	OREGON MILITARY DEPARTMENT


	NUMBER:  AGC-248.009


	FINANCIAL ADMINISTRATION DIVISION


	EFFECTIVE DATE:  01 Mar 04

	SUBJECT:  Access to Legal Services



1. APPLICABILITY:  This policy applies to all Oregon Military Department (OMD) employees and individuals requesting legal services on behalf of the OMD.

2.
AUTHORITY/REFERENCE:  Department of Administrative Services Memorandum dated 1 September 2000, Subject:  Policy on Access to Legal Services.

3.
ATTACHMENTS:
No. 1:  Request for Legal Assistance Form

4.
PURPOSE:  To provide policies and procedures for OMD access to legal services.

5.
POLICY/PROCEDURES:
a.
Oregon Military Department Executive and Management Service employees are authorized to contact the Department of Justice for legal advice with prior approval of the fund manager responsible for any charges incurred.  All other individuals must obtain approval of the fund manager responsible for payment of charges incurred.  Failure to obtain fund manager approval prior to requesting legal services may result in personal financial responsibility for the individual requesting the legal services.

b.
All requests for written legal advice will be submitted to the Department of Justice on a Request for Legal Assistance Form (Attachment 1).  The fund manager responsible for payment of charges incurred will sign the “Authorized By” block on the form.

c.
The Financial Administration Division will maintain a file of all written and electronic legal advice received by Oregon Military Department staff.  Copies of all written and electronic legal advice will be forwarded to the Financial Administration Division within five working days of receipt.


//s//


KARL D. JORGENSON

Director of Financial Administration

Oregon Military Department
REQUEST FOR LEGAL ASSISTANCE

	TO: 

          Attorney-in-Charge,                               Section

          Department of Justice


	Phone:

Fax:



	Requested By:


	Agency/Section:
	Telephone:

Fax:

E-Mail:

	Agency Contact Person
	Agency/Section:
	Telephone:

Fax:

E-Mail:



	Authorized By:

Date:


	Other Agencies/Divisions Affected (if any):

	Subject – Identify the Request Type:

· Threatened Litigation

· Administrative Hearing
	· Legislation

· Human Resources

· RFP/Contracts
	· Rule Revisions

· Other:

	Send Original to:


	Send Copies to:

	Date Needed By:
	Time Element (Priority)

[ ] Emergency      [ ] Expedite     [ ] Regular Course

	Explain the Request and State the Issues (attach documents as necessary).  Indicate if formal (AG’s opinion or letter) or informal (memo or e-mail) advice is requested:



	Has this issue been previously reviewed or discussed with a DOJ attorney:    YES  /  NO

Attorney Name:


	FOR CONTRACTS:

Contractor Name:

Contract Amount:

Amendment/Work Order Amount:



	Items Submitted with Request (attached copies of any previous or related advice from DOJ):


	Return Items to Requester:

YES    /  NO

	Comments:


	Date Received from DOJ:



	DOJ Billing No. (Justice Use Only)


	Attorney Assigned (Justice Use Only)
	Letter of Advice or AG Opinion

YES    /  NO

	Client Number for Justice to Bill To:


	Date Received by DOJ:
	


(Shaded area for DOJ use only)

Distribution:  Original – Department of Justice

                       Copies -- Director’s Office and Divisions Affected

AGC-12.003  03/25/04

