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RECOMMENDATIONS: 

1. Approve the award and execution of the proposed contract between the Department of
Recreation and Parks (RAP) and RecTrac, LLC d/b/a Vermont Systems (VS) for the
recreation management and reservation system software (Software) support,
maintenance, equipment, and training (Contract), in substantially the form attached as
Attachment 1 to this Report, for a term of three years and a not-to-exceed total amount
of $350,000.00, subject to the review and approval of the City Attorney as to form;

2. Find, in accordance with Charter Section 371(e)(2), that the professional, scientific,
expert, technical or other special services to be provided by VS are of a temporary and
occasional character for which competitive bidding is not practicable or advantageous due
to such services being related to the proprietary nature of the licensed Software;

3. Find, in accordance with Charter Section 371(e)(10), that the services to be provided by
VS, are for the performance of professional, scientific, expert or technical services and the
use of competitive bidding would be undesirable, impractical or impossible or is otherwise
excused by common law due to such services involving the proprietary nature of the
licensed Software;

4. Find, in accordance with Los Angeles Administrative Code Section 10.15, that the City
does not require competitive bids for contracts for the performance of professional,
scientific, expert, technical or other special services where not practicable with or
advantageous to the City’s interests;

5. Find that the support, maintenance, equipment and training related to the recreation
management and reservation system Software currently used by RAP must be provided
by VS because said Software is a proprietary product of VS;
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6. Find, in accordance with Charter Section 1022 and the Personnel Department’s 

Contract Review Protocol, that VS’s software is proprietary, so City employees are not 
authorized to perform any duties relative to support and maintenance of the 
customized Software; 

 
7. Authorize staff, upon the Board of Recreation and Park Commissioners’ (Board) 

approval, to purchase the support, maintenance, equipment, and training services 
related to the Software in accordance with the terms and conditions of the proposed 
Contract prior to the execution of the Contract; 

 
8. Direct the Board Secretary to transmit forthwith the proposed Contract to the City 

Attorney; and, 
 
9. Authorize the Board President and Secretary to execute the proposed Contract upon 

receipt of the necessary approvals. 
 
SUMMARY: 
 
RAP has a continuous need to maintain and support the recreation management and 
reservation system software (Software) currently used by RAP to handle and process all 
activities and transactions, including recreational activity registrations, facility reservations, 
rental hall and tennis court scheduling, memberships, and point-of-sale purchases at various 
facilities and recreation centers throughout the City of Los Angeles. 
 
On September 2, 2015, the Board approved a contract (Board Report No. 15-194) between the 
RAP and VS for the purchase and acquisition of the Software licenses, equipment and 
services through the use of the Palatine Park District, State of Illinois, agreement for said 
services for a term of one year with two one-year renewal options, not to exceed $650,000.00.  
A subsequent contract to continue the services was approved by the Board on October 17, 2018 
(Board Report No. 18-208). 
 
The Software, consisting of Recreation Tracking Software (RecTrac) and its other applications, 
WebTrac for Internet registrations and PayTrac for credit card and debit card payment 
processing, allows RAP to customize and process program registrations, oversee facility and 
pool reservations, view and access daily and monthly rental hall, room, tennis and other court 
schedules, and increase memberships. This system Software is able to generate accounting 
reports, perform a variety of functions for marketing purposes and process various types of 
payments at any facility operated by RAP. 
 
RecTrac is currently being used by all Recreation and Senior Centers as well as all Aquatics 
facilities for registration and reports. Additionally, the Rental Halls run by Park Services have 
been integrated into RecTrac so they are now able to manage their reservations electronically 
as well as on paper. All of these sites have the ability to quickly email patrons directly from 
RecTrac, and run reports comparing facility usage and enrollment trends. Additionally, the 
patron component (WebTrac) is more user friendly than the previous system. In addition to 
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registering for activities or making a facility reservation, the patrons may track payments, 
which may be qualified for childcare tax credits, pay off balances for upcoming 
activities/registrations and research other activities online. 
 
On or about April 28, 2022, RAP entered into a three-year contract with VS to provide 
support, maintenance, equipment and training on an as-needed basis for the Software (Board 
Report No. 22-030). This contract expires on April 28, 2025. RAP staff is satisfied with the 
Software and recommends its continued use. As such, staff is recommending that the Board 
authorize RAP to enter into a new three-year contract to continue support, maintenance, 
equipment purchases, and training for the Software. Since this Software is proprietary to VS, 
only VS can provide the needed support, maintenance and training of the software and 
ensure that purchased equipment is compatible with its software. The proposed Contract 
differs from the previous contract in that the costs of certain optional software licenses, 
equipment, and services have increased nominally. 
 
Because of the need to continue to use VS’s support services for the Software, RAP staff 
requests that the Board authorize staff to begin the process to purchase and acquire needed 
support services and equipment in accordance with the terms and conditions of the proposed 
Contract prior to the execution of the Contract. 
 
In accordance with Charter Section 1022 and the Personnel Department’s Contract Review 
Protocol, VS’s software is proprietary so maintenance, second level technical support and 
system upgrades must be handled by VS; City employee do not have the expertise to 
perform any duties relative to support and maintenance of the customized software. 
 
FISCAL IMPACT STATEMENT 
 
The proposed Contract will allow RAP to continue using the VS Software with updates and 
support, which has helped RAP improve processing and tracking recreation activities, 
programs, membership accounts, rental facilities and sports leagues throughout the various 
RAP facilities in the City of Los Angeles. Funding for this system will be from Department 
89, Fund 302, Account 89712H - System Developments. 
 
This Report was prepared by Alex Yee, Director of Systems, Finance Branch. 
 
ATTACHMENT: 

1) Proposed Contract 
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CONTRACT BETWEEN 
THE CITY OF LOS ANGELES 

AND 
RECTRAC, LLC d/b/a VERMONT SYSTEMS  

FOR SUPPORT, MAINTENANCE, EQUIPMENT,  
AND TRAINING 

 
 

This Contract (“Contract” or “Agreement”) is entered into this _____ day of _____________, 
20___, by and between the City of Los Angeles, (hereinafter referred to as “CITY”) a municipal 
corporation, acting by and through its Board of Recreation and Park Commissioners (hereinafter 
referred to as “BOARD”), and RecTrac, LLC d/b/a Vermont Systems a Delaware corporation 
(hereinafter referred to as “VS” or “CONTRACTOR”).  CITY and CONTRACTOR shall be 
referred to hereinafter collectively as the “Parties”. 
 
WHEREAS, CITY and CONTRACTOR previously entered into that certain Contract No. 3537 
(“Original Agreement’) to provide application system software licenses, equipment, and services 
on an as-needed basis to handle all activity and facility reservations, scheduling, memberships, 
point of sale purchases at various recreation centers and facilities throughout the City of Los 
Angeles, as previously approved by the Board (Report No. 15-194); and 
 
WHEREAS, subsequently, CITY and CONTRACTOR entered into that certain Contract No. 3696 
to provide support, maintenance, equipment and training for the application system software 
licensed under the Original Agreement (Report No. 18-208); and 
 
WHEREAS, subsequently, CITY and CONTRACTOR entered into that certain Contract No. 3920 
to provide support, maintenance, equipment and training for the application system software 
licensed under the Original Agreement (Report No. 22-030); and 
 
WHEREAS, the CITY’s Department of Recreation and Parks (“RAP” or “DEPARTMENT”) 
continues to need annual software maintenance and support services, software training and 
installation services, and associated equipment as-needed from CONTRACTOR, which 
constitute expert, technical and special services that can solely be provided by CONTRACTOR 
as such services and equipment are related to the software licenses, services and equipment 
which was purchased by the CITY under the Original Agreement and which is a proprietary 
product of CONTRACTOR; and 
 
WHEREAS, the Board finds, pursuant to Charter Section 371(e)(2), that the professional, 
scientific, expert, technical or other special services to be performed by CONTRACTOR, are of a 
temporary and occasional character for which competitive bidding is not practicable or 
advantageous due to such services being related to the proprietary nature of the licensed 
software; and 
 
WHEREAS, the Board finds pursuant to Charter Section 371(e)(10), that the services to be 
provided by CONTRACTOR, are for the performance of professional, scientific, expert or 
technical services and the use of competitive bidding would be undesirable, impractical or 
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impossible or is otherwise excused by common law due to such services being related to the 
proprietary nature of the licensed software; and  
 
WHEREAS, Los Angeles Administrative Code Section 10.15 does not require competitive bids 
for contracts for the performance of professional, scientific, expert, technical, or other special 
services where not practicable with or advantageous to the CITY’s interests; and, 
 
WHEREAS, the RAP desires to secure the technical, expert and professional services of 
CONTRACTOR on an occasional and as-needed basis in order to enhance the recreational 
experience of the public; and 
 
WHEREAS, pursuant to Charter Section 1022 Determination Policy, a Charter Section 1022 
Determination is not required when Contractor requires use of its staff or specially trained and 
certified persons to install, maintain or service equipment or other product in order to maintain 
warranties, patent rights or due to other rational basis; or the labor component cannot reasonably 
be separated from the other contract elements; and  
 
WHEREAS, CONTRACTOR is experienced in providing the services of the type required, is 
willing to perform such service, and can provide such services to RAP; and 
 
WHEREAS, it is in RAP’s best interest to secure these services from CONTRACTOR and only 
CONTRACTOR can provide such services as the services are related to CONTRATOR’s 
proprietary products; and 
 
WHEREAS, RAP has a continuing need for maintenance of its recreation management and 
reservation system software on an occasional and as-needed basis;  
 
NOW THEREFORE, the CITY and CONTRACTOR hereby agrees as follows: 
 
SECTION 1 - PARTIES TO THE CONTRACT, REPRESENTATIVES AND NOTIFICATION 
 
1.1 Parties 
 
The parties to this Contract are:  
 
CITY - The City of Los Angeles, a municipal corporation, acting by and through its BOARD OF 
RECREATION AND PARK COMMISSIONERS on behalf of the Department of Recreation and 
Parks, has its principal office at 221 North Figueroa Avenue, Suite 300 Los Angeles, California 
90012.  
 
CONTRACTOR – RecTrac, LLC d/b/a Vermont Systems, (VS) a Delaware corporation having its 
principal office at 12 Market Place, Essex Junction, Vermont 05452. 

 
1.2 Representatives 

 
The representatives of the parties who are authorized to administer this Contract and to whom 
formal notices, demands and communications will be given are as follows: 
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CITY’s representative will be: 
 

Jimmy Kim, General Manager  
City of Los Angeles, Department of Recreation and Parks  
221 North Figueroa Avenue Suite 350 
Los Angeles, CA 90012 

 
With copies to:  

 
Noel Williams, Chief Financial Officer 
City of Los Angeles, Department of Recreation and Parks  
Finance Division 
221 North Figueroa Avenue Suite 200 
Los Angeles, CA 90012 
E-mail:  Noel.Williams@lacity.org 
 
Telephone Number: (213) 202-4380 
 
and 
 
Alex Yee, Director of Systems 
City of Los Angeles, Department of Recreation and Parks  
Finance Division 
221 North Figueroa Avenue Suite 450 
Los Angeles, CA 90012 
Email:  Alex.Yee@lacity.org 
 
Telephone Number: (213) 202-3290 

 
CONTRACTOR’s representative will be:  
 

Patrick Hayden, President 
RecTrac LLC d/b/a Vermont Systems 
12 Market Place  
Essex Junction, Vermont 05452 
 
Telephone Number:  (877) 883-8757 

 
1.3 Notices 

 
Formal notices, demands and communications to be given hereunder by either party will be 
made in writing and may be effected by personal delivery or certified mail, return receipt 
requested, and will be deemed communicated as of the date of receipt.  

 
If the person designated to receive the notices, demands or communications or if the address of 
such person is changed, written notice of such change shall be given, in accordance with this 
Section, within five (5) working days of the change.  

 
CONTRACTOR shall address all questions and correspondence to:  

mailto:Noel.Williams@lacity.org
mailto:Alex.Yee@lacity.org
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Alex Yee, Director of Systems 
City of Los Angeles, Department of Recreation and Parks  
Finance Division 
221 North Figueroa Avenue Suite 450 
Los Angeles, CA 90012 
 
Email:  Alex.Yee@lacity.org 
 
Telephone Number: (213) 202-3290 

 
SECTION 2 - DEFINITIONS 

 
2.1 Application Software - "Application Software" is defined as the computer readable 

instructions for the VS licensed programs listed in Schedule A, Application Software, 
attached hereto and incorporated into this Contract by this reference. 
 

2.2 As-Needed POS Equipment - "POS Equipment" is defined as the Equipment listed on 
Schedule B, attached hereto and incorporated into this Contract by this reference. 

 
2.3 Application Software Support Services – “Application Software Support Services” is 

defined as the professional services for the installation, implementation, and training 
expenses listed in Schedule C, attached hereto and incorporate into this Contract by this 
reference. 

 
SECTION 3 - TERMS OF CONTRACT 

 
The term of this Contract shall be for a period of three years from date of execution for 
application system software maintenance and support, equipment, and training, for a total 
compensation of not-to-exceed Three Hundred Fifty Thousand Dollars ($350,000.00), subject 
however to earlier termination by CITY as provided in Appendix A – Standard Provisions for City 
Contracts (Rev. 1/25) [v.2]. 
 
Neither CITY, nor any BOARD member, officer, or employee thereof shall be liable in any 
manner to CONTRACTOR because of any action taken to revoke or renew the CONTRACT. 
 
The CITY has the right to cancel the Contract for cause at any time. 
 
SECTION 4 - SCOPE OF SERVICES 

 
4.1  Services to Be Provided by CONTRACTOR 
 

4.1.1 Software License 
 
VS hereby acknowledges and agrees that, as part of the Original Agreement, it has 

granted the CITY and the CITY has accepted a perpetual, non-transferable, and non-exclusive 
right to use the Application Software and Related Materials set forth in the attached Schedule A.  
The Application Software includes Related Materials, such as online User Reference Manuals, 
Sample Reports, Installation Planning Guides, Installation Instructions, On-Line Help, and 
Sample Training Database with Tutorials. 

 

mailto:Alex.Yee@lacity.org
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The license granted under the Original Agreement authorizes the CITY to install the 
Application Software on the designated computer platform using one copy of the programs to 
support live processing, training, and disaster recovery databases without incurring additional 
license charges.  Further, the CITY can make copies of the Application Software for safe keeping 
purposes. 
 

At any time, the CITY may add software and user licenses under the terms of this 
Agreement by paying the additional license and maintenance fees and by executing an 
amendment to this Agreement.  The total number of authorized user workstations permitted to 
use the Application Software is limited to the number listed in Schedule A.   

 
4.1.2 Annual Software Maintenance and Support Services 
 
VS shall provide RAP with Software Maintenance and Software Support services for the 

Application Software and Related Materials as part of this Contract (“Support Services”).  The 
extent of such Support Services being provided to the RAP are specifically listed in Schedule A 
and includes, without limitation, the following: 

 
o Worldwide telephone (800 US & Canada) and web support for VS and Progress 

software five (5) days/week, Monday – Friday, 8am-8pm ET, and availability of 
chargeable Extended Hours support for weekends and Holidays. 

o Maintenance and repair of application software malfunctions with an acknowledgment 
response. 

o One major application software upgrade every two years, along with multiple periodic 
updates. Major upgrades usually require a database conversion, while other periodic 
updates are program only.  Enhancements are based primarily on user requests, but 
they also include an extensive number of VS initiated improvements, all of which are 
added at the discretion of VS.  The status of all VS software releases is available on 
VS’s website at www.vermontsystems.com.  Further, VS notifies all Customers 
regarding the status and availability of all software releases in its’ quarterly newsletter.  
DEPARTMENTs must contact VS to schedule major software upgrades, which are 
downloaded from VS’s FTP site by DEPARTMENTs that host on premise. 

o One biennial database conversion by VS via FTP or WebEx during standard VS 
business hours.  VS FTP/WebEx database conversion services are only chargeable, 
if started and/or completed during non-standard VS business hours (before 8am and 
after 5pm ET, Monday through Friday and on weekends and holidays).  All non-
production database conversions are billable at standard VS support rates. 

o Federal and State regulatory requirement changes. 
o User ID and Password login access to DEPARTMENT Support and Downloads 

sections on VS web site. 
o Phone support to explain how to configure database, how system works, and how to 

prepare for implementation of certain functions, such as those listed under Extended 
Dedicated Support, such as 1) Switching from Cash to Accrual Accounting; 2) 
Reinstall WebTrac software on server; 3) Customize Splash Page; 4) Create Web 
Bypass Links; 5) WebTrac Style Sheets changes; and, 6) Database Support to 
analyze and correct extensive out-of-balance condition.. 

o Updates to financial and other interfaces due to VS application software modifications 
and not due to application software modifications by other vendors. 

