension and alternative contact information):       
                                                                                                                         
Tim Collier, Deputy Chief Financial Officer     Ext 1913 
Paul Slyman, Director Parks and Environmental Services  Ext 1510 
Rachel Fox, Cemetery Program Manager    Ext 1856 
 
ISSUE & BACKGROUND  
From January 2011 to present, Metro cemetery staff, parks operations staff and the Office of the Metro 
Attorney have created an interment verification and soil management plan.  This plan was presented to 
Metro’s Chief Operating Officer in December and after contract negotiations with the grave opening and 
closing contractor, Suhor Industries, in January 2012 the soil management plan went into effect February 1, 
2012. 
 
Metro senior leadership requested that an independent consultant examine Metro’s interment verification 
and soil management practices.  Metro requests that the consultant advise Metro if these practices meet or 
exceed industry best practices and make suggestions for improvements that are compatible with the 
sustainable program operations. 
 
OPTIONS AVAILABLE  
Metro staff has made outreach in the cemetery and funeral industry requesting information on an 
independent consultant to examine Metro’s interment verification and soil management practice. Metro’s 
cemetery program manager contacted the International Cemetery Crematory and Funeral Association’s 
(ICCFA) General Counsel and CEO, Robert Fells. Mr. Fells indicated that this is a unique request for 
service and recommended that Paul Elvig of Everett, Washington, provide this service.  Mr. Elvig comes 
with a background in working for the State of Washington as a compliance manager for their cemetery and 
funeral oversight board.  He also served as the General Manager for a private cemetery and funeral home 
establishment and was the President of the ICCFA. Mr. Elvig has provided testimony to US Congress with 
matters relating to the cemetery and funeral trades and has served as an expert witness in the industry.  
 
The Metro Procurement Officer believes that the specialized and unique function of this consultant 
warrants the use of a sole source contract, and that such action is in accordance with Metro Code 2.04 and 
the Oregon Public Contracting Code, ORS Chapter 279, dealing with sole source procurements. 
 
 
IMPLICATIONS AND SUGGESTIONS  
By retaining the services of Mr. Elvig, Metro will be able to better align its operations to cemetery industry 
best management practices.   
 
QUESTION(S) PRESENTED FOR CONSIDERATION  
Staff is requesting that the Metro Council approve Resolution 12-4336 for the sole source procurement of 
the services provided by Paul Elvig. 
 
LEGISLATION WOULD BE REQUIRED FOR COUNCIL ACTION  X  Yes  
DRAFT IS ATTACHED       X  Yes  
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BEFORE THE METRO COUNCIL CONTRACT REVIEW BOARD 
 
 

RESOLUTION OF METRO COUNCIL, ACTING 
AS THE METRO CONTRACT REVIEW BOARD, 
FOR THE PURPOSE OF APPROVING A SOLE 
SOURCE CONTRACT FOR THE PROCUREMENT 
OF AN INDEPENDENT CEMETERY 
OPERATIONS CONSULTANT 

)
)
) 
) 
) 
) 

 RESOLUTION NO. 12-4336 
 
 
Introduced by Chief Operating Officer 
Martha J. Bennett, with the concurrence of 
Council President Tom Hughes 

 
 

 WHEREAS, pursuant to ORS 279A.060 and Metro Code 2.04.010, the Metro Council is designated 
as the Metro Contract Review Board for the agency; and 
 
 WHEREAS, Metro owns and operates a system of 14 public Pioneer Cemeteries, conducting  
an estimated 130 interments a year; and 
 

WHEREAS, the Metro Pioneer Cemeteries Program has, over time, refined and strengthened its 
interment verification,  grave opening and cemetery soil handling procedures, and has recently established 
more vigorous policies and procedures governing the inadvertent discovery of human remains and funerary 
objects; and 
 
 WHEREAS, it has been determined that an independent cemetery consultant is now needed to 
perform a best industry practices review of Metro’s excavation, interment and soil management policies and 
procedures; and 
 

WHEREAS, the conduct of cemetery operations are typically confidential and trade secret, and a 
unique and distinct base of knowledge is required in order to discern best management practices, and the 
Chief Operating Officer has determined that Paul Elvig is a nationally recognized provider of this type of 
service; and  
 
 WHEREAS, Mr. Elvig possesses over 22 years of cemetery operations experience, in addition to 12 
years of service with the State of Washington Cemetery Board as a Licensing and Compliance Manager.  
Working with cemeteries throughout the country, Mr. Elvig has developed a high level of expertise that 
would make it impractical to procure these services competitively; and 
 
 WHEREAS, the Metro Procurement Officer believes that specialized experience and unique 
qualifications of this consultant warrants the use of a sole source contract, that it would be impractical to 
conduct a competitive solicitation process to procure a consultant having such expertise; and that such action 
is in accordance with the Oregon state law providing for sole source procurements (ORS 279B.075) and 
Metro Code Section 2.04.062; and 
 

WHEREAS, Metro Code Section 2.04.062 provides that Metro may award a contract for services 
without competition when the Metro Contract Review Board determines that the needed services are 
available from only one source; now therefore 
 
 BE IT RESOLVED that the Metro Council acting as the Metro Contract Review Board authorizes 
the Metro Chief Operating Officer to negotiate and execute a sole source contract with Paul Elvig for the 
purpose of providing a best practices review of Metro’s cemetery interment and soil a management policies 
and procedures.  
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ADOPTED by the Metro Council Contract Review Board this ____ day of March 2012. 
 
