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To:

Ms. Susan Healy Keene, Director, AICP
Community Development Department
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From:

Jan Perkins, Senior Partner
Jay Trevino, AICP, Special Advisor

Subject:

Staffing Plan and Program Costs to Implement the Amended Rent
Stabilization Ordinance

Date:

July 11, 2017

Executive Summary
Management Partners was retained to assist the City of Beverly Hills with various tasks related
to implementing the recently amended rent stabilization ordinance. Our assignment was to
develop an implementation action plan, prepare a staffing plan, identify program costs and
provide project management assistance to City staff. This memorandum provides a
recommended staffing plan and summary of expected program costs. An implementation
action plan is also attached.
Management Partners proposes a new Rent Stabilization Division in the Community
Development Department. The new division would be headed by a deputy director reporting to
the director. As outlined in the organizational placement section below, we believe an
alternative placement could be in the Community Services Department.
The new program will require eight full-time equivalent positions. These include seven fulltime and two part-time positions. One of the positions would be allocated to the Community
Preservation Program and would perform enforcement duties, and a half-time systems
integrator ould be allocated to the Information Technology Departnient and be assigned to
support the Rent Stabilization Division. The remaining six and a half positions will be placed
directly within the Rent Stabilization Division.
We are recommending that some tasks be performed through an internal service agreement by
other City departments/divisions or by contracts with outside vendors through clearly defined
performance requirements. These internal service agreements are important because it would
be inefficient for the new program to establish its own billing, communications, IT and
enforcement functions when these functions already exist in the City organization. The internal
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service agreements and external contracts are mechanisms to establish the assistance the Rent
Stabilization Division will require to operate effectively and sustainably. Further, we
understand the City has used internal service agreements in the past.
We have also identified the likely program costs, including start-up and ongoing. The City may
determine to offset these program costs through fees. The rent stabilization programs in other
California cities do incorporate fees. Management Partners’ team members estimate that the
first-year costs, including start-up, will be approximately $1,492,200. This covers the period
March 1, 2017 through June 30, 2018. However, these first-year costs would be partially offset by
the $250,000 already appropriated by the City Council and, therefore, the additional first year
costs are estimated at $1,242,200. Second year costs, for FY 2018-19 are estimated to be
$1,649,200. Also shown in this memorandum is a five-year projection of program costs, which
we have adjusted for expected Ca1PERS increases and Consumer Price Index increases for nonpersonnel costs.

Recommended Actions
1. Approve eight full-time-equivalent positions to staff the program, as outlined in this
memorandum.
2. Approve a total program budget of $1,492,200 for the period extending from March 1,
2017 through June 30, 2018 and a new appropriation of $1,242,200 for FY 2017-18.
3. Establish a policy as to fees and conduct further analysis as necessary.

Analysis
Our analysis and recommendations are set forth in the following sections:
A.
B.
C.
D.
E.
F.
G.
H.
I.

Critical Program Milestones for Ordinance Implementation
Rent Stabilization Purpose and Responsibilities
Rent Stabilization Division Staffing
Organizational Placement
Recommended Reporting Structure in Community Development
Alternative Reporting Structure in Community Services
Estimate of Program Costs
Fee Implications
Conclusion
Attachment A: Implementation Action Plan
Attachment B: Workload Estimate for Rent Stabilization Division Positions

Page 3

A. Critical Program Milestones for Ordinance Implementation
The critical milestones for this program are listed below in Table 1. These are important to keep
in mind as the staffing and budget are considered. Attachment A contains a summary level
implementation action plan for start-up of the rent stabilization program. Some of the dates
shown below are Council meeting dates or are firm deadlines. Other dates are ranges or
estimates of when tasks will be completed.
Table 1.

Critical Program Milestones (Including Office and Staffing)
Ordinance Completion Milestones

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Develop processes for administering relocation fee
Develop rent adjustment guidelines and associated processes
Develop enforcement process for ordinance violations
Develop rental housing registry guidelines and implement registration
Obtain Council authorization for program budget and staffing
Begin online registration of rental housing units
Engage hearing officers
Orient hearing officers
Initial 30-day registration period ends
Recruit, hire and orient permanent staff
Set up rent stabilization program offices
Begin enforcement of registration violations
Conduct fee analysis, determine billing method, schedule and staffing
pursuant to the City Council’s policy concerning fees
14. Finalize certification of permissible rents, including appeals, for all rental
housing units pursuant to California Civil Code §1947.8(b)
. Deadline is one year from City Council adoption of rent stabilization
protections
. Compliance with the one-year deadline will ensure the City is authorized to
recover excess rent charged by landlords beyond the certified permissible
rent

Dates
Completed
Completed
Completed
Completed
July 18, 2017 Council meeting
By July 24, 2017
July 2017
August 2017
August 23, 2017
August to December 2017
August to September 2017
September 8, 2017
August to December 2017
January 24, 2018

B. Rent Stabilization Purpose and Responsibilities
On January 24, 2017, the City Council adopted an urgency ordinance to address concerns
related to rising rents, and no-cause evictions. The Human Relations Commission and Council
Liaisons had created four recommendations for’the Council’s consideration, following several
months of meetings and input from tenants and landlords. On February 21, 2017, the Council
approved the permanent rent stabilization protections, which became effective on May 5, 2017.
The ordinance implements the following direction by Council:
1. Create a database for approximately 8,600 multi-family units,
2. Establish a rental registry program consisting of the 8,600 multi-family units,
3. Change the current no-cause termination ordinance found in Beverly Hills Municipal
Code (BHMC) §4-6 to include relocation fees, and

.

.
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4. Reduce the maximum annual rent increases allowed in BHMC §4-6 from 10% to 3%.
The City has approximately 8,600 rent stabilized units, owned by 979 property owners, on 1,131
properties.
To implement these major program responsibilities, the program will require administrative
and support functions to launch the program and ensure successful implementation. Four
major categories of administrative and support functions are described in Table 2 below.
Table 2.

Rent Stabilization Program Major Program Support Categories

Category

Key Responsibilities
•
•
•
•
•

1. Program
Management

•
•
•
•
•
•
.