 
The Support Services includes ongoing software repairs and enhancements to the 

Application Software subsequent to the initial installation.  VS uses the Evergreen method for 

http://www.vermontsystems.com/
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program updates.  Minor “Builds” that do not require any downtime are released every 3-4 
weeks.  Two or three times per year, VS “Updates” the database schema, which does require the 
database to be down briefly.  In most cases the down time is limited to one hour or less.  Both 
Builds and Updates are completed using automated scripts to minimize user interaction.   

 
The Support Services shall be billed to the CITY in the form of a Software Maintenance 

and Support fee on an annual basis in the amount specified in Schedule A.  
 
The Support Services shall be for a period of three (3) years, unless RAP notifies VS in 

writing prior to the end of the fiscal year that the RAP is terminating the Support Services.  VS 
reserves the right to increase the annual Support Services fee up to 3% annually.  RAP can 
contact VS in advance to obtain a firm quote for the next fiscal year. 

 
CITY is licensed to use the VS Application Software indefinitely, even if it terminates the 

Support Services.  CITY is the sole owner of the CITY’s data used in the Application Software 
and related equipment.  If CITY terminates use of the VS Software Application at any time, VS 
agrees to provide a copy of the database to RAP in readable format. 

 
4.1.3   Software Training and Installation Services   
 
VS shall provide Application Software training at any RAP site, at VS (12 Market Place, 

Essex Junction, Vermont), and remotely based on a quoted daily or hourly rate, as described in 
the Schedule C.   

 
Any training services and estimated charges for RAP, including the number of training 

days, and travel, lodging, meals, and other expenses, are itemized in Schedule C.  All training 
dates must be mutually agreed upon by VS and RAP.   

 
If VS is providing Installation Services, such as hardware and network operating system 

installation and setup services, they will be listed in Schedule C, as well. 
 
RAP is responsible for reimbursing VS for all reasonable expenses, such as travel, 

lodging, meals, and other expenses necessary to complete the training and installation services, 
as requested by RAP, in accordance with the City of Los Angeles Travel Policy, attached as 
Appendix B.   

 
4.1.4 Application Software Warranties. 
 
VS warrants that it has the right to license the Application Software, and that there are no 

pending liens, claims, or encumbrances against such software. 
 
VS warrants that the Application Software, and all updates thereto, shall conform to its 

published specifications in the Related Materials, including, but not limited to, the Capabilities 
Summary, On-Line Help, Reports Manual, User Reference Manual, and Training Tutorials.  VS 
warrants that the software is merchantable, in that it will properly install and operate according to 
the specifications herein. 

 
VS warrants to CITY that it is solvent, not in bankruptcy proceedings or receivership, nor 

is it engaged in any proceedings, which would have an adverse effect on its ability to perform its 
obligations under this Agreement. 
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VS warrants that there has been no violation of copyrights or patent rights in connection 
with the Application Software, and any updates thereto, in the Original Agreement or this 
Agreement.  VS shall indemnify and save harmless CITY from any suit or proceeding brought 
against the CITY by reason of any such infringement or any wrongful use.  VS will defend or 
settle any such claim, although the CITY shall be entitled to be independently represented by 
counsel of its own choice.  

 
4.1.5 Security of Programs 
 
CITY shall be solely responsible for the supervision and control of the CITY hosted 

Application Software to ensure that it is stored in a secure location for CITY use only and that no 
unauthorized and unlicensed third party gains access to it.   

 
Under no circumstances shall the CITY be authorized to perform Reverse Engineering of 

the Application Software object code, in order to illegally generate source code. 
 
4.1.6 As-Needed POS Equipment   
 
CONTRACTOR agrees that the CITY has the option to purchase  

As-Needed POS Equipment and InteliTrac Business Intelligence & Analytic Tools software, as 
shown and for the price set forth on Schedule B, on an as-needed basis. 

 
CONTRACTOR agrees to install the As-Needed POS Equipment at no charge to the 

CITY and ensure that the As-Needed POS Equipment operates properly wi th the Application 
Software.  CONTRACTOR represents and warrants that As-Needed POS Equipment shall be 
fully compatible with the Application Software, properly configured with the correct cables and 
other features, delivery, installation and configuration assistance, toll free telephone support, and 
warranty service arrangements, as needed. 

 
CONTRACTOR represents and warrants to the CITY that, upon the CITY's payment in full 

of all monies due under this Contract for the As-Needed POS Equipment; (i) the CITY shall 
receive good title to the equipment free and clear of all claims, liens, encumbrances, and all 
other defects of title; and (ii) CONTRACTOR shall defend and indemnify the CITY, at 
CONTRACTOR's expense, from and against any action or claim brought against the CITY by 
any third party based on the third party's claim of any ownership interest in the equipment. 

 
CITY, at its sole option, may purchase and supply comparable As-Needed POS 

Equipment compatible with the Application Software and CONTRACTOR will assist and work 
with CITY to ensure that the equipment operates properly with the Application Software.   

 
4.2 Patent and Copyright Indemnification.   

 
CONTRACTOR covenants and represents that the Application Software and all related 

materials supplied to CITY hereunder do not infringe or otherwise constitute wrongful use 
of any copyright, patent, registered industrial design, trade mark, trade secret or any other 
right of any third party.  CONTRACTOR shall indemnify, defend and hold harmless CITY in 
the manner described in Section 5 from any suit or proceeding brought against CITY by 
reason of any such infringement or any wrongful use.  CONTRACTOR shall in no event 
consent to any injunction, accounting or other equitable remedy which results in any expense 
to the CITY or its inability to operate the Application Software in accordance with its System 
Specifications without the CITY's prior consent, such consent not to be unreasonably withheld. 
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If use of the Application Software by the CITY is enjoined by any such action, 

CONTRACTOR shall, at its sole cost and expense and with the agreement of the party 
pursuing such action either: 

 
a) obtain the right for the CITY to continue using the Application Software; or 
b)  replace or modify the Application Software in question so that there is no longer 

any infringement, provided that the Application Software in question functions 
and performs in substantial compliance with its System Specifications, as 
determined in the CITY's reasonable discretion, and provided further that any 
and all training, hardware and other costs occasioned by such replacements or 
modifications are borne by CONTRACTOR. 

 
The obligations under this paragraph shall survive termination of the Applicat ion Software 
license or this Contract or both. 

 
4.3 Warranty of Compatibility with As-Needed POS Equipment.   

 
CONTRACTOR understands that CITY intends to use the Application Software in 

conjunction with the As-Needed POS Equipment defined herein; accordingly, CONTRACTOR 
represents and warrants that the Application Software shall be fully compatible with the As-
Needed POS Equipment.  If RAP upgrades to operating systems that are no longer compatible 
with the As-Needed POS Equipment defined herein, it recognizes that this problem is beyond 
CONTRACTOR’s control.  However, CONTRACTOR will cooperate with RAP to resolve any 
incompatibility issues that might occur. 

 
4.4 Pre-programmed Termination Warranty.   

 
CONTRACTOR represents and warrants that the Application Software and any future 

version, release or update to the Application Software (or any portion thereof) does not 
contain any timer, clock, counter or other limiting design or routine which causes such 
Application Software or data (or any portion thereof) to become erased, inoperable or 
otherwise incapable of being used in the full manner for which it is designed and licensed 
pursuant to this Contract after being used or copied a certain number of times, or after the 
lapse of a certain period of time, or after the occurrence or lapse of any similar triggering factor 
or event. 
  

If there is a timer, clock, counter or other limiting design or routine in the Application 
Software or any future version, release or upgrade to the Application Software (or any portion 
thereof), as defined in this section, CONTRACTOR shall immediately remove said timer, clock, 
counter or other limiting design or routine from the Application Software (or any portion 
thereof) and immediately correct, at no cost to DEPARTMENT, any data or any software that 
was affected by said timer, clock, counter or other limiting design or routine. 

 
4.5 PCI Compliance Warranty.   

 
CONTRACTOR warrants that RAP’s Hosting Solution and the Application Software and all 
future updates, revisions, releases, and new versions of the Application Software shall be 
fully compliant with all and the most up- to -date Payment Card Industry (PCI) required 
processing and standards.  CONTRACTOR shall provide RAP with the required certifications, 
reports, and test results that verify the PCI compliance of the R A P  Hosting Solution and 
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the Application Software.  Any hardware, network, or operations costs associated with PCI 
compliance will be the responsibility of CONTRACTOR if hosting related and C I T Y  if 
RAP related. 
 
4.6 ADA Compliance.   

 
CONTRACTOR warrants that the Application Software and all future updates, 

revisions, releases, and new versions of the Application Software shall be in full compliance 
with all Americans with Disabilities Act (ADA) guidelines and requirements, including section 
508 standards.  If, at any time during the term of this Contract, CONTRACTOR is made 
aware that the Application Software does not conform to the then current ADA guidelines 
and requirements, CONTRACTOR shall immediately correct such non-conformances at no 
additional charge to the CITY.  There may be certain features such as Touch POS that simply 
do NOT have an ADA workaround and thus would not be considered ADA compliant.  In 
situations such as these, CONTRACTOR will notify RAP and CITY will have the option of 
removing the feature if practically possible.  If technical capabilities advance and allow a non-
compliant feature to become compliant, CONTRACTOR will make these changes at no cost to 
the CITY. 

 
4.7 Termination of Contract.   

 
Upon termination of the Contract, for any reason except default by CONTRACTOR, 

each party shall return to the other party all papers, materials and properties of the other 
party held for purposes of executing the Contract.  CONTRACTOR m a y  terminate th is  
Contract on ly  if RAP is in default of the Contract as defined in Section 4.11.  CITY may 
terminate this Contract at any time upon one month's prior written notice to 
CONTRACTOR or as defined in Section 4.12.  If CITY terminates this Contract for any 
reason other than CONTRACTOR's default of the Contract, CONTRACTOR may 
discontinue any u n p a i d  license granted to RAP under this Contract. 

 
4.8 Source Code Escrow   

 
The Source Code for all VS Application Software, along with a list of licensed 

customers, is held in escrow by VS's Escrow Agent, Kolvoord, Overton, & Wilson, Attorneys, at 
6 Joshua Way, Suite B, Essex Junction, Vermont 05452, Attn: Jason Ruwet 802-878-3346, 
jfr@essexvtlaw.com.  The source code held in escrow is updated after each software release.  
If VS defaults in providing software maintenance support due to company failure, or bankruptcy, 
or discontinuance of said service by VS, it will notify RAP and the Escrow Agent that it is in 
default.  The Escrow Agent will then make the source code available to RAP within thirty days 
of written notice for RAP support use only.   
 
4.9 License.   

 
CONTRACTOR hereby grants CITY a perpetual, non-transferable, nonexclusive 

license under the terms of this Contract for the use of  any updates or  upgrades to the 
Application Software.  At CITY’s sole option, all terms and conditions of this Contract shall 
apply to any additional CONTRACTOR software modules licensed to the CITY.  Nothing 
herein shall be construed to terminate the Licenses herein granted in the event any contract for 
maintenance services between the parties expires or is otherwise terminated. 
 
4.10 Performance of Work.   

mailto:jfr@essexvtlaw.com
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CONTRACTOR agrees to perform faithfully, industriously, and to the best of 

CONTRACTOR's ability, experience, and talents, in accordance with generally accepted 
standards of professional skill and care among recognized industry experts engaged in 
similar services, all of the duties described by the express and implicit terms of this Contract, 
to the reasonable satisfaction of the DEPARTMENT.  CONTRACTOR shall perform all of its 
duties hereunder according to the DEPARTMENT's requirements and procedures. The 
DEPARTMENT shall be the sole judge of whether CONTRACTOR's duties are performed 
satisfactorily. 

 
4.11 Default by DEPARTMENT.   

 
The nonpayment or nonperformance of any material obligation under this Contract 

by DEPARTMENT shall not be deemed a default unless DEPARTMENT fails to cure the 
default within forty-five (45) business days after written notice to DEPARTMENT of such 
nonpayment or nonperformance, or, if the default cannot be cured within forty-five (45) days, 
the DEPARTMENT commences to cure the default within the forty-five (45) day period and 
completes the cure of the default within a reasonable time (the "Cure Period").  If 
DEPARTMENT fails to cure such default within the Cure Period, or, prior to complete 
payment under the terms of this Contract, ceases conducting business in the normal 
course, becomes insolvent, makes a general assignment for the benefit of creditors, 
suffers or permits the appointment of a receiver for its business or assets, or avails itself of 
or becomes subject to any proceeding  under the Federal Bankruptcy Act, then 
CONTRACTOR may discontinue any and all unpaid licenses for the Application Software or 
terminate this Contract.  Any nonpayment or nonperformance by the DEPARTMENT which is 
the result of a dispute between the parties to this Contract shall not be considered a default 
by the DEPARTMENT. 

 
4.12 Default by CONTRACTOR.   

 
The nonperformance of any obligation of CONTRACTOR shall not be deemed a 

default unless CONTRACTOR fails to cure the default within forty-five (45) days after written 
notice to CONTRACTOR of such nonperformance; provided, however, CONTRACTOR’s 
time to cure a default under Sections 4.4, 4.5, and 4.6 shall be the time set forth in that 
section and not forty-five (45) days.  If CONTRACTOR fails to cure such default, ceases 
conducting business in the normal course, becomes insolvent, makes a general assignment 
for the benefit of creditors, suffers or permits the appointment of a receiver for its business or 
assets, or avails itself of or becomes subject to any proceeding under the Federal Bankruptcy 
Act or any other statute of any state relating to insolvency or the protection of the rights of 
creditors, then DEPARTMENT at its sole option may do any one or more of the following: (i) 
terminate this Contract; (ii) suspend any payments due under the Contract; (iii) pursue any 
remedy available to it at law or in equity in addition to any specific rights or remedies set 
forth in this Contract; (iv) immediately obtain the Source Code from CONTRACTOR's escrow 
agent, as defined in Section 4.8; (v) continue to use the Application Software, Source Code 
and Documentation for as long as DEPARTMENT deems necessary  for the sole purpose 
of operating DEPARTMENT's business needs.  Each of the aforesaid rights and remedies 
are cumulative and the DEPARTMENT's election of one shall not be deemed to be exclusive 
of the election of any other of the rights and remedies herein described. 

 
4.13 Limitation of Liability.   
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Except for the warranties specified in Sections 4.2, 4.3,  4.4, 4.5, and 4.6, 
CONTRACTOR grants no warranties, expressed or implied, including, but not limited to any 
implied warranties of fitness for a particular purpose.  Notwithstanding anything to the contrary 
in this Agreement, it is expressly agreed that neither VS nor the CITY shall be liable to the other 
Party for special, incidental, indirect, or consequential damages, or for any loss or claim by 
either Party. 
 