 

 
Tom Hughes, Council President 

 
 
Approved as to Form: 
 
 
       
Alison Kean Campbell, Metro Attorney 



STAFF REPORT 
 
 

IN CONSIDERATION OF RESOLUTION NO. 12-4336, FOR THE PURPOSE OF 
APPROVING A SOLE SOURCE CONTRACT FOR THE PROCUREMENT OF A 
CEMETERY OPERATIONS CONSULTANT     
 

              
 
Date: March 13, 2012 Prepared by:  

Rachel Fox, 797-1856 
Tim Collier, 797-1913 

 
 
BACKGROUND 
 
Metro operates a system of 14 Pioneer Cemeteries, conducting roughly 130 interments annually.  Metro 
Pioneer Cemeteries staff, Parks and Environmental Services staff and the Office of the Metro Attorney 
have, over time, refined and strengthened the interment verification,  grave opening and cemetery soil 
handling procedures that Metro inherited from Multnomah County when it received the Pioneer 
Cemeteries in 1995.  Beginning in 2011, after the discovery of human remains at Metro’s soil storage site 
in Fairview, Metro Pioneer Cemeteries established more vigorous policies and procedural safeguards 
governing the inadvertent discovery of human remains and funerary objects, and created an interment 
verification and soil management plan.  This plan was presented to Metro’s Chief Operating Officer in 
December, 2011, and after contract negotiations with the grave opening and closing contractor, Suhor 
Industries, in January 2012, the soil management plan went into effect February 1, 2012. 
 
Metro senior leadership requested that an independent consultant examine Metro’s interment verification 
and soil management practices.  Metro requests that the consultant advise Metro if these practices meet or 
exceed industry best practices and make suggestions for improvements that are compatible with 
sustainable operations. 
 
Staff has made inquiry throughout the cemetery and funeral industry and determined that Paul Elvig of 
Everett, WA has the required knowledge and expertise to perform this work. Furthermore, Metro’s Chief 
Operating Officer has determined that he is uniquely qualified to perform the service required by this 
contract.  Therefore, it is recommended that a sole source contract be awarded without a competitive RFP 
process.  Mr. Elvig’s unique qualifications are noted in Attachment 1.  The Metro Procurement Officer 
believes that the specialized and unique function of this consultant warrants the use of a sole source 
contract, and that such action is in accordance with Metro Code Section 2.04.02 and the Oregon Public 
Contracting Code, ORS Chapter 279B.075, providing for sole source procurements. 
 
ANALYSIS/INFORMATION 
 
1. Known Opposition  None known. 
 
2. Legal Antecedents  Metro Code 2.04.062, 2.04.010, ORS 279A.060, ORS 279B.075. 
 
3. Anticipated Effects Procurement process will be expedited, allowing for a contract to be executed 

promptly. 
 



4. Budget Impacts The cost of this service is not anticipated to exceed $20,000.  Budget authority for 
this action will be approved with the adoption of Resolution 12-4336. 

 
 
RECOMMENDED ACTION 
  
It is recommended that the Metro Council, acting as Public Contract Review Board, approve the entry 
into a sole source contract with Paul Elvig.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Attachment 1 – Resolution No.12-4336 
 

PAUL M. ELVIG 
Evergreen-Washelli Memorial Park and Funeral Home (retired) 

Seattle, Washington 
 

(Home) 425-743-2127 (cell) 425-361-5332 
 

paul@elvig.org  
 

Professional Background 
 
1990 to date Evergreen-Washelli Memorial Park and Funeral Home – Seattle, WA 

- 1,500 case per year funeral home 
- 1,400 burials per year endowment care cemetery 
- 850 case per year crematory  
- 95-102 employee facility 
Chairman, Endowment Care Board of Trustees 2004 to date 
General Manager, 2005-07 (Retired 12-31-2007) 

  President & CEO, 2004-05 
Vice President of Administration, 1990-2004  

Portfolios: 
   -    Corporate development   

- At-need cemetery and funeral sales and service 
- Governmental and legal affairs 
- Employee & customer dispute resolution   

 
1978 - 1990  Department of Licensing – Program Manager 
  Portfolios 

- Cemetery Board, 1978-90 
o Brought criminal and administrative charges against offenders – jail 

time for two 
o Re-wrote and organized Revised Code of Washington, submitted 

same to the 1987 session of the Legislature – passed & signed intact 
by Governor Gardner 

o Audited all state endowment care and pre-arrangement trust funds 
o Investigated and processed all consumer complaints 

- Funeral Directors and Embalmers Board, 1988-90 
o Licensed all funeral directors and embalmers 
o Issued all establishment and pre-arrangement sales licenses 
o Redesigned the state board examination tests 
o Developed board Washington Administrative Codes regarding 

standards  
o Brought unprofessional conduct charges against licensed parties (4) 

 
 
1969 – 1987* Greenacres Memorial Park and Funeral Home, Ferndale, WA  

Manager 
- 300 case per year endowment care cemetery  
- 150 case per year funeral home 
*    (1978-87 duties split between State Cemetery Board and Greenacres) 

Trade and Regulation Association Activities 
 

mailto:paul@elvig.org�


1990 - Date  International Cemetery, Crematory and Funeral Association (ICCFA a                                                 
7,700 member trade association)  

   -    President 2007-08 
   -    Vice President – Products and Services 1 yr – Industry Relations 3-yrs 

       – Membership 2-years 
- Industry spokesperson before the House Energy & Commerce 

Subcommittee 
                              January 2010 re: H.R. 3655, the Bereaved Consumers Bill of Rights Act  

- Industry spokesperson before the House Veterans Affairs Committee -- 
hearing – National Cemeteries and Memorialization – April 2005 -          
Washington DC 

- Industry spokesperson before the Senate Special Committee on Aging – 
hearing April 2000 – Washington DC 

- Industry spokesperson before the Federal Trade Commission –  November 
1999 and June 2002 – Washington DC 

