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OVERVIEW 

 
Securing office space, as well as meeting space, is critical to the success of the 
Citywide System of Neighborhood Councils and their empowerment as 
legitimized entities within their surrounding communities.  It is important to note 
that a Neighborhood Council system of governance was not envisioned in 
crafting the City Charter, Administrative Codes and Ordinances with respect to 
the acquisition and allocation of office and meeting space for Neighborhood 
Councils.  
 
Given that Neighborhood Councils (NCs) are considered governmental entities, 
they would be subject to a variety of City processes and requirements for the 
acquisition of space, including the requirement that all leases must be approved 
by the City Council [Charter Section 371 (a), (e) (4)].  Within the current approval 
processes, if each NC lease were to be considered top priority (assuming there 
were no other leases with that priority), it could still require a minimum of 4-6 
months for approval and execution of a lease within a private facility.  The regular 
leasing and space acquisition process, including City Council approval and 
authorization for use of City-owned or leased space, is far too long given the 
expectations and immediate needs of the Neighborhood Councils.   
 
A Working Group composed of staff from the Department of General Services 
(Asset Management Division), Office of the City Attorney (Neighborhood Council 
Advice Division and Real Property/Environment Division), City Administrative 
Officer (Risk Management Division) and the Department of Neighborhood 
Empowerment (DONE), have been collaborating on Neighborhood Council office 
space issues and developed the initial Draft Guidelines for Acquisition of 
Neighborhood Council Office Space (August, 2003).  This document was 
distributed to the Neighborhood Council leaders and public comment 
incorporated into the Working Group’s final recommendations related to 
negotiating the acquisition of space by Neighborhood Councils in: 
 

Ø Privately-owned Facilities with Rent 
Ø Privately-owned Facilities without Rent (donated space) 
Ø City-owned or Leased Facilities 
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IMMEDIATE IMPLEMENTATION RECOMMENDATIONS 
 
Based on the current Charter and Ordinance authorities, Neighborhood Councils, 
under the umbrella authority of the Department of Neighborhood Empowerment, 
can immediately work through DONE (as a City Department), to negotiate the 
approval of lease agreements in privately owned facilities.   
 
The Neighborhood Council/DONE would be required to employ the existing City 
process to secure space and negotiate a lease or agreement, which includes 
working directly with DGS  (Asset Management Division) to move the request to 
execute a lease through the City Council and its designated Committees 
(Municipal Facilities Committee and Information Technology & General Services 
Committee).  Upon approval by Council to negotiate the lease, DGS and the City 
Attorney would work with the Neighborhood Council/DONE to execute the lease 
and secure move-in dates.  
 
The same process holds true for utilizing donated space and acquiring space in 
City-owned or leased facilities, with some minor exceptions.  In each of these 
cases, Neighborhood Councils should be clear on the terms and conditions by 
which they will occupy space, while minimizing liability to both the Neighborhood 
Council and the City.  In any event, it should again be noted that the current City 
process does not allow for prompt implementation, given the established 
administrative process per Ordinance, Charter and Resolution authorities.  
 
Recognizing this challenge, the Department of Neighborhood 
Empowerment can immediately reorganize internal workloads to dedicate 
one staff member as a NC office space Program Administrator in order to 
assist Neighborhood Councils through this process and expedite any 
administrative impediments that may arise when utilizing the existing 
space acquisition system. 
  
In addition, there are several areas wherein the Education & Neighborhoods 
Committee could direct immediate action to facilitate timelier processing of 
leases, agreements and authorizations to legitimize occupancy in office space for 
Neighborhood Councils.  
 
I. Exempt Neighborhood Councils/DONE from One Level of 

Administrative Review and Approval for Office Space  
 
q It is recommended that the Education & Neighborhoods Committee 

approve the attached amendment (see Attachment A) to the Municipal 
Facilities Committee Resolution (10-2-56, revised: 3-28-89), in order to 
expedite Neighborhood Council requests for space.   
  