4.14 Confidentiality of Department Information.   

 
CONTRACTOR acknowledges that all material and information supplied by CITY 

which has or will come into the possession or knowledge of CONTRACTOR in connection 
with CONTRACTOR's performance is to be considered C I T Y 's confidential and proprietary 
information, disclosure of which information to or use by third parties will be damaging or 
which disclosure may be prohibited by law.  CONTRACTOR agrees to hold such material 
and information in strictest confidence, not to make use of it other than for performance as 
defined in this Contract, to release it only to CONTRACTOR employees needing to know 
such information, and not to release or disclose it to any other party or otherwise violate 
applicable law with respect to any disclosure of information.  The C ITY 's damages arising 
from CONTRACTOR's violation of this provision are difficult to ascertain and for which there is 
not a sufficient remedy at law. 
 
4.15 Personal Information Protection 
 

For DEPARTMENT On-Premise Hosted Software & Database: the DEPARTMENT will be 
responsible for the SSL (Secure Socket Layer) to protect confidentiality of patron data flow 
between the server and the user workstations.  To protect data at rest, VS offers the chargeable 
Progress TDE (Transparent Data Encryption) software option to encrypt user-selected sensitive 
data fields to secure them from unauthorized access.  
 
4.16 Delivery Costs.   

 
CONTRACTOR shall be responsible for the cost of media and delivery of the Application 

Software and Documentation to DEPARTMENT's facility. 
 
4.17 Risk of Loss.   

 
The risk of loss or destruction for the Application Software, Documentation, and As-

Needed POS Equipment regardless of the cause, shall be the responsibility of CONTRACTOR 
until the Application Software, Documentation, and As-Needed POS Equipment have been 
delivered to the DEPARTMENT's premises, installed by CONTRACTOR personnel, and 
accepted by DEPARTMENT personnel or downloaded to the DEPARTMENT’s servers.  If any 
Application Software, Documentation, or As-Needed POS Equipment is lost or damaged 
during shipment or delivery, CONTRACTOR shall replace it at no additional charge to 
DEPARTMENT.  Upon signed receipt of delivery, DEPARTMENT has 30 days to report any 
damages to CONTRACTOR and CONTRACTOR will correct the problem immediately.  Upon 
signed receipt of delivery, the DEPARTMENT becomes responsible for safe storage of As-
Needed POS Equipment and ensuring that hardware is available for CONTRACTOR for 
installation of hardware during onsite training trips. 

 
4.18 Assignment.   
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CONTRACTOR shall not assign or transfer this Contract to any other person or entity 
without the written consent of the DEPARTMENT, which shall not be unreasonably withheld. 
The DEPARTMENT shall not assign or transfer this Contract to any other person or entity 
without the written consent of CONTRACTOR, which shall not be unreasonably withheld.  
Any assignment approved hereunder shall not relieve the assignor of any liability which has 
accrued under this Contract unless the assignee executes an Assumption Agreement 
reasonably satisfactory to the non-assigning party. 

 
4.19 Partial Invalidity.   

 
If any provision hereof shall be held to contravene a n y  applicable law, such 

provision shall be deemed reformed to the extent of conforming to said law, and in all other 
respects the terms hereof shall remain in full force and effect.  If any provision of this 
Contract is found to be invalid or unenforceable, the remaining provisions of this Contract will 
remain in full force and effect, and such invalid or unenforceable provision will be limited and 
curtailed only to the extent necessary for it to be valid and enforceable. 

 
4.20 Waiver of Breach.   

 
No term of this Contract shall be deemed waived or breach- excused unless the waiver 

shall be in writing and signed by the party claimed to have waived.  Furthermore, any consent 
to or waiver of a breach will not constitute consent to or waiver of or excuse of any other 
different or subsequent breach. 

 
4.21 Relationship of the Parties.  
  

The relationship between CONTRACTOR and the CITY is that of an independent 
contractor.  CONTRACTOR shall supply all personnel, equipment, materials, and supplies at 
its own expense, except as specifically set forth herein.  CONTRACTOR shall not be 
deemed to be, nor shall it represent itself as, employees, partners, or joint venturers of the 
CITY.  CONTRACTOR is not entitled to workers’ compensation benefits or other employee 
benefits from the CITY and is obligated to directly pay federal and state income tax on money 
earned under this Contract. 
 
4.22 Compliance with All Laws. 
 

This Contract, including all schedules attached hereto and/or incorporated by reference 
herein, shall be governed in accordance with all applicable laws of the United States of America, 
the State of California, and the City of Los Angeles.  This Contract shall be governed by, 
enforced and interpreted under the law of the State of California and the City of Los Angeles and 
shall be subject to: 
 

Any and all applicable laws, ordinances, statutes, rules, regulations or orders, including 
the Los Angeles Municipal Code (LAMC), Los Angeles Administrative Code (LAAC), the Charter 
of the City of Los Angeles, and of any governmental authority, federal, state or municipal, lawfully 
exercising authority over the CONTRACTOR’s operations. 
 

CONTRACTOR is required to complete and submit Contract Compliance Documents.  
Included within the scope of the laws, referred to in this paragraph but in no way to operate as a 
limitation, are all forms of Federal, State, and City laws, regulations policies and ordinances (see 
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below).  Any breach by CONTRACTOR of the laws, regulations, policies and ordinances shall 
constitute a breach of this Contract. 
 
CONTRACTOR also agrees to comply with the Standard Provisions for City Contracts  
(Rev. 1/25) [v.2] attached hereto and incorporated herein by reference as Appendix A. 
 
4.23 Services To Be Provided By CITY 

 
The DEPARTMENT personnel will work cooperatively with the CONTRACTOR to ensure timely 
review of all services provided by CONTRACTOR under this Contract.  

 
The DEPARTMENT will promptly act, review, and make decisions as necessary to permit the 
orderly progress of CONTRACTOR’s work under this Contract. 

 
SECTION 5 – INDEMNIFICATION 

 
Except for the active negligence or willful misconduct of CITY, CONTRACTOR undertakes and 
agrees to defend, indemnify and hold harmless CITY and any and all of CITY’s Officers, Agents, 
and Employees from and against all suits and causes of action, claims, losses, demands and 
expenses, including, but not limited to, attorney’s fees and cost of litigation, damage or liability of 
any nature whatsoever, for death or injury to any person, including CONTRACTOR’s employees 
and agents, or damages or destruction of any property of wither party hereto or of third parties, 
arising in any manner by reason of, or incident to, the performance of this Contract on the part of 
CONTRACTOR, its officers, agents, employees, or sub-contractor of any tier. 
 
SECTION 6 – INSURANCE 
 
CONTRACTOR shall obtain and keep in force an insurance policy which covers all operations 
conducted pursuant to this Contract.  Such Insurance policy must also insure the CITY and 
comply with the Office of the City Administrative Officer’s Insurance Requirements, see Exhibit A, 
Form Gem. 146 (Rev. 6/12) Required Insurance and Minimum Limits and Exhibit A, Form  
Gen. 133 (Rev. 05/18) Instructions and Information on Complying with City Insurance 
Requirements.  The DEPARTMENT, based upon advice of the City’s Risk Managers, may 
increase or decrease the amounts on insurance coverage required herein by giving thirty (30) 
days’ written notice to CONTRACTOR.  
 
Evidence of insurance through the ACORD Certificate shall be submitted electronically via 
KwikComply at https://kwikcomply.org/.  For additional information on City of Los Angeles 
evidence of insurance submission requirements, please refer to Exhibit A, Instructions and 
Information on Complying with City Insurance Requirements. 
 
Any breach of this condition for insurance requirements shall be a material breach of this 
Contract. 
 
SECTION 7 – COMPENSATION AND INVOICING 
 

7.1  Compensation 
 

DEPARTMENT will pay CONTRACTOR for the Support Services, As-Needed POS 
Equipment, and Training services in accordance with Schedules A, B & C attached to the 
Contract.  

https://kwikcomply.org/
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a) The Application System Software Annual Maintenance Price List as set forth for 

the Support Services described herein and attached hereto as Schedule A. 
b) The As-Needed POS Equipment Price List as set forth for the purchase and 

installation of the As-Needed POS Equipment provided by CONTRACTOR as 
described herein and attached hereto as Schedule B.  The DEPARTMENT may 
increase or decrease the quantity of the As-Needed POS Equipment to be 
ordered on an as-needed basis. 

c) The DEPARTMENT shall be charged for all Training services as those services 
provided by CONTRACTOR as described herein and attached hereto as 
Schedule C.  The cost of the training services shall not exceed the 
CONTRACTOR Training and Expense amount listed on Schedule C without the 
DEPARTMENT's prior written approval.  The DEPARTMENT shall not be 
required to use and pay for all of the training services defined on Schedule C. 

 
The total amount for this Contract shall not exceed Three Hundred Fifty Thousand Dollars 

($350,000.00) for the term of this Contract.  The professional services that the DEPARTMENT is 
requesting shall be on an occasional and as-needed basis.  In entering into this Contract, 
DEPARTMENT makes no assurance that any minimum amount of services shall be requested.   

 
7.2  Invoicing 
 
CONTRACTOR shall submit invoices to the DEPARTMENT for all work performed.  

Once work has been completed to the satisfaction of DEPARTMENT, CONTRACTOR may 
submit and invoice for the agreed amount on CONTRACTOR’s original proposal.  Invoices must 
include CONTRACTOR’s name, date, address, and contact phone number.  Summary of work 
completed, address/location of work completed, and dollar amount originally proposed and 
agreed upon by the DEPARTMENT. 
 

Invoices must be submitted to: 
 
Alex Yee, Director of Systems 
City of Los Angeles, Department of Recreation and Parks  
Finance Division 
221 North Figueroa Avenue Suite 450 
Los Angeles, CA 90012 

 
The CONTRACTOR’s invoice will be reviewed and approved for payment by the 

DEPARTMENT’S designated Project Manager (Ms. Rosetta McKenzie) or designee.  Once 
signed off by the Project Manager, invoice will be processed by the DEPARTMENT’s Accounting 
Section for payment.  DEPARTMENT may take up to 30 days for payment if invoiced properly 
submitted, unless CONTRACTOR offers a discount for an early processed payment. 
 
SECTION 8 - RATIFICATION 
 
At the request of CITY, and because of the need therefore, CONTRACTOR may have begun 
performance of the services required hereunder prior to the execution hereof.  By its execution 
hereof, CITY hereby accepts such service subject to all the terms, covenants, and conditions of 
this CONTRACT, and ratifies its CONTRACT with CONTRACTOR for such services. 
 
SECTION 9 - INCORPORATION OF DOCUMENTS 
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This Contract, appendices and incorporated documents represent the entire integrated 
agreement of the parties and supersedes all prior written or oral representations, discussions, 
and agreements.  This Contract may not be changed or modified in any manner except by 
formal, written amendment fully executed by both CITY and CONTRACTOR.  The following 
documents are incorporated and made a part hereof by reference: 

 
Schedule  A Application System Software Annual Maintenance Price List 
 
Schedule  B As-Needed POS Equipment Price List 
 
Schedule  C Application System Software Support Services – Installation, 

Implementation, Training & Expenses  
 
Appendix  A  Standard Provisions for City Contracts (Rev. 1/25) [v.2] 
 
Appendix  B City of Los Angeles Travel Policy 
 
Exhibit  A Compliance Documents  

 
The order of precedence in resolving conflicting language, if any, in the documents shall be: (1) 
This Agreement and (2) Appendix A. 

 
Entire Contract: This Contract and the attached schedules appendices, and exhibit: constitute 
the entire Contract between CITY and CONTRACTOR.  No amendment or modification shall 
be made to this Contract unless it is in writing and signed by both Parties. 
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IN WITNESS THEREOF, the parties hereto have executed this Contract to be executed 
by their duly authorized representatives on the dates indicated: 

 
Executed this  day 
 

 THE CITY OF LOS ANGELES, a municipal 
corporation, acting by and through its BOARD 
OF RECREATION AND PARK 
COMMISSIONERS  
 
By signing below, the signatory attests that they have no 
personal, financial, beneficial, or familial interest in this 
Contract. 

of , 20___ 

   
  By   

  
  PRESIDENT 
   
  By   
  SECRETARY 
   
Executed this  day 
 

 RECTRAC, LLC d/b/a VERMONT SYSTEMS 

of , 20___    
  By    
  PRESIDENT 
   
  By   
  SECRETARY 
   
Approved as to Form:   

Date:   

HYDEE FELDSTEIN SOTO,   
City Attorney 
 
 
By   
           DEPUTY CITY ATTORNEY 
 
   



17 
 

Schedule A 
 

Application System Software Annual Maintenance Price List 
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Schedule B 
 

As-Needed POS Equipment Price List  
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Schedule C 
 
Application System Software Support Services – Installation, Implementation, Training 

& Expenses 



20 
 

Appendix A 
        

Standard Provisions for City Contracts (Rev. 1/25) [v.2]  
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Appendix B 
 

City of Los Angeles Travel Policy 
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Exhibit A 
 

Compliance Documents 
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SCHEDULE A 

APPLICATION SYSTEM SOFTWARE ANNUAL MAINTENANCE PRICE LIST: 
 

The following is a list of the Application Software: 

Application System Software: Annual Maintenance 

Activity Registration (1 each)  $860.50 

Facility Reservation (1 each) $860.50 

Pass Management (1 each) $860.50 

Point-of-Sale/Inventory Control/Tickets (1 each) $860.50 

League Scheduling (1 each) $561.15 

Personal Trainer Scheduling (1 each) $561.15 

Court Reservations (1 each) $561.15 

Trip Reservations (1 each) $561.16 

Systems Administration (1 each) $631.06 

RecTrac General Ledger Interface (1 each) $344.21 

Activity Registration Custom Brochure Interface (1 each) $344.21 

Pass Management Ext. Integration (1 each) $206.52 

VS Credit Card External Redirect Interface (1 each)     $688.42 

Additional Concurrent Users over 2 (298 users @ $50/each)     $17,095.71 

PayTrac Payments – Monthly Services per Merchant ID (4 at $25/mo)     $1,200.00 

 
Web Internet Software: 

WebTrac Internet Software 66+ RecTrac Users (1 each)    $2122.62 

WebTrac Activity Registration (1 each)  $561.15 

WebTrac Pass Registrations/Renewals (1 each) $561.15 

WebTrac Facility Reservation $561.15 
 

WebTrac Court Reservation 

Mobile RecTrac (1 each) 

Mobile WebTrac (1 each) 

WebTrac Base 25 Agents (1 each) 

WebTrac Enterprise 5 Additional Agents (5 each )  

WebTrac First Style Sheet Service Initial and Major (1 each) 

Standard Splash Page Options (1 each) 

 
Progress OpenEdge Software:  

RecTrac & WebTrac (1) (Now a single line item) 

 
TOTAL -Application System Software Annual Maintenance 

$516.31 

$791.67 

$791.67 

$573.67 

$573.67 

$0 

$0 
 

 
$6220.84 

 
 
$39,393.49 
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SCHEDULE B 

 
AS-NEEDED POS EQUIPMENT PRICE LIST as of 03/12/2025*: 

 

Quantity Description Price 

TBD Honeywell MK7680G Genesis lmager,  $565/ea 

  TBD Key Fob, Teslin, Preprinted, qty 10,000 $0.32/ea 

TBD Key Fob, Teslin, Preprinted, qty 15,000 $0.26/ea 

TBD lngenico Lane 3600 - PayTrac PIN Pad $575/ea 

TBD lngenico Link 2500 - PayTrac PIN Pad $490/ea 

 TBD Star 16x16 Dumb Cash Drawer $230/ea 

TBD Star TSP143UII, 40 col Thermal USB printer with cutter $349/ea 

TBD BPA Free thermal receipt paper, 1 ply, 50 rolls/case $130/ea 

TBD Elo 2201L iTouch Monitor 22" LCD, Desktop Full HD $715/ea 

TBD Elo Touch Screen Extended Warranty 1 year $100/ea 

   

 
Note: Plus Shipping Costs. 