2. Communication

•

•
•
3. Legal and
Administrative
Heating Services

•

•

•
4. Enforcement

Recruit for new positions (temporary and permanent)
Provide initial and ongoing staff training
Establish office space, equipment and facilities to serve members of the public
Manage vendor contract(s) to ensure rental housing registry database is kept
current
Conduct a fee analysis, determine billing method, schedule, staffing and
organizational placement, if appropriate, pursuant to City Council’s policy
concerning fees
Implement a registration program for all rental housing properties and certify
permissible rents
Implement the relocation fee protections in cases involving no-cause evictions
Analyze proposed rent adjustments and provide reports and data to administrative
hearing officers
Create and manage the division’s budget
Compile and maintain program records, including performance measurement data
Create and update public communication and outreach materials
Create new webpage for the rent stabilization program and keep it current
Establish internal service agreement with the City’s Office of Communications for
communications support
Provide accurate information and responses to questions from the public
Seek ongoing legal support from the City Attorney’s Office
Assist the City Attorney’s Office in establishing contracts with administrative
hearing officers
Provide ongoing administrative support to schedule and notice administrative
hearings
Establish internal service agreement with the City’s Community Preservation
Program to carry out enforcement activities related to the new rent stabilization
program
Respond to complaints related to rent stabilization protection and housing
habitability standards
-

•
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C. Rent Stabilization Division Staffing
Management Partners recommends the program be carried out by a combination of permanent
rent stabilization staff, internal service agreements with other City departments, and contracts
with outside vendors. We have identified a need for eight full-time equivalent positions for this
program. Of those, one code enforcement officer would be allocated to the Code Enforcement
Division, a one-half time systems integrator would be allocated to the Information Technology
Department to support the rent stabilization program, and the remaining six and one-half fulltime equivalent positions allocated to the Rent Stabilization Division. Designating the
additional Community Preservation staff member in the code enforcement officer classification
will give the City added flexibility. For example, the City may later determine to fill the
position with a lower classification, or it may add specialized certifications as a job requirement.
We recommend that the new rent stabilization program be established as a new division, in
recognition of the program’s importance to the community and its role within the organization.
We also recommend the new division be led by a deputy director to ensure the City will be
successful in recruiting and retaining an experienced manager.

Other Cities’ Rental Housing Program Staffing
To provide a perspective on staffing levels, Table 3 shows staffing and budget information in
other cities’ rental housing programs. No two cities are alike, and each city accounts for
overhead and program staff in various ways. The budget figures available for the other cities
may or may not include indirect costs related to hearing officers, support for billing of the
annual fee, enforcement, information technology or other administrative functions. However,
Management Partners has included all program-related costs for Beverly Hills in this analysis.
Table 3 compares the full-time equivalent (FTE) staff of several cities with rent stabilization
programs along with the number of rental units. This is only offered to provide perspective on
other rent stabilization programs. However, it is important to note that there are significant
differences in how cities carry out and budget their programs. In-house staffing is used by some
cities for legal and hearing officer services, (e.g., Berkeley and Santa Monica); Oakland has in
house staff for hearing officers. Richmond and West Hollywood only include administrative
staff in their rent program budgets. Without doing significantly more analysis (which would
require hours beyond the scope of this engagement), we are unable to provide detail about
similarities and differences.
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Table 3.

Staffing for Several California Rental Housing Stabilization Programs

Population

Number
of Rent
Stabilized
Units

34,871

8,600

Berkeley2

121,000

19,093

Oakland3

420,000

65,000

Richmond

108,565

10,469

92,000

27,542

37,000

16,805

City
Beverly Hills

Elements of Rent
Stabilization
Program’

FY 2017-18
Program
Budget

Number
of
Program
FTE

Ratio
of
Units
per
FTE

Rent Stabilization
Just Cause

$1,492,200

8.00

1,075

•

Rent Stabilization
Just Cause
• Anti-Retaliation

$5,243,029

22.35

854

Rent Stabilization
• Just Cause

$2,795,050

13.00

5,000

•

• Rent Stabilization
Just Cause
• Anti-Retaliation

$2,425,355

7.50

1,396

•

Rent Stabilization
Just Cause
• Anti-Retaliation

$5,181,693

25.9

1,063

Rent Stabilization
Just Cause
• Anti-Retaliation

$2,580,521

12.00

1,400

.

.

Santa
Monica4
West

Hollywood5

.

•

•
•

Source: Program budget and staffing information for the Cities of Berkeley, Oakland, and West Hollywood ore from city
proposed budget documents for FY 201 7-18. Program budget and staffing information for the Cities of Richmond and Santo
Monica are from rent board propo5ed budget documents for FY 2017-18.
1Elements include limits on annual rent increases, limits on rent increases over multiple years, prescribed ranges for allowable
rents, procedures for evictions and other specific provision that each city has in its ordinance.
2The City of Berkeley rent program staff includes 2.0 hearing examiners and 5.0 legal positions to support in-house hearings and
legal services.
3The City of Oakland rent program staff includes 5.0 FTE hearing officer positions.
4The City of Santo Monica rent program staff includes 4.0 positions to support legal services and 6.9 positions to support
hearings. Legal staff includes 1.0 legal secretary and 3.0 attorney positions. Hearing stoff includes 1.0 hearing department
manager, 2.9 hearing examiners, 1.0 hearing inspector, 1.0 hearing specialist and 1.0 budget/office coordinator positions.
5The City of West Hollywood budget does not delineate their rent stabilization program from their housing program. Therefore,
the program budget and staffing information shown in the table include both rent stabilization and housing program resources
far FY 2017-18. Staff estimate the total costs of the rent program to be approximately $3.6 million when hearings and appeals
processes are included. The table includes 1.0 FTE director of human services and rent stabilization position which is responsible
for recreation, community events, social services and rent stabilization programs.

Proposed Rent Stabilization Division Staffing
The proposed staffing is based on analysis of the number of rental housing units in Beverly
Hills subject to the new ordinance and our understanding of staffing in several other
jurisdictions with rent stabilization programs. Staffing depends largely on the number of units
and program requirements. We have also prepared a work function analysis (Attachment B)
which provides another way of assessing the staffing required for the program. However, since
the rent stabilization program is not yet operational the work function analysis is based on
estimates of functions and the time required to perform them. Once the program is in operation
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for about a year, data regarding the actual workload will be available and the City will be able
to update this analysis and the staffing needs.
Management Partners recommends establishing the permanent staff for the program as shown
in Table 4, at least initially. Because the actual workload that will be associated with the rent
stabilization program is unknown, we have estimated the number of positions as low as we
believe reasonable to carry out the essential elements of the program. Adjustments may be
needed in the future if workload is higher than can be handled by the proposed staffing at the
outset.
Table 4.