Adoption of this Resolution would exempt DONE (when operating 
on behalf of the Neighborhood Councils) from the administrative 
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requirement that their space needs be submitted to the Municipal 
Facilities Committee for study, review or recommendation with 
respect to locating City-owned, leased, or private space for 
occupancy or to share with other departments or offices.   
 
Since the MFC meets only one time per month, removing this layer 
of administrative review would enable DONE and DGS to forward 
space need requests directly to the Information Technology & 
General Services Committee for approval and referral to the full 
Council.   
 

II. Securing Office Space in Privately-owned Facilities 
 
Under the current administrative process and in order to expedite the acquisition 
of office space in privately-owned facilities, it is recommended that the Education 
& Neighborhoods Committee: 
 

q Approve the attached Guidelines for the Acquisition of Neighborhood 
Council Office Space (“Guidelines”), Attachment B, for use in 
conjunction with DGS under the current City administrative process.   

 
Approval of the Guidelines will expedite the selection of office space in 
privately owned facilities while providing guidance in the negotiation 
and execution of leases, authorizations or agreements between a 
landlord and the City/Neighborhood Council.  
 

q Direct the Department of General Services to coordinate with the 
Department of Neighborhood Empowerment in the processing of all 
Neighborhood Council requests for office space in privately owned 
facilities and lease execution through the current space acquisition and 
approval process.  This includes the direction that Neighborhood 
Council lease requests receive a heightened priority over all other 
pending lease negotiations for space of a similar size and location. 

 
o The current process may take from 4-6 months before a lease can 

be processed and the NC would be able to occupy private space.  
This timeline includes all Council, Committee and Municipal 
Facilities Committee levels of review and approval. Processing 
requests to execute leases in privately owned facilities, without the 
necessity of obtaining Municipal Facilities Committee approval, will 
expedite this process significantly. 

 
o Templates for a Standard Neighborhood Council Lease and 

Donated Space Letter Agreement have been developed in draft 
form by the Office of the City Attorney to expedite these types of 
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arrangements in privately owned facilities.  Use of these templates 
will shorten the level of review within the current process.  

 
III. Securing Office Space in City-owned or Leased Facilities 
 
Under the current administrative process and in order to expedite the acquisition 
of office space in City-owned or leased facilities, it is recommended that the 
Education & Neighborhoods Committee: 

  
q Direct the Department of General Services to coordinate with the 

Department of Neighborhood Empowerment in the identification of 
available City Owned/Leased Space, including existing donated City 
space. 

 
q Direct the Los Angeles Police Department to coordinate with DONE (on 

behalf of the Neighborhood Councils) the accurate identification of 
available space within existing Community Outreach Centers (See 
Attachment C) and manage potential negotiations and discussions 
regarding possible use by Neighborhood Councils with donors/landlords.  

 
q Support the Mayor’s request for all City General Managers to respond to 

DONE regarding the identification of available, vacant Office Space within 
the jurisdiction of said City Department.  It is further recommended that the 
Committee suggest that all City Council Offices likewise identify any 
available, vacant office space within their respective Offices.  

 
o The template for a City Inter-Departmental Space Sharing 

Acknowledgement has been developed in draft form by the Office 
of the City Attorney to expedite these types of arrangements in City 
owned or leased facilities.  

 
o Space sharing in City facilities, without the necessity of obtaining 

Municipal Facilities Committee approval, will expedite this process 
significantly. 

 
 
IV. Neighborhood Council Office Premises Insurance Program 
 
A landlord or owner may require additional insurance for occupancy in a privately 
owned facility.  The City’s Risk Manager has negotiated an exceptional program 
specifically for Neighborhood Councils, in the event that a private landlord 
requires additional insurance.  It is recommended that the Education and 
Neighborhoods Committee: 
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q Approve the optional Neighborhood Council Office Premises Insurance 
Program (Attachment D) through SPARTA, as follows: 

 
a. $1,000,000 Premises Liability 
b. $2,000,000 General Aggregate 
c. $     50,000 Fire Legal Liability 
d. The Total Cost for coverage will be $307.82 per year per NC, 

based on 1,000 square feet with landlord included as the additional 
insured, including the City of Los Angeles special indemnification. 