 
1991 - 1999  Washington State Cemetery and Funeral Association – Board of Directors 

- President 1994-96 
- Testimony before various committees of the Washington and Idaho 

legislatures … licensing/oversight issues 
- Revised Code Of Washington review and legislative recommendation 

 
1986 – 1990  National Cemetery Regulators Association   

President 1987-89 
   Federal Trade Commission hearings representative 1988 

- Conducted nationwide pre-paid, out-of-state stored merchandise on-sight 
audits (Minnesota, South Carolina and Arkansas) 

 
1969 – date  Unique Funeral/Cemetery industry activities 

- Supervised over 40 “permitted” disinterments in Whatcom County 
- Re-constructed destroyed cemetery records from the ‘50s & ‘60s for 

bankruptcy proceedings 
- Directed by a federal court to oversee 100 plus disinterments at Highland 

Memorial Park – Everett – bankruptcy proceedings 
- 1981 & 1996 “Person-of-the-Year” recipient – Washington State Cemetery 

and Funeral Association 
 

Community Activities  
- President – Camas-Washougal  Jaycees 1967-8 
- President Bellingham Jaycees 1974-5 
- Whatcom County Rural Library Board 1980-1988 (Chair 1984-88) 
- Chair – Whatcom County Republicans 1975-1978 
- Chair – Snohomish County Republicans 1992-1996 
- Presidential Electoral College 1976 and 1980 
- Toastmasters  
- Church activities … Adult Sunday School … Former Elder  

 
 
 

PUBLISHED ARTICLES 
 
ICCFA Magazine (International Cemetery, Cremation and Funeral Association) – August-September 
2011: My 90 minutes with ’60 Minutes’  
 
ICCFA Magazine – July 2011:  New cemetery for a forgotten people 



 
ICCFA Magazine – February 2010:  A day in D. C. Looking for friends in Washington 
 
ICCFA Magazine – January 2010:  How a librarian hired by funeral directors learned to run a cemetery 
 
The Insider – Washington Cemetery & Funeral Association – January 2010  “Mr. Elvig goes to 
Washington … again” 
 
Encyclopedia of Death & the Human Experience  - Burial Laws (Contributor within 2-volume encyclopedia 
by Clifton Bryant & Dennis Peck editors) - Sage Reference Publications – 2009 
 
ICCFA Magazine - August-September 2009:  Take care with people wanting to ‘cash out’ graves, 
prearrangements 
 
ICCFA_Magazine – June 2009:  When a memory trumped the rules  
 
The Insider – Washington Cemetery & Funeral Association – January 2009:  “I Have This Choice Lot” 
 
The Insider – Washington Cemetery & Funeral Association - December 2008:  Driftwood –Breaking the 
rules 
 
ICCFA_Magazine – August-September 2008: Capitol Hill Diary … AK-47s, Congressional offices and 
sore feet 
 
ICCFA Magazine – March-April 2008: Former librarian knows where he’ll be ‘filed’ 
 
ICCFA Magazine – March-April 2008: President’s letter: Planning for the ICCFA’s future  
 
ICCFA Magazine – January 2008:  President’s letter:  Gaining friends by association 
 
American Cemetery – January 2008:  ICCFA President’s State of the Industry – challenges and 
opportunities abound  
 
ICCFA Magazine – December 2007:  President’s letter:  Steering the ICCFA to welcome the future 
 
ICCFA Magazine – November 2007: President’s letter:  Advance shopping/selling is good for all 
 
ICCFA Magazine – October 2007:  President’s letter:  Let’s find something else to argue about 
 
ICCFA Magazine – August-September 2007:  President’s letter:  Advice from a former state bureaucrat 
 
ICCFA Magazine – June 2007:  President’s letter:  Seeing the convention through fresh eyes  
 
ICCFA Magazine – May 2007:  President’s letter:  Now, that’s personal 
 
International Cemetery & Funeral Management – January 2005:  Betting On Success:  It’s More than 
Luck 
 
International Cemetery & Funeral Management – August-September 2005:  Washington, D.C. – in and 
out 
 
International Cemetery & Funeral Management – June 2005:  Washington report (by Fells) ICFA testifies 
on burial benefits (on Elvig)  
 
International Cemetery & Funeral Management – August-September 2004:  Getting to Know You … 
Getting To Know All About You 



 
The Insider – Washington Cemetery & Funeral Association – August 2004:  A Friend remembers Dave 
Daly 
 
International Cemetery & Funeral Management – February 2002:  Seven Steps to Building a Relationship 
with Your Congressional Delegation – your business will depend on it 
 
International Cemetery & Funeral Management – January 2000: Washington report (by Fells) FTC 
Funeral Rule Workshop Provides Insights by the Participants (on Elvig) 
 
The Western Reporter – December 1990:  Is Your Cemetery’s Growth on Target? 
 
The Washington State Cemeterian – April 1989 – Cemetery Board adopts Rules – Grants Authority 
 
Note:  Paul Elvig wrote numerous articles in cemetery/funeral journals through the 1980’s and 1990’s … 
locating copies can be difficult, but not impossible  

 
 

CONGRESSIONAL & FEDERAL AGENCY TESTIMONY OF RECORD 
 
January 27, 2010 U. S. House Energy and Commerce Subcommittee on Commerce, Trade and 
Consumer Protection, representing the International Cemetery, Cremation and Funeral Association 
regarding H.R. 3655; directing the FTC to expand regulation to cemeteries and third-party sellers.  
Testimony is published and video recorded which is available over the web from the House Committee.   
 