*POS Equipment/Hardware Price List is subject to change at any time. 
 

 
 
APPLICATION SOFTWARE: 

 

Quantity Description Annual Maint. 

1 each lnteliTrac Business Intelligence/Analytic Viewer     $7744.70 

4 each lnteliTrac Business Intelligence/Analytic, Add Viewers      $1606.31 

   

 
TOTAL - APPLICATION SOFTWARE Annual Maintenance    $9351.01 
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SCHEDULE C 
 

 
APPLICATION SYSTEM SOFTWARE SUPPORT SERVICES - INSTALLATION, 
IMPLEMENTATION, TRAINING & EXPENSES: 

The following is a list of the Application System Software Support Services & Expenses: 

Additional Application System Software Support Services and Expenses (As-Needed) 

Quantity Description Price 

 

1 day Onsite time providing services @$1130/day $1130 

1 day Travel time @$405/day $405 

1 day Lodging, single occupancy standard room est. @$200/day $200 

1 day Meals, Incidentals and Transportation est. @$155/day $155 

1 each Round Trip Coach/Economy airfare est. @$1,200/each $1,200 

4 Hours PayTrac Setup/Configuration est @ 175/hr $750 
  Total $3,840 

 
Application System Software Support Services at VS Facilities (As-Needed) 

10 days Other Installation Services and Set-up for Hardware and Network 

Operating System @$1130/day (City/DEPARTMENT pays travel expenses) $11,300 
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STANDARD PROVISIONS FOR CITY CONTRACTS 
 

PSC-1. Construction of Provisions and Titles Herein 
 

All titles, subtitles, or headings in this Contract have been inserted for convenience, and 
shall not be deemed to affect the meaning or construction of any of the terms or provisions 
of this Contract. The language of this Contract shall be construed according to its fair 
meaning and not strictly for or against CITY or CONTRACTOR. The word 
"CONTRACTOR" includes the party or parties identified in this Contract. The singular 
shall include the plural and if there is more than one CONTRACTOR, unless expressly 
stated otherwise, their obligations and liabilities shall be joint and several. Use of the 
feminine, masculine, or neuter genders shall be deemed to include the genders not used. 

 
PSC-2. Applicable Law, Interpretation and Enforcement 

 
Each party's performance shall comply with all applicable laws of the United States of 
America, the State of California, and CITY, including but not limited to, laws regarding 
health and safety, labor and employment, wage and hours and licensing. This Contract 
shall be enforced and interpreted under the laws of the State of California without regard 
to conflict of law principles. CONTRACTOR shall comply with new, amended, or revised 
laws, regulations, or procedures that apply to the performance of this Contract with no 
additional compensation paid to CONTRACTOR. 

 
In any action arising out of this Contract, CONTRACTOR consents to personal 
jurisdiction, and agrees to bring all such actions, exclusively in state or federal courts 
located in Los Angeles County, California. 

 
If any part, term or provision of this Contract is held void, illegal, unenforceable, or in 
conflict with any federal, state or local law or regulation, the validity of the remaining parts, 
terms or provisions of this Contract shall not be affected. 

 
PSC-3. Time of Effectiveness 

 
Unless otherwise provided, this Contract shall take effect when all of the following events 
have occurred: 

 
A. This Contract has been signed on behalf of CONTRACTOR by the person 

or persons authorized to bind CONTRACTOR; 
 

B. This Contract has been approved by the City Council or by the board, officer 
or employee authorized to give such approval; 

 
C. The Office of the City Attorney has indicated in writing its approval of this 

Contract as to form; and 
 

D. This Contract has been signed on behalf of CITY by the person designated 
by the City Council, or by the board, officer or employee authorized to enter 
into this Contract. 
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PSC-4. Integrated Contract 
 

This Contract sets forth all of the rights and duties of the parties with respect to the subject 
matter of this Contract, and replaces any and all previous Contracts or understandings, 
whether written or oral, relating thereto. This Contract may be amended only as provided 
for in the provisions of PSC-5 hereof. 

 
PSC-5. Amendment 

 
All amendments to this Contract shall be in writing and signed and approved pursuant to 
the provisions of PSC-3. 

 
PSC-6. Excusable Delays 

 
Neither party shall be liable for its delay or failure to perform any obligation under and in 
accordance with this Contract, if the delay or failure arises out of fires, floods, 
earthquakes, epidemics, quarantine restrictions, other natural occurrences, strikes, 
lockouts (other than a lockout by the party or any of the party's Subcontractors), freight 
embargoes, terrorist acts, insurrections or other civil disturbances, or other similar events 
to those described above, but in each case the delay or failure to perform must be beyond 
the control and without any fault or negligence of the party delayed or failing to perform 
(these events are referred to in this provision as "Force Majeure Events"). 

 
Notwithstanding the foregoing, a delay or failure to perform by a Subcontractor of 
CONTRACTOR shall not constitute a Force Majeure Event, unless the delay or failure 
arises out of causes beyond the control of both CONTRACTOR and Subcontractor, and 
without any fault or negligence of either of them. In such case, CONTRACTOR shall not 
be liable for the delay or failure to perform, unless the goods or services to be furnished 
by the Subcontractor were obtainable from other sources in sufficient time to permit 
CONTRACTOR to perform timely. As used in this Contract, the term "Subcontractor" 
means a subcontractor at any tier. 

 
In the event CONTRACTOR’S delay or failure to perform arises out of a Force Majeure 
Event, CONTRACTOR agrees to use commercially reasonable best efforts to obtain the 
goods or services from other sources, and to otherwise mitigate the damages and reduce 
the delay caused by the Force Majeure Event. 

 
PSC-7. Waiver 

 
A waiver of a default of any part, term or provision of this Contract shall not be construed 
as a waiver of any succeeding default or as a waiver of the part, term or provision itself. 
A party’s performance after the other party’s default shall not be construed as a waiver of 
that default. 
 
PSC-8. Suspension 

 
At CITY’S sole discretion, CITY may suspend any or all services provided under this 
Contract by providing CONTRACTOR with written notice of suspension. Upon receipt of 
the notice of suspension, CONTRACTOR shall immediately cease the services 
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suspended and shall not incur any additional obligations, costs or expenses to CITY until 
CITY gives written notice to recommence the services. 

 
PSC-9. Termination 

 
A. Termination for Convenience 

 
CITY may terminate this Contract for CITY’S convenience at any time by providing 
CONTRACTOR thirty days written notice. Upon receipt of the notice of termination, 
CONTRACTOR shall immediately take action not to incur any additional 
obligations, costs or expenses, except as may be necessary to terminate its 
activities. CITY shall pay CONTRACTOR its reasonable and allowable costs 
through the effective date of termination and those reasonable and necessary 
costs incurred by CONTRACTOR to effect the termination. Thereafter, 
CONTRACTOR shall have no further claims against CITY under this Contract. All 
finished and unfinished documents and materials procured for or produced under 
this Contract, including all intellectual property rights CITY is entitled to, shall 
become CITY property upon the date of the termination. CONTRACTOR agrees 
to execute any documents necessary for CITY to perfect, memorialize, or record 
CITY’S ownership of rights provided herein. 

 
B. Termination for Breach of Contract 

 
1. Except as provided in PSC-6, if CONTRACTOR fails to perform any 

of the provisions of this Contract or so fails to make progress as to 
endanger timely performance of this Contract, CITY may give 
CONTRACTOR written notice of the default. CITY’S default notice 
will indicate whether the default may be cured and the time period to 
cure the default to the sole satisfaction of CITY. Additionally, CITY’S 
default notice may offer CONTRACTOR an opportunity to provide 
CITY with a plan to cure the default, which shall be submitted to CITY 
within the time period allowed by CITY. At CITY’S sole discretion, 
CITY may accept or reject CONTRACTOR’S plan. If the default 
cannot be cured or if CONTRACTOR fails to cure within the period 
allowed by CITY, then CITY may terminate this Contract due to 
CONTRACTOR’S breach of this Contract. 

 
2. If the default under this Contract is due to CONTRACTOR’S failure 

to maintain the insurance required under this Contract, 
CONTRACTOR shall immediately: (1) suspend performance of any 
services under this Contract for which insurance was required; and 
(2) notify its employees and Subcontractors of the loss of insurance 
coverage and Contractor’s obligation to suspend performance of 
services. CONTRACTOR shall not recommence performance until 
CONTRACTOR is fully insured and in compliance with CITY’S 
requirements.
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3. If a federal or state proceeding for relief of debtors is undertaken by 
or against CONTRACTOR, or if CONTRACTOR makes an 
assignment for the benefit of creditors, then CITY may immediately 
terminate this Contract. 

 
4. If CONTRACTOR engages in any dishonest conduct related to the 

performance or administration of this Contract or violates CITY’S 
laws, regulations or policies relating to lobbying, then CITY may 
immediately terminate this Contract. 

 
5. Acts of Moral Turpitude 

 
a. CONTRACTOR shall immediately notify CITY if 

CONTRACTOR or any Key Person, as defined below, is 
charged with, indicted for, convicted of, pleads nolo 
contendere to, or forfeits bail or fails to appear in court for a 
hearing related to, any act which constitutes an offense 
involving moral turpitude under federal, state, or local laws 
(“Act of Moral Turpitude”). 

 
b. If CONTRACTOR or a Key Person is convicted of, pleads nolo 

contendere to, or forfeits bail or fails to appear in court for a 
hearing related to, an Act of Moral Turpitude, CITY may 
immediately terminate this Contract. 

 
c. If CONTRACTOR or a Key Person is charged with or indicted 

for an Act of Moral Turpitude, CITY may terminate this 
Contract after providing CONTRACTOR an opportunity to 
present evidence of CONTRACTOR’S ability to perform under 
the terms of this Contract. 

 
d. Acts of Moral Turpitude include, but are not limited to: violent 

felonies as defined by Penal Code Section 667.5, crimes 
involving weapons, crimes resulting in serious bodily injury or 
death, serious felonies as defined by Penal Code Section 
1192.7, and those crimes referenced in the Penal Code and 
articulated in California Public Resources Code Section 
5164(a)(2); in addition to and including acts of murder, rape, 
sexual assault, robbery, kidnapping, human trafficking, 
pimping, voluntary manslaughter, aggravated assault, assault 
on a peace officer, mayhem, fraud, domestic abuse, elderly 
abuse, and child abuse, regardless of whether such acts are 
punishable by felony or misdemeanor conviction. 
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e. For the purposes of this provision, a Key Person is a principal, 
officer, or employee assigned to this Contract, or owner 
(directly or indirectly, through one or more intermediaries) of 
ten percent or more of the voting power or equity interests of 
CONTRACTOR. 

 
6. In the event CITY terminates this Contract as provided in this section, 

CITY may procure, upon such terms and in the manner as CITY may 
deem appropriate, services similar in scope and level of effort to 
those so terminated, and CONTRACTOR shall be liable to CITY for 
all of its costs and damages, including, but not limited to, any excess 
costs for such services. 

 
7. If, after notice of termination of this Contract under the provisions of 

this section, it is determined for any reason that CONTRACTOR was 
not in default under the provisions of this section, or that the default 
was excusable under the terms of this Contract, the rights and 
obligations of the parties shall be the same as if the notice of 
termination had been issued pursuant to PSC-9(A) Termination for 
Convenience. 

 
8. The rights and remedies of CITY provided in this section shall not be 

exclusive and are in addition to any other rights and remedies 
provided by law or under this Contract. 

 
C. In the event that this Contract is terminated, CONTRACTOR shall 

immediately notify all employees and Subcontractors, and shall notify in 
writing all other parties contracted with under the terms of this Contract 
within five working days of the termination. 

 
PSC-10. Independent Contractor 

 
CONTRACTOR is an independent contractor and not an agent or employee of CITY. 
CONTRACTOR shall not represent or otherwise hold out itself or any of its directors, 
officers, partners, employees, or agents to be an agent or employee of CITY. 

 
PSC-11. Contractor’s Personnel 

 
Unless otherwise approved by CITY, CONTRACTOR shall use its own employees to 
perform the services described in this Contract. CITY has the right to review and approve 
any personnel who are assigned to work under this Contract. CONTRACTOR shall 
remove personnel from performing work under this Contract if requested to do so by CITY. 

 
CONTRACTOR shall not use Subcontractors to assist in performance of this Contract 
without the prior written approval of CITY. If CITY permits the use of Subcontractors, 
CONTRACTOR shall remain responsible for performing all aspects of this Contract and 
paying all Subcontractors. CITY has the right to approve CONTRACTOR’S 
Subcontractors, and   CITY   reserves   the   right   to   request   replacement   of   any 
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Subcontractor. CITY does not have any obligation to pay CONTRACTOR’S 
Subcontractors, and nothing herein creates any privity of contract between CITY and any 
Subcontractor. 

 
PSC-12. Assignment and Delegation 

 
CONTRACTOR may not, unless it has first obtained the written permission of CITY: 

 
A. Assign or otherwise alienate any of its rights under this Contract, including 

the right to payment; or 
 

B. Delegate, subcontract, or otherwise transfer any of its duties under this 
Contract. 

 
PSC-13. Permits 

 
CONTRACTOR and its directors, officers, partners, agents, employees, and 
Subcontractors, shall obtain and maintain all licenses, permits, certifications and other 
documents necessary for CONTRACTOR'S performance of this Contract. 
CONTRACTOR shall immediately notify CITY of any suspension, termination, lapses, 
non-renewals, or restrictions of licenses, permits, certificates, or other documents that 
relate to CONTRACTOR’S performance of this Contract. 

 
PSC-14. Claims for Labor and Materials 

 
CONTRACTOR shall promptly pay when due all amounts owed for labor and materials 
furnished in the performance of this Contract so as to prevent any lien or other claim under 
any provision of law from arising against any CITY property (including reports, documents, 
and other tangible or intangible matter produced by CONTRACTOR hereunder), and shall 
pay all amounts due under the Unemployment Insurance Act or any other applicable law 
with respect to labor used to perform under this Contract. 

 
PSC-15. Current Los Angeles City Business Tax Registration Certificate Required 

 
For the duration of this Contract, CONTRACTOR shall maintain valid Business Tax 
Registration Certificate(s) as required by CITY'S Business Tax Ordinance, Section 21.00 
et seq. of the Los Angeles Municipal Code (“LAMC”), and shall not allow the Certificate 
to lapse or be revoked or suspended. 

 
PSC-16. Retention of Records, Audit and Reports 

 
CONTRACTOR shall maintain all records, including records of financial transactions, 
pertaining to the performance of this Contract, in their original form or as otherwise 
approved by CITY. These records shall be retained for a period of no less than three 
years from the later of the following: (1) final payment made by CITY, (2) the expiration of 
this Contract or (3) termination of this Contract. The records will be subject to examination 
and audit by authorized CITY personnel or CITY’S representatives at any time. 
CONTRACTOR shall provide any reports requested by CITY regarding 
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performance of this Contract. Any subcontract entered into by CONTRACTOR for work 
to be performed under this Contract must include an identical provision. 

 
In lieu of retaining the records for the term as prescribed in this provision, CONTRACTOR 
may, upon CITY’S written approval, submit the required information to CITY in an 
electronic format, e.g. USB flash drive, at the expiration or termination of this Contract. 

 
PSC-17. Bonds 

 
All bonds required by CITY shall be filed with the Office of the City Administrative Officer, 
Risk Management for its review and acceptance in accordance with Los Angeles 
Administrative Code (“LAAC”) Sections 11.47 et seq., as amended from to time. 