Proposed Rent Stabilization Program Staffing

Function

Required Permanent
Positions
•
Deputy Director Rent
Stabilization (1)

•

-

•
•
•
•
•

Senior Management
Analyst (1)

•

Program
Management
and
Administration

•
•
•
Customer Service
.
Representatives (2)
.

Systems Integrator (.5)

Secretary (.5)

Registry and
Rent Appeals

•
•

Management Analyst (2)

•

Major Responsibilities
Interface with Community Development, other City
departments and City Attorney
Supervise the communication function, manage the message
and serve as primary voice for the program
Manage internal service agreements for code enforcement
and communications services
Manage the program
Manage contract with database vendor
Serve as lead for management analyst team
Assist with resolution of complex issues
Oversee staff work related to appeals
Manage program budget
Manage billing services, as necessary, through internal service
agreement with Finance Department
Plan and coordinate community meetings
Respond to landlord and tenant questions
Advise the public on procedures for resolving issues
Document and process questions requiring legal interpretation
and clarification
Provide clerical and administrative support
Provide clerical support for organizing community meetings
Rent analysis follow up
Provide ongoing IT support
Manage rent stabilization information on website
This position will be allocated to the Information Technology
Department and be asigned to the Rent Stabilization Division
Compile and maintain records
Provide administrative support
Prepare notices and minutes for hearings
Conduct rent analyses1
Assist with informal resolution of issues
Accept landlord and tenant complaints and develop
information as needed for administrative hearings
Prepare reports for hearing officer
Determine relocation benefits
.

•
•
•
•
•
•
•
•
•
•
•
•

.

.

.

•
•

.

.

.

.

.

.
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Function

Enforcement

Total Required
Positions

Required Permanent
Positions

Code Enforcement
Officer (1)

Major Responsibilities
• Conduct habitability inspections based on complaints
• Provide enforcement support for rent stabilization violations
as determined by tent stabilization staff (Enforcement support
might include issuance of notices, citations and forwarding
cases to City Prosecutor)
• The additional code enforcement officer will be allocated to
the Community Preservation Program

8.0 FTE

‘Rent analysis could be necessary at several points, including (1) initial registration, determination of permissible rent, (2)
requests for certification of permissible rent, (3) appeals of permissible rent, (4) relocation fees, and (5) requests for rent
adjustments.

Community Preservation Enforcement Role
The Community Presentation Program currently has some responsibilities related to rent
control, including enforcement of habitability codes, and addressing complaints about
substandard conditions prior rent control protections.
The new rent stabilization protections are expected to increase the number of complaints
generally, including those related to habitability violations; thus, additional staff resources will
be necessary. In the past several years, Community Preservation staff responded to rental
housing complaints as shown in Table 5 below:
Table 5.

Rental Housing Complaints

Substandard
conditions2
Habitability3
161
123
142
142
166
17%
Rent control4
70
74
98
131
81
62%
‘Data for FY 2016-17 was far 11.5 months, through June 15, 2017.
2substondard violations are typically comprised of improper maintenance or defective conditions relating to the exterior and
interior of rental units, including but not limited to defective doors, windows, amenities such as appliances, peeling paint, floors
coverings, plumbing leaks, electrical defects, faulty smoke alarms and sensors, etc.
3Habitability violations typically include inoperable heaters, bath ahd kitchen facilities, inadequate plumbing and electrical
systems, extreme mold or other toxic contamination, major structural defects, and other high hazard conditions.
4Rent control violations commonly involve improper noticing, unlawful rent increases or adjustments, defective amenities
resulting in reduction of housing services, contractual disputes which are atherwise violations of rent control codes, and civil
disputes which range from contractual to interpersonal conflicts. These cases are separate and distinct from work functions
identified in the staffing table above.

As this data shows, there has been a significant increase in complaints during the past year.
Additionally, since the new rent stabilization ordinance was first discussed by the Council in
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J anuarv, there has been an increase in customer calls and walk-ins at the counter asking for
information.
The community preservation manager expects these case types to increase given the new rent
stabilization protections enacted by the City Council. He reports that because of the
Tenant/Landlord Forum, Community Preservation has seen an increase in the number of
complaints received and violations confirmed. This increase in complaints was specific to
substandard building conditions and rent control violations and a significant increase in civil
dispute issues. A more specific increase in both inquiries and complaints related to rent control
was realized after January 24, 2017, when the rent stabilization ordinance took effect. He reports
that inquiries and complaints were generated by tenants, as the statistics in the table above bear
out. The community preservation manager anticipates a continued increase in complaints and
confirmed violations for a period of time, then leveling off at some higher rate. This will mean a
higher case volume than in past years.
With the creation of the rent stabilization program, Management Partners expects the proposed
management analysts to review all rent control-related complaints and refer follow-up citations
and enforcement steps to Community Preservation Program staff.
The FY 2017-2018 budget authorizes a total of 7.7 FTE positions in the Community Preservation
Program. Some of these positions provide executive-level supervision and others provide direct
program services. Table 6 shows the positions included in the budget.
Table 6.

Community Preservation Prograin Staffing
Current
Staffing (RE)

Position
Director of Community Development
Assistant Director of Community Development
Community Preservation Manager
Senior Code Enforcement Officer
Code Enforcement Officer
Senior Management Analyst
Executive Assistant II
Secretary

—

.05
.25
1.00
1.00
4.00
.15
.25
1.00

City Building Officer

Totals

7.70 FTE

Proposed
Addition

1.0

8.70 FTE

Due to anticipated workload, Management Partners believes one additional code enforcement
officer will be required to handle the increased enforcement workload associated with the new
ordinance. However, if demand is greater than expected increase, the City may need to increase
this staffing beyond the one position.
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D. Organizational Placement
The City has asked Management Partners to review organizational placement options for the
new rent stabilization program. Though the Community Development Department has taken
the lead on initial implementation steps, the City wants to ensure the new program is placed in
the most appropriate department.
In addition to the Community Development Department, we believe the Community Services
Department is an equally viable placement option. However, we see the program’s success as
less dependent on its placement and more dependent on ensuring the staffing and resources are
sustainable. In this sense, the program could be successful in either placement option.