April 20, 2005  U. S. House Committee on Veteran’s Affairs Subcommittee on Disability 
Assistance and Memorial Affairs – Represented the Funeral and Cemetery Industries regarding veteran’s 
death benefits and memorial funding.  Testimony is published and recorded available by web.   
 
June 7, 2002   Federal Trade Commission hearing in DC on the Telemarketing Sales Rule – 
Represented the International Cemetery and Funeral Association in testimony, published record and 
recorded FTC hearing regarding the use of TSR as it relates to the industry. 
 
April 11, 2000  US Senate Special Committee on Aging hearing held in DC – official spokesman 
for the ICFA – testimony both written and recorded by C-SPAN.  In addition to prepared remarks, 
responded to US Senators questions.   
 
November 1999  Federal Trade Commission hearing in DC regarding expansion of the Funeral 
Rule to Cemeteries.  Official spokesman for the ICFA – testimony both written and recorded by FTC staff.   
 
1988   Federal Trade Commission hearing held in San Francisco regarding expanding 
the Funeral Rule.  Represented the National Regulators Association regarding state oversight.   
 
 

Other Personal Information 
 
Employment Prior to Cemetery/Funeral Industry:  Public Library Systems 
 
Resides:  315 138th PL SE, Everett, WA 98208 
  
Personal:  Age 69, Married 29 years,  Children ages 27 and 24 
 
Google search will provide some photos and addition public activities 
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Metro Council Work Session 
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Metro, Council Chamber 
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Metro Council Work Session 
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Materials following this page were distributed at the meeting. 



 

 

 
 
 
 
 
 
 
Meeting: Metro Council         

Date: Thursday, March 15, 2012  

Time: 2 p.m.  

Place: Metro, Council Chamber 

 

 
CALL TO ORDER AND ROLL CALL 

 1.  INTRODUCTIONS  

 2. CITIZEN COMMUNICATIONS  

 3. CONSIDERATION OF THE MINUTES FOR FEB. 23, 2012  

 4. ORDINANCES – FIRST READING   

 4.1 Ordinance No. 12-1272, For the Purpose of Amending Metro Code Chapter 
5.01 to Repeal Provisions Related to Transfer Station Areas.  

 

 4.2 Ordinance No. 12-1273, For the Purpose of Amending the FY 2011-12 Budget 
and Appropriations Schedule, Recognizing New Grants, Donations and Other 
Contributions and Amending the FY 2011-12 through FY 2015-16 Capital 
Improvement Plan. 

 

 5. RESOLUTIONS  

 5.1 Resolution No. 12-4332, For the Purpose of Approving the 2012-2015 
Metropolitan Transportation Improvement Program for the Portland 
Metropolitan Area. 

Collette 

 5.2 Resolution No. 12-4333, For the Purpose of Approving the Air Quality 
Conformity Determination for the 2012-2015 Metropolitan Transportation 
Improvement Program.  

Collette 

 5.3 Resolution No. 12-4334, For the Purpose of Authorizing General Obligation 
Bonds and Refunding General Obligation Bonds.  

Hosticka 

 6. CHIEF OPERATING OFFICER COMMUNICATION  

 7. COUNCILOR COMMUNICATION  

ADJOURN 
 
 
 

   



 

 

Television schedule for March 15, 2012 Metro Council meeting 
 

Clackamas, Multnomah and Washington 
counties, and Vancouver, WA 
Channel 30 – Community Access Network 
Web site: www.tvctv.org  
Ph:  503-629-8534 
Date: Thursday, March 15 

Portland  
Channel 30 – Portland Community Media 
Web site: www.pcmtv.org  
Ph:  503-288-1515 
Date: Sunday, March 18, 7:30 p.m. 
Date: Monday, March 19, 9 a.m. 

Gresham 
Channel 30 - MCTV  
Web site: www.metroeast.org 
Ph:  503-491-7636 
Date: Monday, March 19, 2 p.m. 

Washington County 
Channel 30– TVC TV  
Web site: www.tvctv.org  
Ph:  503-629-8534 
Date: Saturday, March 17, 11 p.m. 
Date: Sunday, March 18, 11 p.m. 
Date: Tuesday, March 20, 6 a.m. 
Date: Wednesday, March 21, 4 p.m. 
 

Oregon City, Gladstone 
Channel 28 – Willamette Falls Television  
Web site: http://www.wftvmedia.org/  
Ph: 503-650-0275 
Call or visit web site for program times. 

West Linn 
Channel 30 – Willamette Falls Television  
Web site: http://www.wftvmedia.org/  
Ph: 503-650-0275 
Call or visit web site for program times.  

 
PLEASE NOTE: Show times are tentative and in some cases the entire meeting may not be shown due to length. 
Call or check your community access station web site to confirm program times. 
 
Agenda items may not be considered in the exact order. For questions about the agenda, call the Metro Council Office at 
503-797-1540. Public hearings are held on all ordinances second read. Documents for the record must be submitted to 
the Regional Engagement Coordinator to be included in the decision record. Documents can be submitted by e-mail, fax or 
mail or in person to the Regional Engagement Coordinator. For additional information about testifying before the Metro 
Council please go to the Metro web site www.oregonmetro.gov and click on public comment opportunities. For assistance 
per the American Disabilities Act (ADA), dial TDD 503-797-1804 or 503-797-1540 (Council Office). 

 
 

http://www.tvctv.org/
http://www.pcmtv.org/
http://www.metroeast.org/
http://www.tvctv.org/
http://www.wftvmedia.org/
http://www.wftvmedia.org/
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About Metro 
Clean air and clean water do not stop at city limits or county lines. Neither does the need for jobs, a 
thriving economy, and sustainable transportation and living choices for people and businesses in the 
region. Voters have asked Metro to help with the challenges and opportunities that affect the 25 cities 
and three counties in the Portland metropolitan area.  
  