 
 

RECOMMENDATIONS FOR COMMITTEE ACTION 
 
In addition to the above listed recommendations, the Working Group 
recommends the following, additional authority and process changes relative to 
substantially reducing the time required for the acquisition of office space by 
Neighborhood Councils with Elected Boards with access to their annual funding. 
 
It is estimated that Committee and Council adoption of these additional key 
process changes, (most importantly, the ordinance changes which eliminate 
DGS and Council from the NC space approval process by delegating authority to 
DONE) will result in any Neighborhood Council being able to occupy office space 
within 30-45 days of submitting the negotiated Neighborhood Council lease or 
agreement to DONE for processing and approval.  If the Neighborhood Council 
prefers occupancy in available and vacant City owned/leased facilities, 
occupancy could occur sooner than 30-45 days.     
 
It is therefore recommended: 
 

1. That the Education and Neighborhoods Committee and City Council 
authorize modification of the Los Angeles Administrative Code Article 21, 
Chapter 4, Section 22.535 (b) in order to immediately provide delegation 
of authority with respect to the administration and procurement of space, 
Neighborhood Council lease and agreement review and approvals, as 
follows: 

 
The Department of Neighborhood Empowerment, with the assistance 
of the Department of General Services and the Office of the City 
Attorney, is authorized as the designated primary entity for 
administering and acting as a liaison and facilitator for the NC Office & 
Meeting Space Acquisition, Leasing and Procurement Program 
(“Program”).  

 
2. That the Education and Neighborhoods Committee and City Council direct 

the Office of the City Attorney to draft an ordinance which delegates to the 
Department of Neighborhood Empowerment, the entire responsibility for 
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assisting Neighborhood Councils in obtaining/leasing space, including the 
administration of shared City space and execution of private leases on 
behalf of the Neighborhood Councils. 

 
It is also recommended that the Committee consider directing DONE 
and the Office of the City Attorney to research and pursue long-range 
Charter changes with respect to these authority issues.   

 
3. That the Education and Neighborhoods Committee and City Council 

formally approve the use of a Standard Neighborhood Council Lease, 
Donated Space Letter Agreement or City Inter-Departmental Space 
Sharing Acknowledgement, (developed based on the Guidelines), 
thereby authorizing the DONE General Manager (or his designee) and the 
designated NC President to enter into a Standard Neighborhood Council 
Lease, Donated Space Letter Agreement or City Inter-Departmental 
Space Sharing Acknowledgement with a private landlord or owner of a 
City-leased/owned facility. 

 
Neighborhood Councils requesting Office Space outside the 
parameters of these Guidelines will be required to enter into 
Neighborhood Council Exception Lease Agreements (“Exception 
Agreements”) which will necessitate compliance with the current 
standard City leasing policies for acquiring office space, which 
includes, but is not limited to, lease approval by the Municipal Facilities 
Committee and City Council, as detailed in the applicable Sections of 
the City Charter, Ordinance and Municipal Facilities Committee 
Resolution. 

 
4. That the Education and Neighborhoods Committee and City Council 

authorize City Department General Managers to directly approve the 
assignment of office space within said City Department to a Neighborhood 
Council provided that a City Inter-Departmental Space Sharing 
Acknowledgement accompanies said General Manager’s approval.  

 
5. That the Education and Neighborhoods Committee and City Council 

authorize the Controller to provide DONE with appropriate financial 
recommendations to facilitate payments for services and/or rent to 
landlords and/or charge-backs to City Departments from the 
Neighborhood Council Funding Program per Neighborhood Council, and 
as may be identified in any negotiated lease, agreement or 
acknowledgement document.    

 
6. That the Education and Neighborhoods Committee and City Council direct 

the Department of Neighborhood Empowerment to report Semiannually to 
the Municipal Facilities Committee, Education and Neighborhoods 
Committee and any other designated Council Committee on the status of 
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the  “Program.”   The Semiannual Report will include the assignment of 
Office Space to requesting Neighborhood Councils, the type and length of 
agreement and location.    