Community Development Department
The mission of the Community Development Department is to provide services related to
construction, development and physical improvements in the community, as well as by
developing long-range plans related to historical preservation, housing, land use,
transportation, and traffic engineering. The department fulfills much of its mission through
implementing and enforcing regulations, by engaging in regular community outreach and by
providing staff support to five commissions.
The Community Development Department is adept at:
•
•
•
•
•
•
•
•

Administering complex regulations and procedures;
Working with the City Attorney’s Office;
Issuing permits;
Maintaining property-based records;
Responding to citizen complaints;
Engaging the community;
Enforcing regulations; and,
Providing a broad range of customer services in City Hall.

If the rent stabilization program were placed in the Community Development Department,
Management Partners believes it should be a separate division reporting to the director. The
current Community Development Department organization structure is shown in Figure 1
below.

___________
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figure 1.

Current Community Development Department Organization Structure
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Community Services Department
The mission of the Community Services Department is to provide enrichment services related to
the community’s cultural, educational, recreational, landscape and social service well-being.
The Human Services Division of the department provides services related to protecting the
“safety net” of community members in need, and collaborating with other local and regional
entities. The Community Service Department fulfills much of its mission by providing a broad
range of services in numerous locations throughout the community and by providing staff
support to three commissions.
The Community Services Department is adept at:
• Engaging the community;
• Providing a broad range of services, in City Hall and throughout the community;
• Promoting diversity and civility;
• Communicating effectively;
• Handling community disputes;
• Working in the housing policy area; and,
• Engaging in tenant/landlord issues, including providing support to the Health and
Safety Commission as it conducts a monthly landlord/tenant forum.
If the rent stabilization program were placed in the Community Services Department,
Management Partners believes it should be a separate division reporting to the director. The
current Community Services Department organization structure is shown in Figure 2.
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Figure 2.

Current Community Services Department Organization Structure
Community Services
Department
Director

Human Services
Human Services
Administrator

Functions
Ambassador program
Community Assistance
Grant funding (CAGF)
Community and homeles
outreach
Communtiy Development
Block Grant (CDBG)
Residential tenaniand
landlord relations

I
I

.

.

.

Library Services
Assistant Director of
Services

Recreation Services
Recreation Services
Manager

Functions
Adult and senior services
Collections
Friends of the Beverly
Hills Public Library
Technology services
Youth and teen services

Functions
Adult/senior programs
and Beverly Hills Active
Adult Club
Athletic programs
Beverly Hills Unified
School District liaison
(Joint Powers
Agreement)
Early education and youth
preg rams
Facility management
Teen services and
advisory commtitee

LiunitY

Administrative
Support
Community Services
Administrator

Functions
Budget and accounting
Community Charitable
Foundation
Film and special events
permits (Citywide)
Publicity and marketing
Registration office
Team Beverly Hills

Community and
Cultural Events
Recreation Services
Manager

Functions
Demonstration garden
Farmers market
Film and special events
and Greystone
Friends of Greystone
Park rangers

Recommended Placement
We believe the rent stabilization program could be successful if placed in either department.
While the Community Services Department offers advantages in terms of its involvement in the
housing policy area and the mediation and legal services it provides to tenants, the Community
Development Department would be better positioned from a perspective of management
systems, procedures, and property-based record keeping. For these reasons, Management
Partners finds the Community Development Department a somewhat better fit.

E. Recommended Reporting Structure in Community Development
Management Partners recommends establishing the rent stabilization program as a new
division of the Community Development Department and led by a new deputy director. The
management team of Community Development has been in the lead in developing the rent
stabilization program, working closely with the City Manager’s Office and City Attorney’s
Office. The Department has developed a strong knowledge of the policy foundations and
program issues.
The proposed organization structure is shown in Figure 3. As shown, the Rent Stabilization
Division would be led by a new deputy director, who would report to the director.
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figure 3. Proposed Organization Structure
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‘The Rent Stabilization Division wi//maintain an internal service agreement with community preservation for enforcement
related to the rent stabilization ordinance, with IT far systems and internet support, with the City Attorney’s Office far legal
services, and with the City Manager’s Office of Communications far cammunicatians suppart.
2An additional code enforcement officer is recommended to carry aut expected increased enforcement activities due ta new
ordinance. The services will be provided under an internal service agreement with the rent stabilization program.

Figure 4 provides the details of Management Partners’ recommended organizational structure
for the rent stabilization program.

figure 4. Detailed Organizational Chart for Proposed Rent Stabilization Division
Communfty Development
Department
Director
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1The Rent Stabilization Division will maintain an internal service agreement with community preservation far code enforcement
related to the rent stabilization ordinance. One FTE code enforcement officer is recommended to be added to the Community
Preservation Program.
2The senior management analyst has a lead role in administration related tasks.
3The Rent Stabilization Division will maintain an internal service agreement with the Information Technology Department for IT
support and managing rent stabilization information on the website. A .5 FTE systems integrator is recommended to be added
to the Information Technology Department.

F. Alternative Reporting Structure in Community Services
As noted earlier, an alternative placement of the rent stabilization program could be in the
Community Services Department. We believe the program would also work well in that
department.
The alternative organization structure is shown in Figure 5. As shown, the Rent Stabilization
Division would be led by a new deputy director, who would report to the director.
Figure 5. Alternative Proposed Organization S truct tire
Community Services
Department
Director

Rent St

liaaiaon

Hu

Sic:s

Administrator

Fiincriens
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support
Program management
and administration
Rent registry and appeals

Fuechons
Ambassador program
Community Assistance
Grant funding (CAGF)
Community and homeless
outreach
Community Development
Block Grant (CDBG)
Residential tenantend
landlord relafoen

Asutm f
Community Servicus

E
Adult and senior services
Collections
Friends of the Beverly
Hills Public Library
Technology services
Youth and teen Services

=i:

:::

Manager

Frincrines
Adulknenier programs
and Beverly Hilts Active
Adult Club
Athletic programs
Bovorly Hills Unified
School District liaison
(Joint Powers
Agreemenfl
Early education and youth
programs
Teen services and
advisory commftfen

Support
Admtnistrator

Budgel and accounting
Community Charitable
Founduborr
Fitm end specul eoents
peemits (Cnyvede)
Publicey and marketing
Registration office
Team Beumly Hills

R,onZs
Manager

Fuerrbans
Demonstration garden
Farmers’ market
Film and special events
and Grcystore
Friends ot Greyntone
Park rangers

Accordingly, Figure 6 provides the details for this organizational placement option.