 
PSC-18. Indemnification 

 
Except for the active negligence or willful misconduct of CITY, or any of its boards, 
officers, agents, employees, assigns and successors in interest, CONTRACTOR shall 
defend, indemnify and hold harmless CITY and any of its boards, officers, agents, 
employees, assigns, and successors in interest from and against all lawsuits and causes 
of action, claims, losses, demands and expenses, including, but not limited to, attorney's 
fees (both in house and outside counsel) and cost of litigation (including all actual litigation 
costs incurred by CITY, including but not limited to, costs of experts and consultants), 
damages or liability of any nature whatsoever, for death or injury to any person, including 
CONTRACTOR'S employees and agents, or damage or destruction of any property of 
either party hereto or of third parties, arising in any manner by reason of an act, error, or 
omission by CONTRACTOR, Subcontractors, or their boards, officers, agents, 
employees, assigns, and successors in interest. The rights and remedies of CITY 
provided in this section shall not be exclusive and are in addition to any other rights and 
remedies provided by law or under this Contract. This provision will survive expiration or 
termination of this Contract. 

 
PSC-19. Intellectual Property Indemnification 

 
CONTRACTOR, at its own expense, shall defend, indemnify, and hold harmless the 
CITY, and any of its boards, officers, agents, employees, assigns, and successors in 
interest from and against all lawsuits and causes of action, claims, losses, demands and 
expenses, including, but not limited to, attorney's fees (both in house and outside counsel) 
and cost of litigation (including all actual litigation costs incurred by CITY, including but 
not limited to, costs of experts and consultants), damages or liability of any nature arising 
out of the infringement, actual or alleged, direct or contributory, of any intellectual property 
rights, including, without limitation, patent, copyright, trademark, trade secret, right of 
publicity, and proprietary information: (1) on or in any design, medium, matter, article, 
process, method, application, equipment, device, instrumentation, software, hardware, or 
firmware used by CONTRACTOR, or its Subcontractors, in performing the work under 
this Contract; or (2) as a result of CITY’S actual or intended use of any Work Product (as 
defined in PSC-21) furnished by CONTRACTOR, or its Subcontractors, under this 
Contract. The rights and remedies of CITY provided in this section shall not be exclusive 
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and are in addition to any other rights and remedies provided by law or under this 
Contract. This provision will survive expiration or termination of this Contract. 

 
PSC-20. Intellectual Property Warranty 

 
CONTRACTOR represents and warrants that its performance of all obligations under this 
Contract does not infringe in any way, directly or contributorily, upon any third party’s 
intellectual property rights, including, without limitation, patent, copyright, trademark, trade 
secret, right of publicity and proprietary information. 

 
PSC-21. Ownership and License 

 
Unless otherwise provided for herein, all finished and unfinished works, tangible or not, 
created under this Contract including, without limitation, documents, materials, data, 
reports, manuals, specifications, artwork, drawings, sketches, blueprints, studies, 
memoranda, computation sheets, computer programs and databases, schematics, 
photographs, video and audiovisual recordings, sound recordings, marks, logos, graphic 
designs, notes, websites, domain names, inventions, processes, formulas, matters and 
combinations thereof, and all forms of intellectual property originated and prepared by 
CONTRACTOR or its Subcontractors under this Contract (each a “Work Product”; 
collectively “Work Products”) shall be and remain the exclusive property of CITY for its 
use in any manner CITY deems appropriate. CONTRACTOR hereby assigns to CITY all 
goodwill, copyright, trademark, patent, trade secret and all other intellectual property 
rights worldwide in any Work Products originated and prepared under this Contract. 
CONTRACTOR further agrees to execute any documents necessary for CITY to perfect, 
memorialize, or record CITY’S ownership of rights provided herein. 

 
CONTRACTOR agrees that a monetary remedy for breach of this Contract may be 
inadequate, impracticable, or difficult to prove and that a breach may cause CITY 
irreparable harm. CITY may therefore enforce this requirement by seeking injunctive relief 
and specific performance, without any necessity of showing actual damage or irreparable 
harm. Seeking injunctive relief or specific performance does not preclude CITY from 
seeking or obtaining any other relief to which CITY may be entitled. 

 
For all Work Products delivered to CITY that are not originated or prepared by 
CONTRACTOR or its Subcontractors under this Contract, CONTRACTOR shall secure 
a grant, at no cost to CITY, for a non-exclusive perpetual license to use such Work 
Products for any CITY purposes. 

 
CONTRACTOR shall not provide or disclose any Work Product to any third party without 
prior written consent of CITY. 

 
Any subcontract entered into by CONTRACTOR relating to this Contract shall include this 
provision to contractually bind its Subcontractors performing work under this Contract 
such that CITY’S ownership and license rights of all Work Products are preserved and 
protected as intended herein. 
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PSC-22. Data Protection 
 

A. CONTRACTOR shall protect, using the most secure means and technology 
that is commercially available, CITY-provided data or consumer-provided 
data acquired in the course and scope of this Contract, including but not 
limited to customer lists and customer credit card or consumer data, 
(collectively, the “City Data”). CONTRACTOR shall notify CITY in writing as 
soon as reasonably feasible, and in any event within twenty-four hours, of 
CONTRACTOR’S discovery or reasonable belief of any unauthorized 
access of City Data (a “Data Breach”), or of any incident affecting, or 
potentially affecting City Data related to cyber security (a “Security 
Incident”), including, but not limited to, denial of service attack, and system 
outage, instability or degradation due to computer malware or virus. 
CONTRACTOR shall begin remediation immediately. CONTRACTOR shall 
provide daily updates, or more frequently if required by CITY, regarding 
findings and actions performed by CONTRACTOR until the Data Breach or 
Security Incident has been effectively resolved to CITY’S satisfaction. 
CONTRACTOR shall conduct an investigation of the Data Breach or 
Security Incident and shall share the report of the investigation with CITY. 
At CITY’S sole discretion, CITY and its authorized agents shall have the 
right to lead or participate in the investigation. CONTRACTOR shall 
cooperate fully with CITY, its agents and law enforcement. 

 
B. If CITY is subject to liability for any Data Breach or Security Incident, then 

CONTRACTOR shall fully indemnify and hold harmless CITY and defend 
against any resulting actions. 

 
PSC-23. Insurance 

 
During the term of this Contract and without limiting CONTRACTOR'S obligation to 
indemnify, hold harmless and defend CITY, CONTRACTOR shall provide and maintain 
at its own expense a program of insurance having the coverages and limits not less than 
the required amounts and types as determined by the Office of the City Administrative 
Officer of Los Angeles, Risk Management (template Form General 146 in Exhibit 1 
hereto). The insurance must: (1) conform to CITY’S requirements; (2) comply with the 
Insurance Contractual Requirements (Form General 133 in Exhibit 1 hereto); and (3) 
otherwise be in a form acceptable to the Office of the City Administrative Officer, Risk 
Management. CONTRACTOR shall comply with all Insurance Contractual Requirements 
shown on Exhibit 1 hereto. Exhibit 1 is hereby incorporated by reference and made a part 
of this Contract. 

 
PSC-24. Best Terms 

 
Throughout the term of this Contract, CONTRACTOR, shall offer CITY the best terms, 
prices, and discounts that are offered to any of CONTRACTOR’S customers for similar 
goods and services provided under this Contract. 
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PSC-25. Warranty and Responsibility of Contractor 
 

CONTRACTOR warrants that the work performed hereunder shall be completed in a 
manner consistent with professional standards practiced among those firms within 
CONTRACTOR’S profession, doing the same or similar work under the same or similar 
circumstances. 

 
PSC-26. Mandatory Provisions Pertaining to Non-Discrimination in Employment 

 
Unless otherwise exempt, this Contract is subject to the applicable non-discrimination, 
equal benefits, equal employment practices, and affirmative action program provisions in 
LAAC Section 10.8 et seq., as amended from time to time. 

 
A. CONTRACTOR shall comply with the applicable non-discrimination and 

affirmative action provisions of the laws of the United States of America, the 
State of California, and CITY. In performing this Contract, CONTRACTOR 
shall not discriminate in any of its hiring or employment practices against 
any employee or applicant for employment because of such person’s race, 
color, religion, national origin, ancestry, sex, sexual orientation, gender, 
gender identity, age, disability, domestic partner status, marital status or 
medical condition. 

 
B. The requirements of Section 10.8.2.1 of the LAAC, the Equal Benefits 

Ordinance, and the provisions of Section 10.8.2.1(f) are incorporated and 
made a part of this Contract by reference. 

 
C. The provisions of Section 10.8.3 of the LAAC are incorporated and made a 

part of this Contract by reference and will be known as the “Equal 
Employment Practices” provisions of this Contract. 

 
D. The provisions of Section 10.8.4 of the LAAC are incorporated and made a 

part of this Contract by reference and will be known as the “Affirmative 
Action Program” provisions of this Contract. 

 
Any subcontract entered into by CONTRACTOR for work to be performed under this 
Contract must include an identical provision. 

 
PSC-27.    Child Support Assignment Orders 

 
CONTRACTOR shall comply with the Child Support Assignment Orders Ordinance, 
Section 10.10 of the LAAC, as amended from time to time. Pursuant to Section 10.10(b) 
of the LAAC, CONTRACTOR shall fully comply with all applicable State and Federal 
employment reporting requirements. Failure of CONTRACTOR to comply with all 
applicable reporting requirements or to implement lawfully served Wage and Earnings 
Assignment or Notices of Assignment, or the failure of any principal owner(s) of 
CONTRACTOR to comply with any Wage and Earnings Assignment or Notices of 
Assignment applicable to them personally, shall constitute a default by the 
CONTRACTOR under this Contract. Failure of CONTRACTOR or principal owner to cure 



STANDARD PROVISIONS 
FOR CITY CONTRACTS (Rev. 1/25 [v.2]) ATTACHMENT A 11 

 

 

the default within 90 days of the notice of default will subject this Contract to termination 
for breach. Any subcontract entered into by CONTRACTOR for work to be performed 
under this Contract must include an identical provision. 

 
PSC-28. Living Wage Ordinance 

 
CONTRACTOR shall comply with the Living Wage Ordinance, LAAC Section 10.37 et 
seq., as amended from time to time. CONTRACTOR further agrees that it shall comply 
with federal law proscribing retaliation for union organizing. Any subcontract entered into 
by CONTRACTOR for work to be performed under this Contract must include an identical 
provision. 

 
PSC-29. Service Contractor Worker Retention Ordinance 

 
CONTRACTOR shall comply with the Service Contractor Worker Retention Ordinance, 
LAAC Section 10.36 et seq., as amended from time to time. Any subcontract entered into 
by CONTRACTOR for work to be performed under this Contract must include an identical 
provision. 

 
PSC-30. Access and Accommodations 

 
CONTRACTOR represents and certifies that: 

 
A. CONTRACTOR shall comply with the Americans with Disabilities Act, as 

amended, 42 U.S.C. Section 12101 et seq., the Rehabilitation Act of 1973, 
as amended, 29 U.S.C. Section 701 et seq., the Fair Housing Act, and its 
implementing regulations and any subsequent amendments, and California 
Government Code Section 11135; 

 
B. CONTRACTOR shall not discriminate on the basis of disability or on the 

basis of a person’s relationship to, or association with, a person who has a 
disability; 

 
C. CONTRACTOR shall provide reasonable accommodation upon request to 

ensure equal access to CITY-funded programs, services and activities; 
 

D. Construction will be performed in accordance with the Uniform Federal 
Accessibility Standards (UFAS), 24 C.F.R. Part 40; and 

 
E. The buildings and facilities used to provide services under this Contract are 

in compliance with the federal and state standards for accessibility as set 
forth in the 2010 ADA Standards, California Title 24, Chapter 11, or other 
applicable federal and state law. 

 
CONTRACTOR understands that CITY is relying upon these certifications and 
representations as a condition to funding this Contract. Any subcontract entered into by 
CONTRACTOR for work to be performed under this Contract must include an identical 
provision. 
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PSC-31. Contractor Responsibility Ordinance 
 

CONTRACTOR shall comply with the Contractor Responsibility Ordinance, LAAC 
Section 10.40 et seq., as amended from time to time. 

 
PSC-32. Business Inclusion Program 

 
Unless otherwise exempted prior to bid submission, CONTRACTOR shall comply with all 
aspects of the Business Inclusion Program as described in the Request for 
Proposal/Qualification process, throughout the duration of this Contract. CONTRACTOR 
shall utilize the Regional Alliance Marketplace for Procurement (“RAMP”) at 
https://www.rampla.org/s/, to perform and document outreach to Minority, Women, and 
Other Business Enterprises. CONTRACTOR shall perform subcontractor outreach 
activities through RAMP. CONTRACTOR shall not change any of its designated 
Subcontractors or pledged specific items of work to be performed by these 
Subcontractors, nor shall CONTRACTOR reduce their level of effort, without prior written 
approval of CITY. 

 
PSC-33. Slavery Disclosure Ordinance 

 
CONTRACTOR shall comply with the Slavery Disclosure Ordinance, LAAC Section 10.41 
et seq., as amended from time to time. Any subcontract entered into by CONTRACTOR 
for work to be performed under this Contract must include an identical provision. 

 
PSC-34. First Source Hiring Ordinance 

 
CONTRACTOR shall comply with the First Source Hiring Ordinance, LAAC Section 10.44 
et seq., as amended from time to time. Any subcontract entered into by CONTRACTOR 
for work to be performed under this Contract must include an identical provision. 

 
PSC-35. Local Business Preference Ordinance 

 
CONTRACTOR shall comply with the Local Business Preference Ordinance, LAAC 
Section 10.47 et seq., as amended from time to time. Any subcontract entered into by 
CONTRACTOR for work to be performed under this Contract must include an identical 
provision. 

 
PSC-36. Iran Contracting Act 

 
In accordance with California Public Contract Code Sections 2200-2208, all contractors 
entering into, or renewing contracts with CITY for goods and services estimated at 
$1,000,000 or more are required to complete, sign, and submit the "Iran Contracting Act 
of 2010 Compliance Affidavit." 

 
PSC-37. Restrictions on Campaign Contributions and Fundraising in City Elections 

 
Unless otherwise exempt, if this Contract is valued at $100,000 or more and requires 
approval by an elected CITY office, CONTRACTOR, CONTRACTOR’S principals, and 
CONTRACTOR’S Subcontractors expected to receive at least $100,000 for performance  
 

https://www.rampla.org/
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under the Contract, and the principals of those Subcontractors (the “Restricted Persons”) 
shall comply with Charter Section 470(c)(12) and LAMC Section 49.7.35. Failure to 
comply entitles CITY to terminate this Contract and to pursue all available legal remedies. 
Charter Section 470(c)(12) and LAMC Section 49.7.35 limit the ability of the Restricted 
Persons to make campaign contributions to and engage in fundraising for certain elected 
CITY officials or candidates for elected CITY office for twelve months after this Contract 
is signed. Additionally, a CONTRACTOR subject to Charter Section 470(c)(12) is required 
to comply with disclosure requirements by submitting a completed and signed Ethics 
Commission Form 55 and to amend the information in that form as specified by law. Any 
CONTRACTOR subject to Charter Section 470(c)(12) shall include the following notice in 
any contract with any Subcontractor expected to receive at least $100,000 for 
performance under this Contract: 

 
“Notice Regarding Restrictions on Campaign Contributions and Fundraising 
in City Elections 

 
You are a subcontractor on City of Los Angeles Contract # 
  . Pursuant to the City of Los Angeles Charter Section 
470(c)(12) and related ordinances, you and your principals are prohibited from 
making campaign contributions to and fundraising for certain elected City of 
Los Angeles (“CITY”) officials and candidates for elected CITY office for twelve 
months after the CITY contract is signed. You are required to provide the 
names and contact information of your principals to the CONTRACTOR and 
to amend that information within ten business days if it changes during the 
twelve month time period. Failure to comply may result in termination of this 
Contract and any other available legal remedies. Information about the 
restrictions may be found online at ethics.lacity.org or by calling the Los 
Angeles City Ethics Commission at (213) 978-1960.” 