 
7. Fiscal Impact:  None.   

 
a. It is anticipated that by reorganizing key work components of DONE 

both within its Field Operations Division and Administrative 
Services Division, there is an existing, vacant Management Ana lyst 
II (Class Code 9184-2) position which could be immediately 
dedicated to administer the Program on a full-time basis and 
coordinate attendant processes with the Field Operations Staff 
(Project Coordinators.)  The position is in the process of being re-
exempted from the hiring freeze at this time. 

 
b. The Program Administrator will manage the workload of up to 100 

Neighborhood Councils requesting space assistance, including the 
review and implementation process of each request for office 
and/or meeting space, conformance with established guidelines 
and procedures and securing efficient approvals within established 
timeframes.   This would include developing working relationships 
and contracts with landlords offering Executive Office Suite space 
options (see Attachment E). 

 
c. The Program Administrator will manage and coordinate requests 

for Meeting Space in City Departments by utilizing the City 
Department Meeting Space List compiled by DONE and as 
referenced in Council File 02-0090 (Available Facility Resources- 
see Attachment F). The Program Administrator will also work with 
Neighborhood Councils to assist in contract negotiation for other 
types of Meeting Space, as needed.  

 
 

RECOMMENDATION BACKGROUND AND ANALYSIS 
 

I. Authority/Legality Issues 
 
As previously stated, the original authors of the City Charter, ordinances and 
other legislation did not consider the integration of an advisory body 
(Neighborhood Councils) and their status as a governmental entity into the daily 
processes of city government.   As Neighborhood Councils are certified, elect 
governing boards and take public actions to formulate advisory positions and 
spend public funds, it is evident that augmentation and incremental revisions to 
City legislation must be considered with respect to enhancing their ability to 
operate efficiently as independent bodies.   
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With respect to the acquisition of space, leasing agreements (contracts), and 
current approval authorities, the following Charter, Administrative Code and 
Council Resolution citations reflect the current authority and process issues 
which pose challenges for the timely identification, assignment and acquisition of 
office space. 

Charter Section 371 (a) & (e), (4) states the following: 

“(a) Competitive Bidding.  Except as provided in subsection (e) below, the City shall not 
be, and is not, bound by any contract unless the officer, board or employee authorized to 
contract has complied with the procedure for competitive bidding or submission of 
proposals established by this section and ordinance.” 

 “(e) Exceptions.   The restrictions of this section shall not apply to: 

(4) Contracts for leasing as lessee or purchasing real property when approved by 
majority vote of the Council.” 

It is this Charter Section that requires all contracts for leasing be approved by a 
majority vote of the Council, unless sent out for competitive bid through the 
Request for Proposal process. 

Article 8, Section 22.535 (b) of the Los Angeles Administrative Code designates 
that the Department of General Services: 
 

“(b)….shall manage the leasing of the Los Angeles Mall facilities; the leasing of space 
needed for City departments, and leasing of City real property….” 

 
Article 1, Section 7.1 of the Los Angeles Administrative Code also states that:  
 

“…In order to more effectively manage the Real Property assets of the City of Los 
Angeles, the Council has established the Asset Management Program under the 
direction of the General Manager of the Department of General Services. “ 
 

Additionally, Section 7.5 (Rental of Land) of this same Article indicates: 
 

“ (5) Except as otherwise provided in the City Charter and in this section, the leasing or 
granting of permission to use City-owned real property under the control of any 
department, bureau or office under the General Budget shall be approved by the Council 
by ordinance, order or resolution.” 