A regional approach simply makes sense when it comes to providing services, operating venues and 
making decisions about how the region grows. Metro works with communities to support a resilient 
economy, keep nature close by and respond to a changing climate. Together we’re making a great place, 
now and for generations to come. 
  
Stay in touch with news, stories and things to do.   
  
www.oregonmetro.gov/connect 
 
Metro Council President 
Tom Hughes 
 
Metro Councilors 
Shirley Craddick, District 1 
Carlotta Collette, District 2 
Carl Hosticka, District 3 
Kathryn Harrington, District 4 
Rex Burkholder, District 5 
Barbara Roberts, District 6 
 
Auditor 
Suzanne Flynn 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

08 Fall 
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INTRODUCTION 
Metro is a unique regional government tasked with overseeing a wide array of issues, including 
transportation, land use, solid waste, visitor venues and natural areas preservation. The elected 
Metro Council sets policy for the agency within this broad purview, allowing significant flexibility 
for policy development and project work. Councilors have the capacity to propose and advocate for 
agency involvement in many areas. Unlike many locally elected councils and commissions, the 
Council functions not only to legislate and approve budgets, but also to engage directly and work 
collaboratively with stakeholders throughout the Portland region. Metro councilors are often 
appointed to “liaise” with projects and programs within the agency and with external stakeholders 
around the region. 
 
This document is a user guide for councilors that describes how to bring new policy or project 
proposals forward to their colleagues, and how councilors become liaisons to new and existing 
programs. 
 
 
 

COUNCIL POLICY DEVELOPMENT 
This section provides a policy development framework for councilors to advance new projects and 
programs.  
 
This framework contains three phases: 

1. Research – exploring the issue area; 
2. Development – problem statement and proposed action plan; and, 
3. Action – determining the course of action, if any.

Research 
When a councilor has an idea she or he would like to pursue, the first step is a conversation with 
and a direction to a Policy Coordinator to research and collect information to flesh out their idea. 
The purpose of this phase is to answer key questions regarding how the concept relates to work 
already underway, whether it is practicable and if it fits within the mission of Metro.  
 
During this phase, Council Office staff begin by assessing the 
current “landscape,” or what is already being accomplished 
in this area, both internally and externally. For example, if 
the subject is related to composting, staff would examine 
what Metro and its partners already pursue in composting 
practices and what may be coming in the future. This 
provides an opportunity for councilors, who may not be 
acquainted with every related action in the region, to better 
grasp the context in which their proposal may operate. 
 
Research should clarify the following with regard to the new idea: 

The research phase is the first 
step in developing a new 
project or program. The 
information gathered informs 
the concept and whether or 
not it is ripe for advancement. 
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• What is the policy problem to be addressed? 
• What are the best practices, if any, from around the region and elsewhere? 
• What are the resources needed for implementation? 
• What are the desired outcomes and potential evaluation criteria for success? 
• What is the political landscape and feasibility? 

 
With these questions answered, staff can return to councilors with the information needed to hone 
the proposal. 
 
Development 
Once necessary information has been collected, staff work with the councilor to develop a policy or 
project proposal. The goal of this phase is to outline, in detail, the proposal and how it utilizes 
resources, functions and measures success. Council Office staff may utilize the expertise of agency 
staff. 
 
A fully-developed proposal will answer these questions: 

• What is the policy problem to be addressed? 
• How does the proposal impact the agency budget? 
• What is the proposed initiative’s work plan and timeline? 
• How will stakeholders be involved and to what extent? 
• What are the political implications of the proposal? 
• How will the proposal impact actions by other stakeholders? 

 
A template has been created for councilors to outline proposals based on these core questions (see 
Attachment B). 
 
New proposals should also align with Metro’s mission and be supportive of the Six Desired 
Outcomes for the region, in addition to the Metro Compass. 
 

Any councilor role should be clearly defined during the 
development of the proposal. For example, a councilor may 
be needed to provide recurring policy guidance, as opposed 
to only relaying updates on a new project. Clear 
understanding of both staff and councilor roles will allow for 
more efficient work without the prospect of overlap or 
confusion.  

 
Metro’s decision making role should be explicit in the proposal, within the context of the Regional 
Leadership Initiative (RLI) framework. That is, would Metro be in complete command and control 
of the project, be formally advised by stakeholders, or relinquish some authority to reach a more 
collaborative outcome? Defining Metro’s proper role will inform the scope of councilors’ 
participation in the proposed project. 
 

Proposal development will 
highlight the purpose of the 
project, its impacts, and the 
proper roles of Metro 
Councilors and the agency. 
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Action 
After an idea has been thoroughly researched and developed into a proposal, a councilor can 
evaluate whether to take action. Some possibilities: 

• No action: The proposal is not yet ripe or lacks sufficient support for action and may be 
revisited at a later date.  

• Councilor initiative: The proposal does not necessitate direct involvement by Metro. 
Action by a councilor is not considered as official participation by the agency. Council office 
staff time may be used to support an individual councilor’s participation in the effort 
following agreement by a majority of the Council. 

• Council project:  The proposal is presented to the Council for discussion during a work 
session. With majority support, the Council may direct the COO to take action on the 
proposal. The project may require a Council liaison. 

• Agency program: The proposal may require substantial agency resources over a sustained 
period of time, necessitating realignment of an agency work program. Again, the majority of 
the Council must identify the program as a priority. The program may require a Council 
liaison. 

 
Next steps can be identified by the Council in a work session or suggested in smaller meetings. 
Steps may range from reviewing the concept at a later date to legislation codifying the agency’s role 
in the project or program. Any proposal that requires ongoing staff time outside of the Council 
Office, or financial resources beyond a councilor’s district account, must have the support of a 
majority of the Council. 
 