.‘
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figure 6. Detailed Organizational Chart for the Alternative Placement of the Proposed Rent
Stabilization Division

Functions
Program management
and administration
Rent registry and

The Rent Stabilization Division will maintain an internal service agreement with community preservation for code enforcement
related to the rent stabilization ordinance. One FTE code enforcement officer is recommended to be added to the Community
Preservation Program.
2The senior management analyst has a lead role in administration related tasks.
3The Rent Stabilization Division will maintain an internal service agreement with the Information Technology Deportment far IT
support and managing rent stabilization information an the website. A .5 FTE systems integrator is recommended to be added
to the Information Technology Deportment.

G. Estimate of Program Costs
The new rent stabilization program will have similar requirements as would any new City of
Beverly Hills program. It will have a significant public component, which means that resources
will be needed to ensure effective communications. Staff must be hird and trained to fully
implement and sustain program operations. Office space will need to be arranged and a fully
functioning office will need to be established. Several internal service agreements or external
contracts will be needed to ensure the program components can be met. Should the City
determine that fees will be established, as is done in all other cities with rent stabilization
programs, the billing methods and systems will need to be established and related staffing
provided.
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The categories of costs shown below are as follows:
•
•
•

External contracts and internal service agreements
Staffing costs
Materials, supplies, and capital outlay costs

(1) External Contracts for Service and Internal Service Agreements
Management Partners’ project team recommends that administrative, support and technical
services to the rent stabilization program be provided contractually, with both internal and
external service providers. An initial list of current and potential agreement and contracts is
described in Table 7. Each agreement or contract would include performance expectations and
costs, which would then be charged to the program. These costs could also be reflected in a fee
calculation should the City establish fees for the program.
Table 7 indicates the anticipated internal and external contract costs for start-up through FY
2017-18, as well as estimated costs in FY 2018-19. These estimates for contract costs in FY 201819 should be considered soft since it may be that some services are needed in the second year
that are not anticipated at this time. For that reason, the City may wish to establish a
contingency fund for this program, or understand that additional resources may be required in
the second year beyond what is estimated below.
Table 7.

Proposed
Provider

30j

External Contracts for Service and Internal Services Agreements
Estimated Cost
March 1, 2017
June 30, 2018

—

$57,000

Estimated Cost
July 1, 2018June 30, 2019

$71,000

Agreement and Contract Description,
Status and Scope
• Purpose: Web interface for registry database
development and management
• Existing contract (two phases) is for one year. It is
renewable and includes registry, database and system
administration, property inventory and billing and
payments
• Annual $21,000 fee is a subscription fee paid to the
vendor with the current modules; this will increase as
modules are added
• First year includes $36,000 in software implementation
for current contract and $21,000 in first-year
subscription fee
• Second year includes $50,000 in contingency for added
software development (landlord and tenant requests)
and $21,000 in subscription fees
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Proposed
Provider

Estimated Cost
March 1, 2017
June 30, 2018

—

Estimated Cost
July 1, 2018June 30, 2019

City Attorney

$305 000

$305 000

Pepperdine
University—
Professor
Sukhsimranjit
Singh

$12,500

$0

$80,200

$125,500

$52,500

$82,100

•

Community

•
Preservation

Program

•

Information
Technology

City Manager’s
Office of
Communications
.

.

.

Management
Partners

Nochargesto
program

Nochargesto
program

$98 000
‘

Agreement and Contract Description,
Status and Scope
• Purpose: Hearing officer and specialized legal services
• A request for proposals is underway for administrative
hearing officers
• Hearing officer costs will depend on number of appeals
• Other specialized legal services will be required
• Internal service agreement for ongoing services with City
Attorney’s Office, to include external contract with
hearing officers
• See section below entitled “Assumptions Regarding
Legal Costs” for detail
• Purpose: Facilitation services
• Short-term engagement
• Convene meetings of interested parties to discuss issues
related to housing rents
• No services in second year are assumed in this budget
. Purpose: Enforcement
• Internal service agreement for ongoing enforcement
services related to habitability and substandard housing
violations, as well as new enforcement efforts focused
on new rent stabilization protections
• Costs shown are salaries and benefits for one code
enforcement officer position at current rates for first
two fiscal years
• Purpose: IT and web support
• Internal service agreement
• Costs shown are for salary and benefits for .5 FTE
systems integrator at current rates for first two fiscal
years
• Ongoing maintenance of website related to rent
stabilization program
• Ongoing development of registry, connection to other
programs_and_potential_billing_solutions
• Purpose: Communications support
• Internal service agreement
• Assist in the preparation of written materials review
communication tools and other communications
services as needed
• Purpose: Project management and consulting services
• Short-term engagement
• Provide start-up project management, prepare
implementation action plan, develop staffing plan,
identify program costs
• No services in second year are assumed in this budget
.

.
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Proposed
Provider

Estimated Cost
March 1, 2017
June 30, 2018

—

Estimated Cost
July 1, 2018June 30, 2019

Agreement and Contract Description,
Status and Scope

TOTAL

EXTERNAL AND
INTERNAL
SERVICE
AGREEMENTS
TOTAL
EXTERNAL

CONTRACTS
ONLY

$605,300

$583,600

Includes both internal and external contract services
which includes a new position in Community Preservation
and .5 position in Information Technology

$472,500

$376,000

Includes only external service providers

Assumptions Regarding Appeals
Landlords and/or tenants may appeal certain determinations related to the rent stabilization
ordinance. These may include appeals of the following:
• Requests for rent adjustments,
• Amount of permissible rent, and
• Eligibility for relocation benefits.

The rent stabilization ordinance specifies that appeals of rent adjustments will be heard by an
administrative hearing officer. We assume, therefore, that appeals of permissible rent and
eligibility of relocation benefits will also be heard by a hearing officer. A further analysis of
costs would be required should the City choose another approach to handling appeals.