 
A Council Resolution dated October 2, 1956, and revised on March 28, 1989, 
created the Municipal Facilities Committee (MFC), currently consisting of the City 
Administrative Officer, Chief Legislative Analyst and the General Manager, 
Department of General Services.  The Committee was created for the purpose of 
advising the Mayor and Council on the efficient utilization, acquisition and sharing 
of quarters/space needed by various departments and offices to operate and 
serve the public.  The MFC meets once per month and all DGS reports on the 
utilization and assignment of space are reviewed and moved on through the 
Council approval process from that point in time.   
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In terms of existing legislation, current authorities and processes, it is important 
that the Committee be aware that the following key options were considered vis-
à-vis streamlining and augmenting existing authority issues with respect to the 
acquisition of office space for Neighborhood Councils.  

******************* 

q Option #1:  Utilize the current process for the acquisition of office space for 
City Departments (status quo).      Neighborhood Councils may currently 
employ this process under the umbrella of the Department of 
Neighborhood Empowerment.   

Total estimated time to acquire space:  4-6 months. 

The flow chart below generally reflects the current process that is required for 
City Departments to occupy or secure additional office space. 

 

 
 
 
 
                                                                          
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Option #1 Assessment 
 
Advantage:     
ü Least risk and liability. 
ü No Administrative Code or Charter changes are required 
   

City Department: 
Contact Department of 
General Services  
(DGS) for assistance 
to locate office space 
based on staffing 
needs and funding 
availability.  

Space identified  
1. Private owner 
2. Donated 

space 
3. City space 

DGS: 
1. Discusses City 

interest in lease 
execution w/ 
Landlord 

2. Discusses 
possible 
agreement w/ 
donor landlord 

3. City space: 
verifies availability 
and agreement 
options 

DGS: 
Recommendation sent 
to Municipal Facilities 
Committee (MFC) 
 (Meets 1x per month) 

MFC: 
Approves and sends to 
ITGS Council 
Committee 

ITGS Committee: 
Approves and sends to 
City Council 

City Council: 
Approves & sends to 
DGS. 

1. DGS may now 
negotiate lease 
provisions w/ 
landlord 

2. Donated Space: 
negotiates letter 
agreement 

3. City space: 
coordinates move, 
date lines, 
telephone, etc.  

DGS: 
1. Lease sent to 

City Attorney for 
approval 

2. Donated Space 
(move in date 
negotiated) 

3. City Space 
(move in date 
negotiated)  
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Disadvantage:    
ü Time frame for move-in is excessive. 
ü Approval process is time-consuming and cumbersome. 
 

WORKING GROUP RECOMMENDATION: 
Due to the time frame involved in the existing City process, the Working Group 
does not recommend this option for Neighborhood Councils in the long term.  It 
should be noted that if a Neighborhood Council decides to pursue negotiating a 
lease for office space outside the parameters of the Guidelines, the 
Neighborhood Council would be required to utilize the existing city process for 
the acquisition of Office Space (Exception Agreements). 
 

******************* 
 

q Option #2:  Amend relevant City Charter Sections to exempt 
Neighborhood Councils from the above referenced provisions requiring City 
Council approval on all leases and contracts (Long term). 

 
Option #2 Assessment: 
 
Advantages: 
ü Expedited leasing process for Neighborhood Councils. 
ü Provides flexibility for NC’s to secure space in privately owned facilities.  

 
Disadvantages:  
ü Charter change cannot be accomplished before Year 2005 
ü Risk of Voter disapproval. 
 

WORKING GROUP RECOMMENDATION: 
The Working Group recommends that a change in the City Charter be pursued in 
the long-term to legitimize a process and authority concerns regarding contracts 
and leases for Neighborhood Councils.  This recommendation, however, does 
not ameliorate the immediate need to secure office space for Neighborhood 
Councils in a more timely fashion. 
 

******************* 
 

q Option #3:  Amend Article 21, Chapter 4, Section 22.535 (b) of the 
Administrative Code to place the responsibility, partially or entirely, under 
the purview of DONE with respect to NC space requirements and private 
leases (Immediate/Short Term).   

 
Approve proposed revisions to the original Municipal Facilities 
Committee Resolution thereby exempting the Department of 
Neighborhood Empowerment (when operating on behalf of the certified 
Neighborhood Councils) from the administrative requirement that their 
space needs be submitted to the Municipal Facilities Committee for study, 
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review or recommendation with respect to locating City-owned, leased, or 
private space for occupancy or to share with other departments or offices 
(Immediate). 
 