In those proposals that become Council projects or agency programs, a Council liaison is usually 
assigned. 
 
 
 

DEFINING THE LIAISON AND THE LIAISON SYSTEM 
The Council liaison is the Metro Councilor assigned to a particular program, project or initiative to 
serve as a link between the initiative and the rest of the Metro Council.  
 
What is the role of the Council liaison? 
Generally, there are three overarching goals for liaisons: 

1. Create an effective communication link between a project and the Metro Council;  
2. Provide recurring policy guidance in line with a policy position the Council has taken; and, 
3. Strengthen working relationships and collaborative decision making. 

 
When is a liaison appointed? 
Council liaisons may be assigned to a broad variety of initiatives. New and existing Metro projects, 
such as the SW Corridor project and the Intertwine, as well as standing projects like the Nature in 
Neighborhoods grant committee and the Oregon Zoo Foundation Board of Directors, are often 
assigned liaisons. Liaisons may also be appointed for external requests, such as participation in  
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Greater Portland, Inc., and are always assigned to those 
committees in which Metro convenes, including the Metro 
Policy Advisory Committee (MPAC) and the Joint Policy 
Advisory Committee on Transportation (JPACT).  
 
New Council projects or agency programs may merit  
assignment of a Council liaison, so long as that role is  
clearly defined. When considering the appointment of a  
liaison, the following questions should be answered in  
the affirmative: 

• Is recurring policy guidance needed? 
• Are there major decisions on the horizon? 
• Are there relationship building opportunities or other elected officials involved? 
• Are there current or forecasted political sensitivities? 

 
Any project that fails the majority of these questions probably does not need a liaison. Councilors’ 
time is limited and assignments should be made judiciously. 
 
COUNCIL LIAISON SYSTEM RESPONSIBILITIES – KEY PLAYERS & ROLES 
Below is an outline of the responsibilities of different players in the liaison system. These roles are a 
guide for navigation and should stay flexible to bend with changing situations, responsibilities, 
Council dynamics and needs. 
 
Council President 
The Council President has oversight responsibility for the Council liaison system and its 
functionality. The Council President assigns liaisons through an annual organizing resolution and is 
responsible for checking in with Councilors both individually and as a group for updates. 
Additionally the Council President sets agendas, chairs Council work sessions, formal Council 
meetings, and chairs legislative agenda setting meetings, integrating the Council liaison system into 
these operations. 
 
Deputy Council President 
The Deputy Council President assists the Council President in overseeing the Council liaison 
system, attends legislative agenda setting meetings, and serves in place of the Council President 
during absences. 
 
Council Liaisons  
As noted above, Council liaisons are nominated by the Council President at the beginning of the 
year and approved by a majority vote of the Council to serve in a variety of roles. Liaisons are also 
assigned throughout the year on a more informal basis. The Council liaison is the primary contact 
for staff, the Council as a whole and with his/her Council colleagues.  
 

Examples of liaison appointments: 

Urban/Rural Reserves: A Council 
liaison was appointed to help guide 
the Reserves process. 

MPAC: Liaisons are always 
appointed to this Metro-convened 
committee. 

Greater Portland, Inc.: Liaison 
appointed by external request. 
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There is a spectrum of responsibilities for any liaison, based on her or his role. Generally, the 
Council liaison’s responsibilities include: 

• Keeping Council colleagues updated on project/program/or board progress as relevant and 
appropriate; 

• In cases where the Council has voted or clearly indicated a policy direction, representing 
that position in liaison meetings; 

• Ensuring that staff work proceeds as directed by Council; 
• Working with agency directors, project managers and other relevant staff to ensure staff 

work is successful, meets Council needs, and is headed in the correct policy direction; and 
• In the event that a project or assignment has numerous Council liaisons, it is the 

responsibility of Council liaisons to keep designated “lead” Councilors informed of 
conversations and actions which they may not have been aware; and, if necessary, 

• Consulting with the Council President, Deputy Council President, and the legislative agenda 
team on bringing work session items and formal legislation to Council. 

 
Legislative Agenda team 
This group is comprised of the following people: 

o Council President;  
o Deputy Council President;  
o Chief Operating Officer; 
o Chief-of-staff, Council Policy Manager;  
o Council Policy Coordinators on an as-needed basis;  
o Legislative Coordinator; and, 
o Regional Engagement Coordinator 

 
The Legislative Agenda team helps manage the liaison system by tracking information items, 
analyzing Council informational needs, gathering Council feedback and ensuring Councilors receive 
project and program updates on a regular basis.  
 
Agency staff 
Staff are responsible for developing work plans, content, timelines and other work products, as well 
as scheduling meetings with Council liaisons. Additionally, staff are responsible for consulting 
Council liaisons on impending decisions, providing information Council liaisons need to report back 
to Council and for connecting with their liaison when they have a request for Council action or 
guidance. Liaisons should then contact the Council President and legislative agenda team regarding 
placement on a Council meeting or work session agenda. 
 
MENU OF COMMUNICATION TOOLS & OPTIONS 
Listed below are communication tools that Councilors can use in their roles as liaisons. Staff can 
also use these tools to support liaison informational needs: 

• Work sessions 
Work sessions are a forum for Councilors to communicate with one another, receive 
information from staff, and subsequently provide direction to staff and one another as 
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needed. Councilor communications occur at the end of each meeting, and liaison updates 
are built into agendas on a monthly basis. 

• Liaison report 
In much the same way Metro’s lobbyist provides legislative updates to Council through 
memos and in-person updates, a “liaison report” can be a concise and flexible document 
that provides updates outside of work sessions. 