 
PSC-38. Contractors’ Use of Criminal History for Consideration of 

Employment Applications 
 

CONTRACTOR shall comply with the City Contractors’ Use of Criminal History for 
Consideration of Employment Applications Ordinance, LAAC Section 10.48 et seq., as 
amended from time to time. Any subcontract entered into by CONTRACTOR for work to 
be performed under this Contract must include an identical provision. 

 
PSC-39. Limitation of City’s Obligation to Make Payment to Contractor 

 
Notwithstanding any other provision of this Contract, including any exhibits or attachments 
incorporated therein, and in order for CITY to comply with its governing legal 
requirements, CITY shall have no obligation to make any payments to CONTRACTOR 
unless CITY shall have first made an appropriation of funds equal to or in excess of its 
obligation to make any payments as provided in this Contract. CONTRACTOR agrees 
that any services provided by CONTRACTOR, purchases made by CONTRACTOR or 
expenses incurred by CONTRACTOR in excess of the appropriation(s) shall be free and 
without charge to CITY and CITY shall have no obligation to pay for the services, 
purchases or expenses. CONTRACTOR shall have no obligation to provide any services, 
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provide any equipment or incur any expenses in excess of the appropriated amount(s) 
until CITY appropriates additional funds for this Contract. 

 
PSC-40. Compliance with Identity Theft Laws and Payment Card Data 

Security Standards 
 

CONTRACTOR shall comply with all identity theft laws including without limitation, laws 
related to: (1) payment devices; (2) credit and debit card fraud; and (3) the Fair and 
Accurate Credit Transactions Act (“FACTA”), including its requirement relating to the 
content of transaction receipts provided to Customers. CONTRACTOR also shall comply 
with all requirements related to maintaining compliance with Payment Card Industry Data 
Security Standards (“PCI DSS”). During the performance of any service to install, program 
or update payment devices equipped to conduct credit or debit card transactions, 
including PCI DSS services, CONTRACTOR shall verify proper truncation of receipts in 
compliance with FACTA. 

 
PSC-41. Compliance with California Public Resources Code Section 5164 

 
California Public Resources Code Section 5164 prohibits a public agency from hiring a 
person for employment or as a volunteer to perform services at any park, playground, or 
community center used for recreational purposes in a position that has supervisory or 
disciplinary authority over any minor, if the person has been convicted of certain crimes 
as referenced in the Penal Code, and articulated in California Public Resources Code 
Section 5164(a)(2). 

 
If applicable, CONTRACTOR shall comply with California Public Resources Code Section 
5164, and shall additionally adhere to all rules and regulations that have been adopted or 
that may be adopted by CITY. CONTRACTOR is required to have all employees, 
volunteers and Subcontractors (including all employees and volunteers of any 
Subcontractor) of CONTRACTOR working on premises to pass a fingerprint and 
background check through the California Department of Justice at CONTRACTOR’S sole 
expense, indicating that such individuals have never been convicted of certain crimes as 
referenced in the Penal Code and articulated in California Public Resources Code Section 
5164(a)(2), if the individual will have supervisory or disciplinary authority over any minor. 

 
PSC-42. Possessory Interests Tax 

 
Rights granted to CONTRACTOR by CITY may create a possessory interest. 
CONTRACTOR agrees that any possessory interest created may be subject to California 
Revenue and Taxation Code Section 107.6 and a property tax may be levied on that 
possessory interest. If applicable, CONTRACTOR shall pay the property tax. 
CONTRACTOR acknowledges that the notice required under California Revenue and 
Taxation Code Section 107.6 has been provided. 
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PSC-43. Confidentiality 

All documents, information, City Data (as that term is defined in PSC-22), and materials 
provided to CONTRACTOR by CITY or developed by CONTRACTOR pursuant to this 
Contract (collectively “Confidential Information”) are confidential. CONTRACTOR shall not 
provide, and shall prohibit its employees and subcontractors from providing or disclosing, 
any Confidential Information or their contents or any information therein either orally or in 
writing, to any person or entity, except as authorized by CITY or as required by law. 
CONTRACTOR shall immediately notify CITY of any attempt by a third party to obtain 
access to any Confidential Information. This provision will survive expiration or termination 
of this Contract. 

 
PSC-44. Contractor Data Reporting 

 
If Contractor is a for-profit, privately owned business, Contractor shall, within 30 days of the 
effective date of the Contract and on an annual basis thereafter (i.e., within 30 days of the 
annual anniversary of the effective date of the Contract), report the following information to 
City via the Regional Alliance Marketplace for Procurement (“RAMP”) or via another method 
specified by City: Contractor’s and any Subcontractor’s annual revenue, number of 
employees, location, industry, race/ethnicity and gender of majority owner  
(“Contractor/Subcontractor  Information”). Contractor shall further request, on an annual 
basis, that any Subcontractor input or update its business profile, including the 
Contractor/Subcontractor Information, on RAMP or via another method prescribed by City. 
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EXHIBIT 1 

INSURANCE CONTRACTUAL REQUIREMENTS 
 

CONTACT For additional information about compliance with City Insurance and Bond 
requirements, contact the Office of the City Administrative Officer, Risk Management at (213) 978- 
RISK (7475) or go online at www.lacity.org/cao/risk. The City approved Bond Assistance Program 
is available for those contractors who are unable to obtain the City-required performance bonds. A 
City approved insurance program may be available as a low-cost alternative for contractors who 
are unable to obtain City-required insurance. 

 
CONTRACTUAL REQUIREMENTS 

 
CONTRACTOR AGREES THAT: 

 
1. Additional Insured/Loss Payee. The CITY must be included as an Additional Insured in 
applicable liability policies to cover the CITY’S liability arising out of the acts or omissions of the 
named insured. The CITY is to be named as an Additional Named Insured and a Loss Payee As Its 
Interests May Appear in property insurance in which the CITY has an interest, e.g., as a lien holder. 

 
2. Notice of Cancellation. All required insurance will be maintained in full force for the duration of 
its business with the CITY. By ordinance, all required insurance must provide at least thirty 
(30) days' prior written notice (ten (10) days for non-payment of premium) directly to the CITY if 
your insurance company elects to cancel or materially reduce coverage or limits prior to the policy 
expiration date, for any reason except impairment of an aggregate limit due to prior claims. 

 
3. Primary Coverage. CONTRACTOR will provide coverage that is primary with respect to any 
insurance or self-insurance of the CITY. The CITY’S program shall be excess of this insurance and 
non-contributing. 

 
4. Modification of Coverage. The CITY reserves the right at any time during the term of this 
Contract to change the amounts and types of insurance required hereunder by giving 
CONTRACTOR ninety (90) days’ advance written notice of such change. If such change should 
result in substantial additional cost to CONTRACTOR, the CITY agrees to negotiate additional 
compensation proportional to the increased benefit to the CITY. 

 
5. Failure to Procure Insurance. All required insurance must be submitted and approved by the 
Office of the City Administrative Officer, Risk Management prior to the inception of any operations 
by CONTRACTOR. 

 
CONTRACTOR'S failure to procure or maintain required insurance or a self-insurance program 
during the entire term of this Contract shall constitute a material breach of this Contract under which 
the CITY may immediately suspend or terminate this Contract or, at its discretion, procure or renew 
such insurance to protect the CITY'S interests and pay any and all premiums in connection therewith 
and recover all monies so paid from CONTRACTOR. 

 
6. Workers’ Compensation. By signing this Contract, CONTRACTOR hereby certifies that it is 
aware of the provisions of Section 3700 et seq., of the California Labor Code which require every 
employer to be insured against liability for Workers' Compensation or to undertake 

 
 

http://www.lacity.org/cao/risk/
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Form Gen. 133 (Rev. 10/17) 
 

self-insurance in accordance with the provisions of that Code, and that it will comply with such 
provisions at all time during the performance of the work pursuant to this Contract. 

 
7. California Licensee. All insurance must be provided by an insurer admitted to do business in 
California or written through a California-licensed surplus lines broker or through an insurer otherwise 
acceptable to the CITY. Non-admitted coverage must contain a Service of Suit clause in which the 
underwriters agree to submit as necessary to the jurisdiction of a California court in the event of a 
coverage dispute. Service of process for this purpose must be allowed upon an agent in California 
designated by the insurer or upon the California Insurance Commissioner. 

 
8. Aggregate Limits/Impairment. If any of the required insurance coverages contain annual 
aggregate limits, CONTRACTOR must give the CITY written notice of any pending claim or lawsuit 
which will materially diminish the aggregate within thirty (30) days of knowledge of same. You must 
take appropriate steps to restore the impaired aggregates or provide replacement insurance protection 
within thirty (30) days of knowledge of same. The CITY has the option to specify the minimum 
acceptable aggregate limit for each line of coverage required. No substantial reductions in scope of 
coverage which may affect the CITY’S protection are allowed without the CITY’S prior written consent. 

 
9. Commencement of Work. For purposes of insurance coverage only, this Contract will be deemed 
to have been executed immediately upon any party hereto taking any steps that can be considered to 
be in furtherance of or towards performance of this Contract. The requirements in this Section 
supersede all other sections and provisions of this Contract, including, but not limited to, PSC-3, to the 
extent that any other section or provision conflicts with or impairs the provisions of this Section. 
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Required Insurance and Minimum Limits 

 

Name:   Date:    

Agreement/Reference:    

Evidence of coverages checked below, with the specified minimum limits, must be submitted and approved prior to 
occupancy/start of operations. Amounts shown are Combined Single Limits ("CSLs"). For Automobile Liability, split limits 
may be substituted for a CSL if the total per occurrence equals or exceeds the CSL amount. 

Limits 

  Workers' Compensation (WC) and Employer's Liability (EL) 
 
 

Waiver of Subrogation in favor of City Longshore & Harbor Workers 
Jones Act 

 
 

WC

 Statutor

y  

EL  

 
 

 

 

    General Liability        
 

Products/Completed Operations 
Fire Legal Liability     

 
Sexual Misconduct 

 
 

 
 
 

 

 
 

   Automobile Liability (for any and all vehicles used for this contract, other than commuting to/from work) 
 

   Professional Liability (Errors and Omissions) 
 

Discovery Period    
 
 

   Property Insurance (to cover replacement cost of building - as determined by insurance company)    

All Risk Coverage 
Flood    

Earthquake    
 

   Pollution Liability 
 

 

 

 

  Surety Bonds - Performance and Payment (Labor and Materials) Bonds    
  Crime Insurance 

 

Other: 
 

 

 

Boiler and Machinery 
Builder's Risk 
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1.8 TRAVEL 

1.8.1 Overview and General Guidelines 

City employees and elected officials may be required to travel on official City business in 

the performance of their duties and responsibilities. The City Travel Policy provides 

guidelines in conformity with the Los Angeles Administrative Code (LAAC) Division 4, 

Chapter 5, Article 4 and the Internal Revenue Service (IRS) “Accountable Plan” criteria 

for allowable travel expenses. 

The City Travel Policy provides guidelines for City employees traveling on official City 

business. Individual departments may, at their discretion, develop their own travel policies 

and impose greater restrictions and/or controls beyond what is required by the City Travel 

Policy. Departments should provide the Controller’s Office with a copy of their internal 

travel policies. Departments and travelers should be mindful that documents related to 

City travel expenditures are public records and may be subject to disclosure under the 

California Public Records Act.   

General guidelines: 

 City employees or elected officials will only incur expenses that a reasonable and
prudent person would incur if traveling on personal business.

 Before a City employee or elected official incurs travel expenses, due
consideration must be given to such factors as suitability, convenience, and the
nature of the business involved. Travelers should book their travel arrangements
sufficiently in advance to minimize the cost of travel.

 Per LAAC 4.242.2(f), travel expenses are those incurred outside the geographic
boundaries of Los Angeles County for official City business. In line with best
practices of other governmental entities, the City follows the “50-mile” rule and will
reimburse travel expenses if the travel destination is farther than 50 miles from
both the individual’s primary residence and headquarters.

 Travelers should use the most economical method of transportation. Departments
should consider the cost of time employees will be away from headquarters before
approving a method of transportation.

 Deviations from the City Travel Policy are generally not reimbursable. Per LAAC
4.242.3(j), travelers should be prepared to absorb the cost of unapproved
expenses as a personal expenditure.

The City Travel Policy also applies to non-City employees whose travel expenses are 

paid by the City, such as individuals from non-profit organizations or other jurisdictions 

Appendix B
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requested by the City to sit on interview or selection panels. For travel by City contractors, 

the City Travel Policy only applies in the absence of specific provisions in the contract 

regarding travel. 

1.8.2 Terms and Definitions 

 

Authorized Approvers: Generally, the Department Head, or other approvers designated 

by the Department Head, with the responsibility of reviewing and approving travel 

authorities and expenditures and ensuring compliance with the City Travel Policy. 

 

Headquarters: This is where employees spend the largest part of their regular working 

time, or where the employee returns upon completion of a special assignment, or a 

specifically assigned geographic area regularly traveled. 

 

Official City Business: Activities of an employee or elected official that demonstrates: 

 A valid City interest to be served or gained thereby; or 

 Relevance to the City operations or the individual’s role in such operations; or 

 The promotion or development of City programs, methods, or administration; or, 

 Compliance with instructions or authorization from the Mayor or the Council. 
 
Per Diem Expenses: Lodging, meals, and incidental expenses while traveling on 
official City business.  
 
Primary Residence: This is the dwelling where the employee lives, which bears the 
most logical relationship to the employee's headquarters, regardless of other legal or 
mailing addresses. If an employee maintains more than one dwelling, the Department 
will designate the employee's primary/permanent residence. 
 

Other Travel Expenses: These are costs, other than per diem and transportation that 

are necessary for the conduct of official City business. Examples include registration, 

seminar, or meeting fees, telephone calls, parking fees, and supplies.  

 

Transportation Expenses: Costs to transport the employee for official City business. 

 

Travel: Official City business that requires the traveler to be away from the general area 

of the individual’s primary residence substantially longer than an ordinary day’s work, and 

which requires the traveler to sleep or rest to meet the demands of work while away from 

the individual’s primary residence. 
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Travel Days: Days spent en route between the primary residence/headquarter and a 

destination city (i.e., the first and last day of a trip). 

 

Travel Expenses: Per diem, transportation, and other travel expenses incurred while 

traveling on official City business.  

 

1.8.3 Controller Responsibilities  

 

In accordance with Charter Section 262, the Controller has delegated the pre-review and 

approval of travel authorities and expenditures to Council-controlled Departments. The 

Controller will conduct periodic reviews of Departmental compliance with the City Travel 

Policy, as well as post-review of travel transactions. The Controller may suspend 

delegated travel approval authority until review findings are corrected.  

 

The proprietary departments, the Los Angeles Fire and Police Pension (LAFPP), and the 

Los Angeles City Employees Retirement System (LACERS) are governed by their 

respective boards. The Controller review will be in accordance with the respective board- 

adopted travel policies. 

 

1.8.4 Department Responsibilities 

 

Departments are responsible for establishing a system of internal controls to ensure that 

its travel expenses are reasonable, economical, justified, a prudent use of public funds, 

and in compliance with the City Travel Policy. Department Heads may designate other 

Authorized Approvers for travel. For the purpose of this policy, Department Head 

generally means the general manager, board, body, or elected or appointed officer having 

control and management of the department.  