Prepare an entirely new ordinance wherein DONE is afforded the entire 
responsibility for assisting Neighborhood Councils in obtaining/leasing 
space, including the administration of the City-owned, leased and privately 
owned space obtained by Neighborhood Councils (Mid-range Term). 

 
Option #3 Assessment: 
 
Advantages: 
ü Provides immediate resolution to process and time concerns for all agreements 

negotiated & utilizing Standardized Guidelines and Agreements specifically 
developed for Neighborhood Councils. 

ü Eliminates review and approval requirement of Council, Council Committees, and 
DGS for NC space requests.  

ü Eliminates review and approval requirement of Council and Council 
Committees and DGS for NC private leasing requirements if the 
Competitive Bidding Process is used pursuant to Charter Section 371.  
Otherwise, the Council and Council Committees, with the exception of the 
Municipal Facilities Committee, will continue to approve all leases, 
including Neighborhood Council leases, until the Charter is amended. 
(Revised:  11/17/03) 

ü Occupancy could occur within 30-45 days of signed agreement. 
ü Less risk and liability if all leases and agreements follow formalized templates 

and procedures. 
ü Standardized agreements will streamline City Attorney review process (form and 

legality only). 
 
Disadvantages:  
ü While DGS will continue to provide assistance and training, their involvement 

(expertise) in negotiation and execution will be reduced. 
 
WORKING GROUP RECOMMENDATION: 
The Working Group recommends immediate augmentation to both the Administrative 
Code and Municipal Facilities Committee Resolution, as proposed, in order to 
immediately streamline both process and authority issues attendant to securing 
Neighborhood Council Office Space.  By delegating authority to DONE for this purpose, 
complete and immediate Program execution can commence.  
 
II. Process and Program Implementation Issues 
 
As previously indicated, the current process and authority for the acquisition of 
office space lies with the Department of General Services.  Given that DGS is 
responsible for a very high volume of facilities citywide, the additional 
management of 100+ Neighborhood Councils and their office space agreements 



Acquiring Neighborhood Council Office & Meeting Space  Page 12 
November 18, 2003 
 
 

 

would be unwieldy and difficult to manage in tandem with current DGS workload 
and existing resources. 
 
Although the Department of Neighborhood Empowerment is likewise facing 
workload and efficiency challenges with respect to Neighborhood Council 
elections, outreach, trainings, funding, additional group identification/certification, 
policy matters and systems integration, management has determined that the 
most effective means by which to manage the acquisition of both office and 
meeting space for Neighborhood Councils would be to immediately assign a 
member of the Administrative Services NC Funding Staff (Management Analyst 
II) to act as the interim (until the vacant position is unfrozen) Administrator for the 
“Program” with the assistance and guidance of DGS and the Office of the City 
Attorney.  
 
The DONE Program Administrator would be responsible for: 
 
q Assisting with the coordination of office and meeting space for 

Neighborhood Councils. 
q Program implementation, negotiating, reviewing and providing 

recommendations for General Manager approval of Neighborhood Council 
occupancy agreements for space in City facilities, privately-owned 
facilities and donated facilities, with the assistance of the Office of the City 
Attorney.   

q Coordinating and managing the identification of meeting and office space 
with the assistance of the Department of General Services. 

q Tracking all Neighborhood Council leases and agreements and ensure 
timely implementation of agreements.   

q Coordinating Neighborhood Council contractual requests for meeting 
space apart from those spaces located outside existing City facilities. 

q Providing Semiannual Reports to the Municipal Facilities Committee and 
the Education and Neighborhoods Committee related to the assignment of 
space to the Neighborhood Councils.    

q Providing assistance related to donated, leased or purchased equipment 
and supplies for Neighborhood Council office space on a timely basis. 

q Ensuring that the funding integration and facility requirements are 
appropriately managed for Neighborhood Councils occupying office 
space, including the Neighborhood Council Office Premises Insurance 
Program and the Neighborhood Council Funding Program.  

q Functioning as liaison and coordinator with all involved individuals, groups 
and vendors on facilities and equipment issues for Neighborhood Councils 
occupying office space.  

