











All invoices shall be accompanied by the following verification statement signed by the lead attorney
assigned to the matter:

. the
! 1d i

Invoices or bills not containing all the information required above shall be returned unpaid with a
request for resubmission in the proper form.

7.1 DJRT/ T ILLING DPAYMENTDPH

a. Bills for counsel fees and expenses must be submitted monthly and within 30 days of the end of
the billing period un i otherwise agreed. Bills or legal invoices should be addressed to:

General Counsel
Office of the General Counsel
Oakland Unified School District
746 Grand Avenue, Portable 6
Oakland, CA 94610
Or emailed to
Jacqueline.minor@ousd.k12.ca.us

b.  The District will not pay for amounts not reflected on bills or invoices.

¢.  The District shall not reimburse for time spent for filing, file indexing, proofreading, typing,
court filing and the like, unless approved in advance by the General Counsel. Unless approved in
advance by the General Counsel, the District shall not pay for secretarial overtime or associated
expenses, office supplies, local telephone calls and/or invoice preparation.

d. The District will pay only the actual costs for reasonable expenses without any premiums or
markups.
e. The District shall reimburse Counsel for necessary photocopying and other expenses at cost,
subject to the following limitation:

i Copying expense - 10¢ per page

i, Facsimile expense - 50¢ per page

f.  The District shall be billed and shall pay for services computed by tenths of an hour. The
District will not pay “flat rate” charges such as ™.X" for all telephone calls under a set duration or "Y”

for a review of documents (correspondence/emails/etc.).

g. General administrative matters, such as budget preparation and discussion of invoices from the
firm to the District for services are not billable.

h.  Counsel’s hourly rates shall be approved by General Counsel. Rate issues or request for
adjustments should be raised directly with the General Counsel.

i Pursuant to California Government Code section 6103, as a public entity, the District is exempt
from paying court fees, including filing fees, and court reporter fees (except for the actual
transcription fee of court testimony) (“court fees”). As a resuit, the District shall not reimburse any
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court fees since they do not need to be paid on the District’s behalf, unless such court fees are
required of the District in Kansas.

j. If, at any time during the engagement, Counsel has any question regarding the meaning or
implementation of the provisions of this policy, Counsel should immediately bring that issue to the
attention of the General Counsel for resolution.

k.  The General Counsel retains the right to audit all bills or files that are or have been the subject
matter of any billing in the past. Such an audit will require Counsel to produce any and all
documentation that would support the billing submitted by Counsel. Counsel will produce any
individual who has submitted billing on behalf of the firm, as well as any firm personnel who would
have knowledge or information regarding any billing, and the firm shall produce such persons to
answer any and all questions regarding the billings. Counsel acknowledges that the General Counsel
may utilize its own personnel, an outside auditing service, or such other company or service as the
General Counsel designates, to perform such audits.

8. F( FCOUN! .

a.  Except as otherwise agreed by the District, the District will typically pay for only one attorney
from a firm to attend trials, court appearances, depositions, interviews, conferences, and meetings.
The attorney making the appearance shall be the attorney approved for that function, and must
posses a working knowledge of the case. In complex cases and matters, Counsel is authorized to
staff cases as appropriate, including but not limited to the attendance of more than one attorney at
trials, court appearances, depositions, interviews, conferences, and meetings with prior written
approval by the General Counsel.

b.  Except as otherwise agreed by the District, where media contact or exposure is anticipated,
Counsel must immediately notify the General Counsel. The District may designate the appropriate
spokesperson to respond to inquires. Counsel will not make comments to the press and will do so
only with the prior input and approval of General Counsel.

c. If, at any time during the defense of the case, a conflict of interest develops between or among
any of the District’s employees being represented, the conflict must be disclosed immediately to
General Counsel.

d. A case report approved by lead counsel must be provided to the General Counsel 72 hours in
advance of a scheduled conference call, mandatory settlement conference, or any other meeting
where settlement author  will be requested. The report must contain all information pertinent to
the District in evaluating settlement issues. In cases where there is no scheduled event providing
opportunity for settlement, the report must be delivered to the General Counse! no later than 30 days
before the scheduled trial date or, in any event, promptly upon request by the General Counsel.

e. Legal research in excess of three (3) hours on a discrete issue in the case must be pre-
approved by the General Counsel. The District ~~~" not reimburse for electronic research costs, such

as Lexis or Westlaw charges.

f.  Specific to electronic discovery, Counsel shall immediately upon being retained, contact the
General Counsel to ask whether a litigation hold notice/do not destroy has been issued. If the notice
has been issued, Counsel shall do the following: obtain a copy, verify that all necessary persons have
received it, and send electronic copies to the General Counsel. If the notice has not been issued,
Counsel shall dete ine who will be issuing it. If Counsel is asked to issue the notice, coordinate
with the appropriate District site to secure the necessary information (basic facts, persons with
knowledge, contact information). During the pendency of the litigation, Counsel shall ensure that
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