Assumptions Regarding Legal Costs
Two types of legal costs will be incurred for the rent stabilization program as follow:
(a) Hearing Officers: These will be needed for three types of appeals noted above. The cost
estimate is based on $200 per hour but the actual hourly rate is unknown because the City is
currently in the process of receiving proposals from potential hearing officers. For purposes
of creating a budget estimate, Management Partners is assuming three hours per case. We
are estimating a caseload for hearing officers at 3% of the total rent stabilized units of 8,600,
which assumes 25$ cases. With three hours each, this is approximately 774 hours, which
totals $154,800. We are proposing an initial budget of $155,000 with a contingency of $50,000
in case there are more appeals than estimated.
For perspective, the City of West Hollywood heard 1560 cases which is 9.3% of its 16,805
rent stabilized units. The City of Santa Monica heard 323 cases which is 1.2% of its 27,542
rent stabilized units. The City of Berkeley heard 441 cases which is 2.3% of its 19,093 rent
stabilized units.
(b) Other Specialized Legal Services: The City Attorney’s Office will be called upon to provide
specialized assistance in interpreting the ordinance, reviewing each appeal and conducting
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legal research related to the ordinance. These costs are in addition to the regular work of the
City Attorney’s Office which are charged on an overhead basis to all City departments (e.g.,
reviewing staff reports or contracts, providing legal advice).
Table 8 shows the estimated legal costs assumed in the rent stabilization program budget.
Table 8.

Estimated Legal Costs Associated with Rent Stabilization Program

Expense Type
Hearing Officer
Contingency
Specialized Legal Services

Cost
$155,000
$50,000
Total Cost

$100,000
$305,000

(2) Estimated Rent Stabilization Division Staffing Costs
Table 9 contains a summary of the staffing costs by position for the first two years of the rent
stabilization program. The first column shows the position. The second column indicates the
monthly salary as of September 30, 2017. The third colunm shows eight months of
compensation (salary and benefits) since we are assuming it will take four months for the hiring
process. The last column shows the full year costs for fY 201849.
Table 9.

Estimated Staffing Costs for FY2017-18 and FY2018-19

$12,382

$147,700

$230,900

$7,940

$94,800

$148,100

$13,932

$175,300

$274,300

Customer Service Representative (2)

$9,760

$197,700

$204,300

Code Enforcement Officer

$6,384

$80,200

$125,500

Secretary (50%)

$2,465

$32,900

$51,500

Systems Integrator (50%)

$4,379

$52,600

$82,100

Deputy Director of Rent Stabilization3
Senior Management Analyst
Management Analyst (2)

Overtime
Total Salaries and Benefits

$0

$6,500

$6,500

$787,700

$1,123,200

Salories were provided by the City and were calcu,ated at step 3 far al/positions except the Deputy Director, which is budgeted
at step 4.
2Benefits data were provided by the City and the numbers are rounded up to the nearest hundred dollars.
3Newly created position with salary equivalent to Deputy Director of Transportation.
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(3) Estimated Materials, Supplies, Capital Outlay and Internal Service Fttnd
Costs
Table 10 contains a summary of program costs including materials, supplies, capital outlay and
internal service fund costs.
Table 10. Estimated Other Program Costs Excluding Staffing and Contracts
Expense

FY 2017-18 Total

FY 2018-19 Total

$30,000

$30,000

Postage and Mailing
Publication of Notices

$7,000

$7,000

$13,000

$8,000

Office Supplies’

$5,000

$5,000

Cell Phone Expenses

$7,000

$7,000

Copying and Duplicating

Training and Conferences

$8,000

$8,000

Vehicle Mileage

$10,000

$10,000

Total Materials, Supplies and Training

$80,000

$75,000

Furniture Purchases

$35,000

$0

Computers

$35,000

$0

$7,000

$0

$77,000
$157,000

$0
$75,000

Cell Phone Purchases
Total Capital Outlay
Total
1lncludes $1,000 for books ond subscriptions.

(4) Summary of Program Costs
Table 11 sets forth our preliminary estimate of the rent stabilization program costs over two
years. These were developed in consultation with City staff. The first column lists the major
categories. The second column shows the start-up and year one (FY 2017-18) program costs. The
third column provides an estimate of the second-year program costs (FY 2018-19). The start-up
and year one costs are expected to be $1,492,200, of which $250,000 has already been
appropriated. The FY 2018-19 costs are expected to be $1,649,200, with a cost over two years of
$3,141,400. The second year includes increases to Ca1PERS rates that are known now.
Table 11. Summany of first Tzvo Years of Estimated Program Costs

Category

Salaries and
Benefits

Second Year
Year One with
Costs
Start-up Costs
March 1, 2017 ILiuly 1, 2018 to
to June 30, 2018June 30, 2019

$787,700

$1,123,200

Total Two
Year Costs

$1,910,900

Comments
• Assumes salaries and benefits for six
new staff for eight months in FY 201718 and 12 months in FY 2018-19
• Assumes two full time customer service
representatives for 12 months in FY
2017-18
• See Table 10 for detail
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Year One with

Second Year

Start-up Costs

Costs

March 1, 2017
to June 30, 2018

July 1, 201$ to
June 30, 2019

Total TwoYear Costs

$80,000

$75,000

$155,000

See Table 11 for detail

$472,500

$376,000

$248,500

See Table 8 for detail

Capital Outlay

$77,000

$0

$77,000

Contingency

$75 000

$75 000

$150 000

$1,492,2002

$1,649,200

$3,141,400

Category
Materials,
Supplies and
Training
External
Contractual
Services

Grand Total’

Comments

See Table 11 for detail
As a new program, unexpected expenses
or needs may arise (e.g., more
requirements for public outreach,
additional contractual services). Other rent
stabilization programs in California have
reserve funds.

‘Rounded up to the nearest hundred dollars.
2The City Council has already appropriated $250,000 toward these start-up costs.

(5) Five-Year Projections
To provide a multi-year perspective on the cost of the rent stabilization program, Table 12
shows a five-year budget forecast (which assumes increased costs as with any City program).
Ca1PERS costs are also known to be increasing for all member agencies and other costs can be
expected to rise. The forecast beginning in FY 2019-20 assumes an annual cost increase of 2% for
salaries, 5% for benefits and 2% for non-personnel expenditures.
Table 12. five-Year Budget Projections for the Rent Stabilization Program1
Personnel Costs
Non-Personnel Costs
Total Projected Costs

5
$787,700
$704,500
$1,492,200

$1,123,200
$526,000
$1,649,200

.‘l.e)
.(‘
$1,157,700
$536,600
$1,694,300

$1,193,800
$547,300
$1,741,100

$1,231,300
$558,200
$1,789,500

1March 1, 2017 to June 30, 2018.
2Figures include a 2% increase beginning in FY 2019-20 for salary casts, a 5% increase in benefit casts and a 2% increase far nanpersonnel casts.
3Figure represents the total start-up program cast; the City Council has already appropriated $250,000 toward these start-up
casts.