• General interoffice communication (2-on-1s, email updates) 
Similar and parallel to the liaison report, 2-on-1s can be established on a recurring or as-
needed basis, as well as weekly or bi-monthly emails managed by Council Office staff. 

• Quarterly timeline 
A visual tool allowing a quick and easy glance for Councilors and staff to reference major 
agency action items and Council decision points. This document assists with prioritization 
and forecasting. 

• Council retreats 
Retreats are opportunities to convene the Council, focus on important issues and gauge 
Councilors’ level of interest and desire for involvement. This feedback is used in both 
legislative agenda meetings and for the detail and frequency of liaison updates. 

• Council organizing matrix (Exhibit A to annual organizing resolution) 
A matrix listing all liaison assignments is attached to the organizing resolution at the 
beginning of the calendar year. The matrix is updated throughout the year by the Council 
President’s staff. 

• Feedback loop back to staff and Senior Leadership Team (SLT) 
Councilors may suggest that the SLT receive updates from Council on certain projects. 
Communication is also effective through memos, emails, and including SLT members on 
liaison report correspondence. 



 Project proposal 

Attachment A: Policy Development Framework 

 Compatibility with mission 

  Policy research 

 New policy or project concept 

What is currently being done in this area, internally 
and externally?   Investigate the landscape 

An idea or concept that reasonably fits within 
Metro’s mission and jurisdictional authority. 

 
What is the policy problem to be addressed? 
What is the budgetary impact? 
What are the best practices? 
What is the timeline or work plan? 
Metrics and evaluation methods? 
What would be the impact on stakeholders’ 
programs? 
 

Consider: 
• Six desired outcomes 
• Metro Compass 
• Regional Leadership Initiative documents 

 Determine scope of action 

No action: Proposal not yet ripe or lacks sufficient 
support for involvement. 
 
Councilor initiative: Proposal does not necessitate 
direct involvement by Metro, but may be advanced 
by an individual Councilor. Not an official project. 
 
Council project: With majority support, the Council 
may direct the COO to take action on the proposal. 
May require a liaison. 
 
Agency program: Proposal may require substantial 
agency resources over a sustained period of time, 
necessitating realignment of an agency work 
program. Majority of Council must support the 
project. May require a liaison. 

   Implementation/Action 

DRAFT DRAFT 

Develop and complete policy proposal documents, 
including definition of councilor role, if applicable 
(See: “Council Liaison Criteria”). 

 



 

Attachment B: Metro Council Project Proposal / Work Plan 

 
 

1) Project Title  

What is the general title of the project or proposed policy? 

2) Lead Councilor 

Who is the primary driver of this initiative? 

3) Council Liaisons 

Who is the proposed Council liaison, if applicable? 

Refer to the Council liaison system section of the Council Policy Development user guide for more 
information regarding the assignment of a Council liaison. 

4) Project Begin Date 

When is the proposed beginning date of the project? 

5) Estimated Date of Completion 

When is the proposed sunset date of the project? 

6) Project Description  

What issue/problem will be addressed? Why is this project being initiated at this time? 

7) Policy Questions  

What are the major policy questions that will be answered? 

8) Outcomes  

What must be in place for policy development to be considered complete? What are the project 
deliverables? 

9) Connection to Council Goals and Objectives 

What is the connection to the Six Desired Outcomes? What is the connection to the Metro 
Compass or Regional Leadership Initiative, if applicable? 

10) Resources Required / Budget Implications 

What are the departments or business venues that will be involved in the project? 

What are the forecasted budgetary impacts? What is the proposed source of funds? 

11) Metro Role  

What is Metro’s decision making role? The role of Metro councilors? 



 

12) Stakeholders  

Who are the major stakeholders and implementing parties? How will stakeholders and the public 
participate in the project? 

13) Major Milestones 

What are the projected major milestones of the project, i.e., major decision-making or progress 
points? 

14) Communications 

What is the communications plan? If incomplete, how and when will it be developed? 

 



Attachment C: When is a liaison appointed? 

Project Proposal 
Examples: Intertwine, 
Community Investment 
Initiative 

Agency Project or 
Program 
Examples: UGB, TOD  
Steering Committee 

Legal Requirement? 

If YES            If NO 

If legally required (federal mandate, IGA, Metro 
Code, etc.) a liaison will be appointed by the 
Council President. If not legally required, all other 
criteria are considered. 
 
Examples: JPACT, liaison to MERC, all other 
“Obligation Assignments” listed in Exhibit A to the 
annual organizing resolution 

Liaison Appointment 

A key component of the liaison role is guiding 
major decisions as represented in project 
timelines. 
 
Examples: Climate Smart Communities, RTP, NIN 
Capital Grants, Urban and Rural Reserves 

 

There may be times when a liaison is required, 
but there are no immediate sensitivities. Other 
times something may be instantly controversial. 
The liaison is involved to guide strategy. 
 
Examples: Urban and Rural Reserves, Glendoveer 
Golf Course, Zoo Bond Oversight Committee  

 

For external assignments, this addresses relevancy 
and usefulness of assigning limited councilor time 
for various liaison requests. This is often paired 
with legal requirements. 
 
Examples: ODOT Policy Group, Liaison to 
Legislature, Institute for Metropolitan Studies 

The liaison’s role is to provide recurring policy 
direction, not act as project manager. If there is no 
need for policy check-ins or direction, there is 
likely no need for a liaison. 
 
Examples: CII, TOD Steering Committee, Intertwine 

Obligation or External 
Request 
Examples: MPAC, Greater 
Portland Inc. 

DRAFT DRAFT 

Is recurring policy guidance 
needed? 

Are major decisions on the 
horizon? 

Are there relationship 
building opportunities or 
other electeds involved? 