 
Moving past the Authority/Legality Issues detailed above, DONE would 
administer the Program, as described in Attachment G and employ the 
“Guidelines” for the assessment and processing of all office space acquisition 
issues for Neighborhood Councils.   
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Currently, it is estimated that 19 Neighborhood Councils are now occupying 
office space in City facilities, or City Council offices or donated space as detailed 
in the Chart below:    
 

NEIGHBORHOOD COUNCIL OFFICE LOCATION PRIVATELY OWNED/CITY OWNED 
OR LEASED 

Central San Pedro NC DONE Harbor Office  
(San Pedro City Hall) 

City  

Coastal San Pedro NC DONE Harbor Office  
(San Pedro City Hall) 

City  

Empowerment Congress 
Central Area 

Constituent Services Center 
8475 S. Vermont Ave. 

City 
 

Empowerment Congress 
Southwest Area 

Constituent Services Center 
8475 S. Vermont Ave. 

City 
 

Harbor City NC CD 15 Harbor Office  
19401 S. Vermont Avenue 

City  

Harbor Gateway South NC CD 15 Harbor Office 
19401 S. Vermont Avenue 

City 

Historic Cultural NC Mega Toys Bldg. Private - Donated 
Hollywood United NC Donated Work and Storage 

Space 
Private - Donated 

MacArthur NC Local Community Center ? 
Mid City West NC Farmers Market Private - Donated 
Northwest San Pedro NC 2nd Floor, San Pedro City Hall City  

Old Northridge CC Das Bauhaus 
8819 Etiwanda  
Northridge, CA  91325 

Private - Donated 

Pacoima NC Pacoima Community Center 
11243 Glenoaks Blvd. 

City 

Park Mesa Heights NC High Standards Educational 
Center 
5462 Crenshaw Blvd. 

Private 

PICO  Tom Bradley Youth & Family 
Center 
Chamber of Commerce 
5213 W. Pico Blvd. 

Private - Donated 

Watts NC 1773 Century Blvd. Private 
West Adams NC Delta Senior Center 

2528 West Blvd. 
Private 

Wilmington NC Wilmington Municipal Bldg. 
544 Avalon Blvd. 

City  

Woodland Hills-Warner Center 
NC 

21051 Warner Center Lane 
#220 
Woodland Hills, CA 91367  

Private - Donated 

**Note:  it is possible that other Neighborhood Councils are occupying office space in 
other unknown locations.  
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It will be necessary to formalize all space arrangements that currently exist, 
utilizing the City Inter-Departmental Space Sharing Acknowledgement or the 
Donated Space Letter Agreement.   These Agreements are important for the 
purposes of legitimizing the use of space, including issues attendant to security, 
use of office machines, non-traditional office hours, telephone use and 
installation, terms of agreement, etc.   
 
In order to accomplish this, the DONE Program Administrator will initially request 
office space location information from all Neighborhood Councils via 
correspondence to their Board.  Additionally and on an annual basis, 
Neighborhood Councils will also be required to verify their current office space 
locations and contact information so that Agreements may be updated, as 
necessary.  
 
 
Prepared by: 
 
 
 
Claudia M. Dunn 
Assistant General Manager 
Department of Neighborhood Empowerment 
 
 
 
Attachments: 
 
Attachment A: Proposed Council Resolution for MFC (2 pages) 
Attachment B: Guidelines for the Acquisition of NC Office Space (11 pages)  
Attachment C: LAPD Community Outreach Centers (2 pages)  
Attachment D: Certified NC Office Premises Insurance Program (1 page) 
Attachment E: Executive Office Suites Summary (3 pages) 
Attachment F:   City Meeting Facilities and Availability (11 pages) 
Attachment G: Program Description and Processes (1 page) 
 
 
 






































