Figure 7 shows the percentage increases on a total program basis over each of the five years.
Costs are expected to increase by approximately 20% over the five years.
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Figure 7.

Percentage Cost Increases Over Five Years

$1,850,000

25%

s1,800,000
51,750,000

20%

51,700,000
$1,650,000
15%
$1,600,000
$1,550,000
10%

$1,500,000
S1,450,000

5%

$1,400,000
51,350,000
$1,300,000
FY 2017 18

FY 2018•19

FY 2019 20

Total Projected Cost

FY 2020-2021

FY 202122

—Percent ncreae

H. Fee Implications
Most cities that have adopted rent stabilization programs have also established annual fees to
cover the costs of providing the services. The logic is that such programs do not impact the
general public, but rather benefit a subset of landlords arid tenants who derive stability and
certainty from the program. In circumstances such as this where a unique benefit is established
for a subset of individuals, user fees may be appropriate. However, such fees must bear a nexus
to the actual costs incurred in administering the program. While addressing fees was not part of
our scope of work, nonetheless, it is an important and critical item to address as soon as
possible, if the City determines it will establish fees.
Having a five-year perspective on program costs is important as fees are set, since program
costs will not remain static over time. It is also likely that additional staffing will be needed if
program demands exceed the staffing proposed in this analysis. Further, even if staffing levels
stay the same, due to Ca1PERS costs, internal service funds, vendor costs, office expenses and
other items, the program budget will increase over time. Therefore, it is expected that any fees
would also increase.
Important factors to consider as fees are established include:
• Establishing a clear City policy with respect to program costs and fee recovery;
• Determining whether all start-up costs are expected to be recovered through fees (and
over what time period);
• Ensuring all direct program costs are included;
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•
•

Determining to what extent overhead (department and city) costs are included in the fee
calculation; and
Establishing a reserve for unexpected expenses (consistent with the City’s reserve
policy).

I. Conclusion
The City intends for the new rent stabilization program to be partially operational by August
30, 2017 and fully operational by late December 2017. These dates will be challenging because of
the need to recruit for the positions. The first priority for recruitment is the deputy director
position but all positions should be recruited simultaneously. It is a significant undertaking to
set up a new City program, hire and orient staff and contractors, and begin to provide services
to the public. The costs are significant and the City will need to follow up on various program
issues, such as whether to implement fees.
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Attachment A: Rent Stabilization Program

—

Implementation Action Plan

This implementation action plan identifies the key activities and steps known at this time
needed to implement the City’s rent stabilization program. This action plan should be
considered a working document, to be updated by staff as progress is made and/or as new tasks
are identified.
The document is organized into five sections, as follow:
A. Program Set-Up: This includes staffing, software implementation, setting up the office,
obtaining hearing officer services, developing public communications materials, and
considering potential program fees.
B. Rental Housing Registration: This includes developing registration guidelines and
materials, holding workshops, providing technical assistance, and creating guidelines for
rent appeals.
C. Relocation fees: This includes developing guidelines for administration of relocation fees
per the ordinance and handling appeals.
D. Rent Adjustments: This includes developing guidelines for handling rent adjustments.
E. Ordinance Enforcement: This includes determining what processes need to be changed
regarding enforcement to accommodate the new ordinance, and establishing
communication protocols between Community Preservation and Rent Stabilization.

Page 25

Implementation Action Plan
Activity
Recruit and Hire Staff
1.
Hire temporary customer service representatives
2.
Train temporary customer service representatives
3.
Prepare for recruitment of permanent program staff
4.
Adopt program budget and staffing
Hire rent stabilization program staff
5.
6.
Train permanent staff
Implement Database and Registration Software
7.
Manage contract with software vendor to ensure that program is
implemented on time and remains current
Set Up New Office
8.
Set up rent stabilization offices
Legal and Administrative Hearing Services
9.
Engage Hearing Officers
10.
Agreement with City Attorney’s Office for specialized legal services
Develop Public Communication Materials
11.
Develop public educational and outreach materials
12.
Agreement with City Manager’s Office for Community Outreach
Create Internal Service Agreement for Code Enforcement
13.
Agreement with Community Preservation for Program Enforcement
Determine Whether to Establish Program Fees
14.
Establish Fee Schedule
15.
Internal service agreement with Finance Department for financial and
billing support
Implement initial billing cycle
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

Develop policies and procedures for rental housing registration program
Set initial registration start date and registration due date (30 days after)
Determine data to be collected and develop forms needed to collect data
Hold two community meetings on rental housing program requirements
Define internal processes for registering properties
Prepare the Registration packet for mailing
Distribute registration packet to landlords
Establish schedule for individual technical assistance meetings with
landlords in City Hall to complete their registration forms
Hold two registration workshops One-on-one Assistance
Monitor rental registration period
Create process for handling rent appeals
Complete initial registration applications
Complete certification of permissible rents including appeals of all rental
housing units
-

Schedule

May July 2017
July August
June August
June July
August December
August October
—

-

—

—

—

—

May

—

August

August

—

September

June July
August September
—

-

June September
August September
-

—

August
August December
November December
—

—

January 2018
June —July
Completed
Completed
June
June July
June —July
June—July
June —July
—

July August
July 24— August 23
July—August
July—September
Before January 24, 2018
-

Page 26

30.
31.
32.
33.
34.
35.
36.
37.
E
38.
39.