Are there current or 
forecasted political 
sensitivities involved? 

Concrete role for Liaison? 
All requests for a Council liaison should have clear 
and distinct duties defined. 



Attachment D: Council liaison assignments as of March 2012 

 

COMMITTEE 
ASSIGNMENTS (REQUIRED) 

NATURE OF REQUIREMENT 
OR ROLE 

 
COMMITMENT 

 
COUNCILOR(S) ASSIGNED 

Metro Policy Advisory Committee 
(MPAC) 

Liaison role 
Meets at 5pm on the second and fourth 
Wednesdays of the month, other meetings as 
needed 

Hosticka 
Harrington 
Roberts 

Joint Policy Advisory Committee on 
Transportation (JPACT) 

Federally-mandated/MPO 
Meets at 7:15am the second Thursday of the 
month; other meetings as needed 

Collette (Chair) 
Burkholder (Vice-Chair) 
Craddick 

JPACT Alternate 
 

Same As needed Harrington 

Bi-State Coordination Committee 
 

IGA 
*JPACT subcommittee 

Usually meets the third Thursday of the month 
Hughes 
Burkholder (alt) 

 
OTHER ASSIGNMENTS (REQUIRED) 

NATURE OF REQUIREMENT 
OR ROLE 

 
COMMITMENT 

 
COUNCILOR(S) ASSIGNED 

Ex Officios to Zoo Foundation Board 
 

Agreement with OZF Meets every 3 months 
Craddick 
Collette 

Oregon Zoo Bond Citizen’s Oversight 
Committee 

Liaison role Meets quarterly Craddick 
 

Metro Central Enhancement Committee 
Metro Code 
*District 5 duty  
 

Meets no less than two times during calendar 
year funding cycle Burkholder 

Metro North Portland Enhancement 
Committee 

Metro Code 
*District 5 duty 
 

Meets no less than two times during fiscal year 
funding cycle Burkholder 



 

Oregon City Metro Enhancement 
Committee  

IGA 
*District 2 duty 

Meets as needed Collette 

Transit Oriented Development (TOD) 
Steering Committee 

Metro Resolution Meets the second Thursday of every month Collette 

MERC Liaison 
 

Liaison role/Metro code 
 

Meets the first Wednesday of the month Burkholder 

Visitor Development Fund Board (VDF) 
 

President and District 1 duty (IGA) Meets quarterly 
Hughes 
Craddick 

Travel Portland Board 
 

Agreement Meets every other month Craddick 

Nature in Neighborhoods Capital Grant 
Program/Selection Committee 
 

Metro resolution/ project liaison 
role 

 
Hosticka 
Craddick 

Southwest Washington Regional 
Transportation Council 
 

IGA Meets the first Tuesday of the month 
Burkholder 
Craddick (alt) 

East Metro Connections Plan Steering 
Committee 
 

FEIS/DEIS, Metro Resolution 
*District 1 duty 

Meets quarterly Craddick 

Portland Milwaukie Light Rail Steering 
Committee 
 

Final planning implementation  Collette 

Lake Oswego to Portland Transit Project 
Steering Committee 
 

Final planning implementation Meets quarterly 
Roberts (co-chair) 
Collette (co-chair) 

Natural Areas Program Performance  
Oversight Committee 
 

Liaison role Does not hold regularly scheduled meetings 
Harrington 
 

Metro Audit Committee 
 

Required by Metro code/Metro 
Council ordinance 

Meets twice annually Harrington 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
EXTERNAL OR OPTIONAL ASSIGNMENTS 

 
COMMITMENT & ROLE 

 
COUNCILOR ASSIGNED 

Oregon Zoo Bond Advisory Group 
 

 
Liaison role 
Meets quarterly 

Hosticka 
Craddick 
 

Regional Emergency Management Group 
(REMG) 
 

Liaison role 
Hosticka 
 

Sellwood Bridge Public Stakeholder 
Committee 

Will meet three times during the current public 
process to review the work of the CAC, and 
provide a recommendation to the Multnomah 
Board of County Commissioners. 

Collette 
 

PSU Institute for Metropolitan Studies 
Board 
 

Meets quarterly; 
By nomination of Institute Board Hughes 

ODOT Policy Group Meets quarterly 
 
Burkholder 
 

Oregon Metropolitan Planning 
Organization Consortium 
 

Met quarterly in 2010, future dates TBA Collette  
(current vice-chair)   

Greater Portland Inc.
Board position, by nomination 

 
 

 
Hughes 
  

Legislative Liaison
Council liaison 

 
 

Hosticka 

Aloha-Reedville Leadership Coordinating 
Committee 
 

Meets quarterly Harrington 

Tualatin Valley Highway Policy Group 
 

Meets quarterly Harrington 

Local Officials Advisory Committee 
(LOAC) 
 

Members appointed by LCDC; 
committee advises and assists LCDC on policies 
and programs affecting local governments 

Harrington 



 
COUNCIL AGENCY PROJECT 
ASSIGNMENTS 

 
COUNCILOR ASSIGNED 

CORRIDORS 
      Southwest Corridor Project 
 
 

 
Hosticka (Lead) 
Roberts (Liaison) 
 

 
      East Metro Connections Plan 
 
 

 
Craddick (Lead) 
Hughes (Liaison) 

 
INTERTWINE 
 

TBD 

CLIMATE SMART COMMUNITES 
GHG Scenarios 

 
Collette (Lead, JPACT) 
Hosticka (Liaison, MPAC) 
Burkholder (Liaison) 
 

COMMUNITY INVESTMENT INITIATIVE 
(CII) 

 
Hughes  
 
 

 
GLENDOVEER PROJECT 
 

Craddick (Lead) 
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