 

Department Heads shall designate a Department Travel Coordinator who will: 

 Serve as the primary contact for travel coordination and processing; 

 Ensure travelers have read and understood the City Travel Policy; 

 Review travel authority and expense documents for compliance with City policies; 

 Identify exceptions to the City Travel Policy and obtain Department Head approval 
of written justification and supporting documentation for the exceptions; 

 Ensure that unallowable and/or unapproved expenses are not paid; 

 Track credits from canceled airline reservations;  
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 Monitor travel advances, and ensure that outstanding advances are collected and 
adjusted in a timely manner; and, 

 Respond to Controller travel-related questions 
 

1.8.5 Documenting and Approving Travel Plans (Travel Authorities) 

 

A completed travel authority documenting the travel plan and estimated costs must be 

approved by the Department Head ten (10) business days prior to the commencement 

of travel. Supporting documentation as to the necessity and importance of the travel 

must be included with the travel authority. Travel arrangements should not be made 

until the travel authority has been approved. 

 

Travel blanket authorities may be established when Departments have large groups 

of employees that travel throughout the year to perform functions or attend activities 

for the same purpose. Departments must include written justification explaining the 

recurring and same purpose nature of the requested trips. Departments may 

encumber the total estimated dollar amount needed to cover these trips for the entire 

fiscal year.  

 

1.8.6 Other Required Approvals and Notifications 

A. Travel for Department Heads and Commissioners 

 

Department Heads and Commissioners must not review and approve travel authorities 

and travel expenses related to their own travel. Per the Mayor’s 2014 Executive 

Directive No. 4 (2014 ED-4), travel authority documents for all Department Heads and 

Commissioners, including proprietary departments, must be approved by the Mayor’s 

Office. Personal expense statements (PES) of Department Heads and Commissioners 

that have exceptions to the City Travel Policy also require approval by the Mayor’s 

Office. The Department Heads and Commissioners for LAFPP and LACERS are 

exempt from these Executive Directive’s requirements. Travel authorities and PES 

documents for Department Heads and Commissioners that do not require approval 

from the Mayor’s Office must be reviewed and approved by an Authorized Approver 

other than the Department Head or Commissioners that are traveling.  
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B. Travel to Sacramento or Washington D.C. 

 

Per LAAC 4.242.9, all non-elected City officials and all other City employees must 

notify the Mayor, the Chair of the Committee that oversees the Intergovernmental 

Relations function, and the Chief Legislative Analyst prior to traveling on official City 

business to Sacramento or Washington, D.C. Employees of the City Council or Office 

of the Mayor are exempt from this requirement.  

C. Travel Related to Advocacy and Intergovernmental Relations  

 

Per 2014 ED-4, travel to Sacramento and Washington, D.C. by City employees and 

non-elected officials for the purposes of advocacy on behalf of the City requires 

approval from the Mayor’s Office. Mayoral approval is also required for any travel by 

any City employee outside of the State of California for the purpose of conducting 

official City business with any other government entity, commission, agency or 

department. Elected officials and their staff are exempt from this requirement. 

D. Foreign Travel involving more than one City Commissioner 

 

Per LAAC 4.242.9, advance Council approval must be obtained for foreign travel 

(except to Canada or Mexico) involving more than one City commissioner. A request 

for such foreign travel must be filed with the City Clerk for placement on the next 

available Council agenda. 

 

1.8.7 Transportation Expenses 

A. Transportation Selection Criteria 

 

Travelers are expected to select the least costly method of transportation after 

considering total travel expenses and employee time away from headquarters. 

Travelers may use a more costly form of transportation, but will be reimbursed at the 

less costly rate. In such cases, the Traveler should prepare and document a cost-

comparison to determine the less costly rate. Travelers should consider and 

document their justification for choice of transportation based on the following criteria: 

 

1. The cost of personnel hours lost in travel. 
2. Total travel costs (airline, rental vehicle, ground transportation, private or 

department vehicle, etc.). 
3. Added per diem costs 
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B. Airline Travel 

 

Airline travel expenses are reimbursable at the lowest regular fare available (coach or 

economy class) for regularly scheduled airlines for the date and time selected. 

 

Travelers should do the following to avoid paying higher airfares: 

 Use the City’s authorized business travel service provider to make airline travel 
arrangements. If booking a flight using a personal credit card, the traveler must 
provide sufficient proof that selected airfare is at least equal to or lower than airfare 
available from City’s authorized business travel service. 

 Make airline reservations in advance to minimize the cost of travel 

 Purchase non-refundable tickets, unless the risk of changes in travel plans 
outweigh the benefit of booking a non-refundable ticket 

 Select an arrival/departure airport that is closest to the destination, unless flights 
are not available or airfare is more expensive than the additional ground 
transportation costs to reach the destination 

 

 

Departments shall not reimburse its travelers for using of frequent flier points or other 

promotional benefits for official City business. Frequent flier points or any other 

promotional benefits earned by the traveler from official City business travel are the 

property of the employee. Although travelers may use frequent traveler benefits 

earned on official or personal travel for a subsequent City travel, the City will only 

reimburse for actual out-of-pocket expenses incurred.  

C. Alternate Mode of Transportation (other than airline travel) 

 

Departments should consider using a City car before using a private automobile or 

automobile rental. In addition, the use of a private automobile for travel is discouraged 

unless the Department can demonstrate a business need and has compared it to other 

alternatives such as a City car. The use of modes of transportation other than airline 

travel must be approved by Department Heads in advance and the allowable cost 

shall be the actual cost of the alternate mode of transportation (including incidental 

costs such as parking fees) or the cost allowable under a regularly scheduled airline, 

whichever is less. Parking tickets, traffic violations or other penalties for infractions of 

any law that occur during travel are not reimbursable.  

 

When choosing to drive to a non-adjacent county, Departments should prepare a cost 

comparison between air travel and driving. A cost comparison is not necessary when 

the destination is in an adjacent county to Los Angeles since air travel is generally not 
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the most economical or convenient. Adjacent counties include Orange, Riverside, San 

Diego, San Bernardino, Ventura, Kern, Santa Barbara, and San Luis Obispo. 

 

Travelers should comply with the following guidelines for the chosen alternate mode 

of transportation:  

 

1) Private automobile 
a) Travelers operating the vehicle must have a valid driver’s license and comply 

with LAAC section 4.232 insurance requirements. 
b) Documentation of miles traveled, such as a map print-out with the number of 

miles is required. 
c) Reimbursement for private automobile use shall be in accordance with the 

mileage provisions under the LAAC Division 4, Chapter 5, Article 2. 
d) Reimbursement for use of a personal automobile will be payable to only one 

employee when traveling together with other employees on the same trip and 
in the same vehicle. 

e) Reimbursement is not allowable if the traveler already receives a car 
allowance or any type of vehicle subsidy from the City on a regular basis 
through payroll.  

f) Travel mileage should be claimed on the PES and not on the mileage 
reimbursement form. 
 

2) Automobile rental 
a) Travelers should select a mid-size or smaller rental car 
b) Domestic rental car insurance is not reimbursable. Expenses arising from auto 

accidents will be reimbursed by the City through the self-insurance program. 
Travelers should consult with the City Administrative Officer (CAO) Risk 
Management Section for additional guidance. 

c) For foreign travel, travelers should purchase that country’s liability insurance 
from a reliable source. 

d) Receipts are required for reimbursement of rental car, gasoline, parking, and 
toll expenses. If receipts for toll and/or parking meter expenses are not 
available, provide printouts from official websites, credit card receipts, or other 
appropriate documentation. 

e) Travelers must fill the gas tank before returning a rental vehicle to avoid fuel 
surcharges. 

f) Add-ons (e.g., GPS device) or other rental fees are not reimbursable 
expenses.  
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1.8.8 Per Diem Expenses (Lodging, Meals and Incidentals) 

 

Per LAAC 4.242.3(b), travelers are expected to seek moderately priced establishments 
of acceptable quality when selecting restaurants and hotel rooms. Per CF 82-0944, 
reimbursements for food and lodging shall not exceed the per diem limits expressed in 
the City Budget Manual published by the CAO. These limits do not apply to conferences 
or legislative activities. In the absence of per diem limits set by the CAO, travelers must 
use the federal per diem rate applicable to their location of travel and comply with the 
guidelines described below. 

A. Lodging/Hotel  

 

The traveler must select the most economical and practical accommodations taking 

into consideration transportation costs, time, and other relevant factors. The following 

guidelines apply to lodging for travel: 

 

 The rate must be for single occupancy standard room and, if available, at the 
government-rate. 

 Generally, lodging should be limited to the actual dates of official City business. 
Additional lodging for one day before and/or after the event may be authorized to 
mitigate hardship for the traveler.  

 Reimbursement will be for actual hotel expenses but not to exceed the total of the 
applicable federal per diem rate (plus fees and taxes, if applicable) for the 
destination and length of stay for the individual traveler.  

 If the traveler is staying at the meeting/convention hotel or “authorized/sponsor” 
hotel for the conference or convention, supporting documentation must be 
submitted with the travel request package in order to receive reimbursement for 
actual costs up to 200% of the per diem limits. Acceptable documentation include 
confirmation letter indicating the meeting will be held at a particular hotel, or 
brochure/literature indicating the selected hotel is an “authorized/sponsor” hotel. 

 If a room is not available at the meeting/convention hotel or any of the 
“authorized/sponsor” hotels, reimbursement for actual costs up to 200% of the per 
diem limits is allowed. The traveler must select the most economical among three 
hotels within reasonable distance from the event. 

 If travel is for the purpose of assisting an agency/municipality in a federal, state or 
local emergency incident and there is no alternative lodging, reimbursement of 
actual costs up to 200% of the per diem limits may be allowed. 

 An itemized original lodging receipt (listing all expenses such as meals, phone 
calls, services charged to the room) must be provided for reimbursement to be 
made in all instances.  
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B. Meals and Incidental Expenses (M&IE) 

 

Travelers may claim reimbursement for up to three meals per day. M&IE will be 

reimbursed at claimed amount but not to exceed the applicable federal per diem rate 

for the destination with certain exceptions.  

 

The applicable federal per diem rates are as follow: 

 First day of the trip, use the per diem rate for the destination city. 

 Last day of the trip, use the per diem rate for the last location where the traveler 
stayed overnight. 

 The first and last day of the trip are considered travel days and will be reimbursed 
at a prorated amount of 75% of the applicable federal per diem amount for M&IE. 

 If traveler is in more than one city/location per day, use the per diem for the 
city/location in which the traveler spends the night.  

 

The per diem rates for M&IE include gratuities for restaurant service, as well as fees 

and tips to porters, baggage carriers, hotel staff and staff on ships. Per IRS Bulletin 

2013-44, transportation between places of lodging and places where meals are taken 

are no longer included in the definition of incidental expenses, and may be authorized 

by the Department Head for reimbursement up to $5 per day. 

 

1) M&IE Reimbursement Limits – Travel with Overnight Lodging 
 

Travelers may select one of three M&IE reimbursement methods shown in the 

table for the entire trip. Travelers must follow the requirements for receipts, 

maximum and prorated reimbursable amounts, and allowable exceptions for meals 

and incidentals for the selected method. All three methods require the traveler to 

note the date, time, place, amount, and business purpose of the expense. 

 

Receipts are required for any single meal exceeding $25 in accordance with LAAC 

4.242.7, and for all meals when the traveler is using one of the actual costs 

methods. Traveler must use actual costs reimbursement method if the travel 

funding source requires receipts. In such cases, the travelers must submit receipts 

and will be reimbursed based on requirements specified by the funding source. 
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M&IE Reimbursement Methods for Travel with Overnight Lodging 

 

Selected Reimbursement Method (1, 2 or 3) must be used for the entire trip 

Methodology Receipts 

Required 

Reimbursement Cap 

at Destination 

 

Prorated 

Reimbursement Cap 

for Travel 

Day/Conference 

Provided Meal(1)/“50-

mile” Rule Exceptions 

Exception: Full 

Reimbursement 

Cap for Travel 

Day/Conference 

Provided Meal (2) 

     

Method 1: Federal 

Per Diem 

No Reimburse at federal 

per diem amount for 

destination 

75% proration of federal 

per diem amount 

No exceptions 

allowed 

     

Method 2: Actual 

costs capped at 

federal per diem 

Yes Reimburse actual 

costs up to federal per 

diem amount for 

destination 

Reimburse actual costs 

up to 75% of federal per 

diem amount for 

destination 

Reimburse actual 

costs up to full 

federal per diem 

amount for 

destination 

     

Method 3: Actual 

costs capped at 

$60/day 

Yes Reimburse actual 

costs up to $60 per 

day 

Reimburse actual costs 

up to $45 per day 

Reimburse actual 

costs up to $60 

per day 

     

(1) Hotel complimentary breakfasts do not constitute a meal. 

(2) Exceptions to proration for travel days may be granted for full days spent at destination or in transit. 

Exceptions to proration for conference-provided meals may be granted if conference cannot accommodate 

medical or religious restrictions. 

 

A traveler who stayed with a friend or family member overnight can be reimbursed 

for meals if traveler provides a signed statement as proof of overnight stay. Meal 

reimbursement will be subject to IRS taxable income reporting requirements 

without the signed statement.  

 

2) M&IE Reimbursement Limits – One-Day Travel (Travel without Overnight 
Lodging) 

 

Meal reimbursements for travel not involving an overnight stay must be reported 

as taxable income in accordance with IRS regulations. Departments are required 
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to report one-day meal reimbursements to the Controller at the end of the calendar 

year for W-2 adjustment in the payroll system.  

 

The following guidelines apply to one-day meal reimbursements: 

 

 Travel destination must meet the “50-mile” rule. 

 Reimbursement cannot exceed 75 percent of the federal per diem for 
the destination. 

 No meal reimbursement is allowed when the host provides meals at the 
event throughout the day. 

 Receipts are required for any single meal exceeding $25. 

 Traveler must attach a signed “One-Day Travel Meals Reimbursement 
– Taxable Income Acknowledgement” form to the PES. 
 

1.8.9 Other Travel Expenses 

 

Expenses other than per-diem and transportation that are necessary for the conduct of 

official City business, with receipts, are allowable and may be reimbursed separately from 

M&IE limits. Below are guidelines for certain types of expenses. 

 

 Airline Checked-In Baggage Fee: Airline fee for the first checked-in baggage is 
reimbursable. 

 

 Airport Parking: Airport parking fees are reimbursable up to 125% of the lowest 
rates for the following airport parking lots: 

 

o Burbank Airport Lot A 
o John Wayne Airport Main Street Lot 
o Long Beach Airport Lot B 
o LA International Airport Lot C 
o Ontario International Airport Lot 5 

 

For airports not listed above, traveler should use the lowest airport parking lot rate 

for that airport. 

 

In addition, travelers should consider alternatives to airport parking, such as public 

transportation, shuttles, rideshare services, other options to get to and from the 

airport. Travelers should compare the total cost of airport parking to the cost of 

these alternatives and select the most economic choice. 
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 Hosting While Traveling: Food and beverage expenses for persons other than 
the traveler must be certified by the Department Head as expenditures for a public 
purpose and necessary for official City business. The provisions for lodging and 
M&IE reimbursements will apply to persons hosted by City officials or employees. 
Alcoholic drinks are NOT reimbursable expenses. It is the responsibility of City 
employees to comply with Personnel Department policy regarding consumption of 
alcoholic beverages while on duty. The name(s) and organization(s) of the 
person(s) hosted and the nature of the City business discussed must be specified 
in the travel authority and other travel expense documentation. 
 

 Registration, Seminar or Meeting Fees: Reimbursement of registration, seminar 
or meeting fees where required is allowed.  
 

 Ground Transportation: Transportation expenses to and from the airport or hotel 
are allowable with receipts or supporting documentation. Travelers should use free 
or courtesy shuttle services offered by airports and hotels whenever available.  
 