Draft policy guidelines for administering relocation fees
Develop forms and internal processes needed to administer the
relocation fee program
Establish escrow process for landlord deposits of relocation fees
Create process for handling relocation fee appeals

June
June

Develop rent adjustment guidelines
Determine list of relevant data that will be required to analyze rent
adjustment requests
Define internal processes for rent adjustment process
Create irocess for handling rent adjustment appeals

June —July
July August

July
July

—

—

—

July

October
August

—

June —July
July—September

Ørdlnance Enforcemit
Determine internal processes for handling ordinance violations
Develop complaint forms

June
June

—

—

August
August

Attachment B: Work Function Analysis for Rent Stabilization Division Positions
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4

$600

860

2150

4

0.20

0.20

0.17

0.01

0.96

0.10

0.20

0.01

0.96

0.10

0.20

0.96

0.4$
0.96

0.48
0.20

0.10
8600

8600

Table 13. Work Function Analysis for Rent Stabilization Division Positions: Customer Service Representative, Management Analyst, and Senior
Management Analyst

Respond to landlord
and tenant questions
(volume @ 60%)
Advise the public on
procedures for
resolving issues
(volume @ 25%)
Document and process
questions requiring
legal interpretation and
clarification (volume @
10%)
Provide clerical and
administrative support
(volume @ 100%)
Provide clerical support
for organizing
community meetings
Rent analysis follow up
(volume @ 100%)
Conduct rent analyses
(volume @ 100%)

Work
Functions
Assist with informal
resolution of issues
(volume @15%)
Accept landlord and
tenant complaints and
develop information as
needed for
administrative hearings
(volume @ 3%)

Prepare reports for
hearing officer (volume
@ 3%)

Determine relocation
benefits (volume @ 5%)
Manage contract with
database vendor
Serve as lead for
management analyst
team
Assist with resolution of
complex issues (volume
@ 15%)
Oversee staff work
related to appeals
(volume @ 8%)

Customer Service
Representative
Management Analyst

Senior Management
Analyst
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TOTAL
FTEs

0.36

Full-Time
Equivalent
(FTE)
Positions1
0.36

0.48

Estimated
Task Time
(Hours)
0.50

0.43

0.25

Full-Time
Equivalent
(FTE) Positions1

3

0.22

Estimated
Task Time
(Hours)

0.05

1.50

Full-Time
Equivalent
fFTE) Positions1

0.33

0.03

Estimated
Task Time
(Hours)

258

0.20

1290

Estimated
Volume
.

258

180.0

0.25

0.08

0.24

0.25

0.08

0 18
1

450.0

0.24

0.12

0 18

n/a

0.33

0.12

0 75

1290

0.30

430

688

Work
Functions
Manage program
budget

Manage billing services,
as necessary, through
internal service
agreement with Finance
Department

Plan and coordinate
community meetings
TOTAL FTE5

Senior Management
Analyst
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TOTAL
FTEs

Management Analyst

Full-Time
Equivalent
(FTE)
Positions’

Customer Service
Representative

Estimated
Task Time
(Hours)

Full-Time
Equivalent
(FTE) Positions’
,,

0.15

Estimated
Task Time
(Hours)

0.15

0.15

Full-Time
Equivalent
(FTE) Positions’

270.0

0.15

Estimated
Task Time
(Hours)

n/a

270.0

Estimated
Volume

n/a

0.02

8.65

0.02

1.01

10.0

2.15

4
2.40

‘The FTE calculation is based on 1,800 effective hours per employee/year, which is a 13% reduction from the totol 2,080 hours per yeor. This reduction occounts for leove time,
vacation, training, administrative and other duties when employees are not available to perform their care duties.

__________
__________
___________
__________
___________

Secretary

__________
___________

Systems Integrator

__________

____________

Deputy Director of Rent
Stabilization

Tablc’ 14. Work Fu;tction Analysis for Rent Stabilization Division Positions: Code Enforcement Officer, Secretary, Systems Integrator and
Deputy Director of Rent Stabilization
Code Enforcement
Officer

Full-Time
Equivalent
(FTE)
Positions’

_______
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0.17

TOTAL
FTEs

Full-Time
Equivalent
(FTE)
Positions’

0.36

Estimated
TaskTime
(Hours)

Estimated
TaskTime
(Hours)

0.36

0.73

Full-Time
Equivalent
(FTE)
Positions’

Estimated
Volume

3.25

0.73

Estimated
TaskTime
(Hours)

199

1.75

0.17

Full-Time
Equivalent
(FTE)
Positions’

754

300

Estimated
TaskTime
(Hours)

Provide
enforcement
support for rent
stabilization
violations as
determined by
rent stabilization
staff (estimated
increase of
complaints
@20%)
n/a

Work
Functions
Conduct
habitability
inspections
based on
complaints
(estimated
increase of
complaints @
20%)

Compile and
maintain records

Code Enforcement
Officer
Secretary

Systems Integrator

Deputy Director of Rent
Stabilization
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TOTAL
FTEs

0.25

Full-Time
Equivalent
(FTE)
Positions1

0.25

Estimated
Task Time
(Hours)

450

Full-Time
Equivalent
(FTE)
Positions1

Full-Time
Equivalent
(FTE)
Positions1

n/a

0.22

0.25

0.22

0.20

0.25

400

0.20

450

n/a

n/a

350

n/a

Estimated
Task Time
(Hours)

Estimated
Task Time
(Hours)

0.22

Full-Time
Equivalent
(FTE)
Positions1
0.22

0.11

Estimated
Task Time
(Hours)
400

0.11

Estimated
Volume
n/a

200

Work
Functions
Provide
administrative
support

n/a

.

Prepare notices
and minutes for
hearings
Provide ongoing
IT support
Manage rent
stabilization
information on
website
Interface with
Community
Development,
other City
departments
and City
Attorney
Supervise the
communication
function,
manage the
message and
serve as primary
voice for the
program

Work
Functions
Manage internal
service
agreements for
code
enforcement
and
communications
services
Manage the
program
TOTAL FTEs

Code Enforcement
Officer
Secretary

Systems Integrator
Full-Time
Equivalent
(RE)
Positions’

Deputy Director of Rent
Stabilization
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TOTAL
FTEs

Estimated
Task Time
(Hours)

Full-Time
Equivalent
(FTE)
Positions’

Full-Time
Equivalent
fFTE)
Positions’

Estimated
Task Time
(Hours)

Estimated
Task Time
(Hours)

0.20

Full-Time
Equivalent
(RE)
Positions’

0.20

Estimated
Task Time
(Hours)

350

Estimated
Volume

n/a

8.65

0.3$

1.00

0.38
0.50

700
0.50

n/a

1.09

1The FTE calculation is based an 1,800 effective hours per emplayee/year which is a 13% reduction from the total 2,080 hours per year. This reduction accounts for leave time,
vacation, training, administrative and other duties when emplayees ore not available to perform their core duties.