 Gratuities: Gratuities are allowable expenses, where reasonable and customary. 
Tips to waiters (up to 15 percent of the restaurant bill exclusive of taxes), and 
drivers (up to 15 percent of the fare) are considered customary. Service charges 
required by service providers (e.g., gratuity added to restaurant bill for large 
parties) are fully reimbursable. However, gratuities to porters, bell hops and 
housekeeping are included in the IRS definition of “incidental expenses” and 
therefore not reimbursed separately from the M&IE limit.  
 

 Laundry Service: Expenses for laundry service are allowable if the duration of the 
trip is four consecutive nights or longer. 
 

 Telephone Calls: One personal telephone call to the employee’s immediate family 
in the locale of the residence of the employee is allowed if travel is in excess of 
three days. One such call is permitted for each successive three days thereafter.  

 

Per LAAC 4.242.3(j), other expenses not specified in these guidelines or in the LAAC 

deemed necessary in the conduct of City business are allowable provided the reasons 

for such expenses have been reviewed and certified by the Department Head as 

reasonable, proper, and incurred in pursuit of City business.  

1.8.10 Special Circumstances Requiring Exceptions to Standard Guidelines 

 

There may be special circumstances that require exceptions to the standard guidelines 
set forth in this policy. In such instances, exceptions may be allowed when the 
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Department Head finds the expenses to be necessary in the conduct of official City 
business and reasonable. Allowed exceptions must be noted as “exceptions” on the travel 
authority and/or PES documents, along with the justification for the exception. 

A. Airline Travel 

 

 Airfare other than for coach class may be allowed under any of the following 
conditions: 

o Medical necessity certified by a competent medical authority 
o Exceptional security circumstances 
o The origin and/or destination are outside the Continental United States and 

the scheduled flight time, including non-overnight layovers and change of 
planes, is in excess of 14 hours and the traveler is required to report to duty 
the following day or sooner 

o No coach class seats are available on any airline that is scheduled to leave 
within 24 hours of the proposed departure time, or scheduled to arrive within 
24 hours of the proposed arrival time 

o Use of other than coach-class accommodations results in overall cost 
savings. 

o Seating upgrade in coach class may be allowed to accommodate a medical 
necessity certified by a competent medical authority. 

B. Alternate Modes of Transportation 

 

 Reimbursements for rental cars other than mid-size or smaller may be allowed 
under any of the following conditions: 

o Insufficient car space for the number of City employees traveling together 
o Insufficient car space to accommodate work-related equipment 
o Terrain of destination requires a certain type of vehicle 
o Medical necessity certified by a competent medical authority 
o No extra cost for upgrade.  
o Reimbursement for fueling City vehicles may be allowed by the Department 

Head if the traveler presents documentation of efforts to obtain a Voyager 
Card from GSD prior to travel. 

C. Lodging/Hotel 

 

 Department Heads may approve reimbursements of actual lodging costs for non-
conference travel up to 200% of the per diem limit. 

 

 Department Heads may approve reimbursements of actual lodging costs in excess 
of 200% of the per diem limit if the travel is for the purpose of assisting an 
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agency/municipality in a federal, state, or local emergency incident and there is no 
alternative lodging. 

 

 If two City authorized travelers choose to share a room, the cost of a double 
occupancy room cannot exceed 300 percent of the federal per diem rate for the 
destination. The traveler who paid the bill should claim the total paid for the room 
on their PES and note the name of the other traveler. The other traveler should 
also note the name of the traveler that their shared lodging with on their PES. 

 

 On rare occasions, the actual lodging costs may be higher than the limits outlined 
in this policy. Upon demonstration that the higher lodging cost is justified, 
Department Heads may use their discretion and judgment to approve 
reimbursements of actual lodging costs that exceed the limits established in this 
policy. If necessary, Department Heads may delegate the approval for such 
reimbursements to Assistant Department Heads. A detailed justification or 
explanation why the extra cost lodging cost was necessary to carry out official City 
business must be fully documented in the “Excess Lodging Reimbursement 
Justification” form. The form must be signed by the Department Head or Assistant 
Department Head and, together with supporting documentation, attached to the 
PES. These exceptions must be tracked by Department Travel Coordinators and 
reported to the Controller’s Office at the end of the calendar year.  

D. Other Travel Expenses 

 

 Fees for additional checked-in baggage may be allowed for special equipment or 
extended travel. 

 

 Airport parking rate that exceeds the applicable airport lot rate by more than 25% 
may be allowed with justification approved by the Department Head. 

 

 Full reimbursement for meals may be allowed for long travel days. The traveler 
must use one of the actual cost methods to receive full reimbursement up to the 
federal per diem limit or $60 per day. 

 

 Whenever possible, travelers with special meal requirements should contact 
conference host to obtain reasonable meal accommodation. Full reimbursement 
for meals may be allowed if the traveler is unable to consume conference-furnished 
meals due to medical reasons or religious beliefs. The traveler must use one of the 
actual cost methods to receive full reimbursement up to the federal per diem limit 
or $60 per day. 

 



T 

 

 

  

Controller Manual Revised April 2019 

1.8 Travel  Page 15 of 18 

 

 Laundry service when travel is for less than four consecutive nights may be 
authorized when traveling conditions or special circumstances dictate. 

 

 Department Heads may authorize reimbursement of internet connection service if 
free internet connection service is not available to conduct City business.   

E. Lodging and Meals and Incidental Expenses for travel under 50 miles 

 

 Reimbursements for lodging and M&IE may be authorized by the Department 
Head when the travel destination does not meet the “50-mile” rule under one of the 
following conditions: 

 Conference/meeting starts before 8 a.m. or ends after 6 p.m. 

 Traveler cannot drive to the destination and public transportation is not available 
to arrive in time for or leave after conference/meeting. 

 Traveler is hosting the event (e.g., set up and pack up exhibit booth) and needs to 
arrive before 8 a.m. or cannot leave until after 6 p.m. 

1.8.11 Interrupted and Indirect Travel 

 

Where there is an interruption or deviation from the direct travel route, due to non-City 

related or unjustifiable reasons, the allowable travel expenses will not exceed those that 

would have been incurred for uninterrupted travel utilizing the usual route. A traveler who 

combines personal travel with City travel must identify and pay for the personal segment 

of the trip. The traveler must provide sufficient supporting documentation to prove the 

City-related portion of the travel costs to receive travel expense reimbursements. For 

example, the traveler must provide a quote from the air travel service provider showing 

the cost of the roundtrip ticket for the most economical and direct travel to/from the 

business destination for the dates of official City business. The quote will be used for 

comparison and reimbursement purposes.  

 

A City employee who becomes sick or injured during travel should immediately seek 

competent medical attention. The traveler should notify his/her Department Personnel 

Officer regarding the injury at the earliest possible time. 

 

1.8.12 Personal Expense Statement (PES) and Required Documentation 

 

At the conclusion of the travel, the traveler must complete and submit Form Gen. 16, 

Personal Expense Statement (PES) for review and approval. The traveler must itemize 

all expenses claimed for reimbursement, note all exceptions to the City Travel Policy, and 



T 

 

 

  

Controller Manual Revised April 2019 

1.8 Travel  Page 16 of 18 

 

attach receipts for lodging, transportation, and any other necessary supporting 

documentation required by this policy to substantiate the expenses. In addition, LAAC 

4.242.7 requires receipts for any single item of expenditure in excess of $25. For grant-

funded and special-funded travel, it is the traveler’s responsibility to comply with the 

grant/special fund requirements on receipts or supporting documentation. In addition, per 

LAAC 4.242.75, travelers (other than elected officials or staff traveling on behalf of elected 

officials) must attach a report that summarizes the nature and purpose of the travel, the 

significant information gained, and/or benefits accruing to the City. 

 

The Department Head or Authorized Approver shall review the PES and supporting 

documentation, resolve any issues to ensure compliance with all City policies, and certify 

all expenses were incurred in pursuit of City business. Falsification of such certification 

shall be ground for disciplinary action and any available legal sanctions. 

 

Departments must finalize the PES with supporting documentation and process in FMS 

within 30 days of the trip conclusion. Departments should maintain original receipts and 

documents for at least five years for record-keeping and audit purposes.  

 

Submitted PES and supporting documentation become part of the City official 

travel records and the official property of the City. Travelers are advised to black 

out/redact any personal information contained in any submitted documents. 

 

1.8.13 Foreign Currency 

 

The PES must indicate values in US dollars (USD). Travel expenses in foreign currency 

must be converted to USD based on exchange rates effective on the date of the original 

receipt. The following are acceptable supporting documentation for the foreign currency 

conversion and must be attached to the PES: 

 Credit card statement showing conversion of foreign-denominated expenses to USD 

 Foreign exchange receipts from money exchanges or banks showing foreign 
conversion rates 

 Verifiable foreign exchange rates from the internet 
 

1.8.14 Travel Advances 

 

When approving travel authorities, Department Heads may authorize travel advances to 

City employees only. Travel advances must comply with the following guidelines: 
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 Travel advances can be issued for up to 90% of the traveler’s total estimated out-of-
pocket travel expenses, which includes lodging, meals and incidentals, and 
registration, seminar, and meeting fees paid by the traveler. Advances for airfare are 
not allowed as airline tickets can be purchased through the City’s authorized business 
travel service provider. No travel advance check will be issued for any amount under 
$500. 

 Travel advances must be approved by the Authorized Approver as part of the travel 
authority request package. If a traveler decides that they need a travel advance after 
the travel authority has already been approved, Departments may modify an existing 
travel authority to include the travel advance request. 

 The travel authority must include the following information for a travel advance to be 
approved: 

o Travel authority number 
o Name of traveler 
o Travel period 
o Destination 
o Purpose of the trip and nature of the City business to be conducted 
o Cash advance request, with written justification and pre-approval by 

Department Head 
o Certification that the traveler has no outstanding travel advance 

 Payment requests for travel advances must be submitted at least ten (10) business 
days, per LAAC 4.242.8, but not earlier than thirty (30) days, prior to travel. 

 No travel advance will be provided to an employee with an outstanding travel advance 

 Checks for approved travel advances will be available from the Controller Paymaster 
on a “Will-Call” basis one calendar week prior to travel. 

 Travelers must return any unused travel advances by writing a check or money order 
payable to the City of Los Angeles. Refund checks, together with cash receipts (CR), 
should be forwarded immediately to the Office of Finance (OOF). Travelers should 
attach a copy of the CR with the OOF stamp (or other receipt verification) to the 
completed PES. 

 Travel advances are considered delinquent if not settled within 30 days after the 
conclusion of the trip through the submission of a completed PES.  

 

1.8.15 Travel Reimbursements Reported As Taxable Income 

 

Departments must monitor and track the following types of reimbursements and report 

them to the Controller’s Office on an annual basis. These reimbursements will be reported 

to the IRS as taxable income on the traveler’s IRS Form W-2: 



T 

 

 

  

Controller Manual Revised April 2019 

1.8 Travel  Page 18 of 18 

 

 Delinquent travel advances that have not been returned to the City within 120 
calendar days after the last day of travel. For non-City employees, delinquent travel 
advances over 120 days will be reported through IRS Form 1099-MISC. 

 Any unsubstantiated or unallowable travel expenses that were reimbursed to the 
employee, including expenses that exceeded the limits in this policy 

 One-Day Travel Meal Reimbursements 

 Expenses for travel assignments expected to last in excess of one year, or does 
in fact exceed one year (per IRS Publication 5137) 

 

Upon review, the Controller’s Office may determine that some one-day travel meal 

reimbursements qualify for the de minimis exclusion for occasional meal reimbursements 

and opt not to report the reimbursement as taxable income. 

1.8.16 Related Resources 

 

Travel forms and additional information are available on the Controller website. Questions 

regarding “Will-Call” policies and procedures should be directed to the Controller 

Paymaster Section. Departments should refer to the FMS policy and procedure 

documents and training manuals for specific instructions on how to process travel 

encumbrance and payment requests: 

 FMS Guidance 

Subject Area Procedure Training Manual 

Travel Encumbrance AP-301-5 FMS 303 

Travel Expenditure AP-401-5 FMS 304 

 

Questions regarding cash receipts should be directed to Office of Finance. Questions 

regarding this Policy should be directed to the Controller’s Fiscal Oversight and Support 

Section.    



Exhibit A

COMPLIANCE PACKAGE 

REQUEST FOR 

PROPOSALS/BIDS/QUALIFICATIONS 

Los Angeles Department of Recreation and Parks 

Contracts Unit 

RAP-CONTRACTS@lacity.org



With each Response, a statement shall be submitted and signed by the respondent under penalty of perjury that: The 

response is genuine, not a sham or collusive; the response is not made in the interest or behalf of any person not 

named therein; the respondent has not directly or indirectly induced or solicited any person to submit a false or 

sham response or to refrain from responding; and the respondent has not in any manner sought by collusion to secure 

an advantage over any other respondent. 

INSTRUCTIONS: 

a. Sign and Notarize the Document 

b. Submit with the Response 

Signatures: 

Individual:(e.g., Individual dba [Name or Company], etc.) – Individual must sign affidavit. 

Partnership:At least ONE General Partner must sign the affidavit. 

Corporation: It is preferred that the PRESIDENT and SECRETARY of the corporation sign the affidavit on 

behalf of the corporation, but a VICE-PRESIDENT may sign in the absence of the President 

and an Assistant Secretary or Treasurer may sign in the absence of the Secretary. 

Note: An Authorized Agent may sign for a Corporation, provided the City is furnished a 

certified copy of the Board of Directors Resolution authorizing such person to execute the 

document on behalf of the Corporation. An acknowledgement at the base of the Resolution 

must state it is unchanged, in force, and be signed by the Corporate Secretary with the current 

date. 

SECTION A 

RESPONDENT’S SIGNATURE DECLARATION AND  

NON-COLLUSION AFFIDAVIT TO ACCOMPANY PROPOSALS/BIDS/SUBMISSIONS 

OF QUALFICATIONS 



AFFIDAVIT TO ACCOMPANY PROPOSALS/BIDS/SUBMISSIONS OF QUALIFICATIONS 

I/We, ______________________________________________________________________________________________ 

being first duly sworn, deposes and states: That the undersigned 

(Insert “Sole Owner”, “General Partner”, “President”, “Secretary”, or other proper title) 

Is of  

(Name of form business entity) 

Who submits herewith to City of Los Angeles the attached proposal/bid/submission of qualification: 

Affiant deposes and states: That said proposal/bid/submission of qualification is genuine; that the same is not sham or collusive; 

that all statements of fact therein are true; that such proposal/bid/submission of qualification was not made in the interest 

or behalf of any person, partnership, company, association, organization or corporation not therein named or disclosed. 

Affiant deposes and states: That the proposer has not directly or indirectly by agreement, communication or conference with 

anyone attempted to induce action prejudicial to the interests of the public body which is to award the contract, or of any 

other proposer, or anyone else interested in the proposed contract: that the proposer has not in any manner sought by 

collusion to secure for itself an advantage over any other proposer. 

Affiant further deposes and states that prior to the public opening and reading of proposals/bids/submissions of qualification 

the said proposer: 

(a) Did not, directly or indirectly, induce or solicit anyone else to submit a false or sham proposal/bid/submission of 

qualification; 

(b) Did not, directly or indirectly, collude, conspire, connive or agree with anyone else that said proposer or anyone 

else or fix the proposal/bid/submission of qualification price of said proposer or of anyone else, or to raise or fix 

any overhead, profit or cost element of its price or of that of anyone else; 

(c) Did not, directly or indirectly, submit its proposal/bid/submission of qualification price or any breakdown thereof, 

or the contents thereof, or divulge information or data relative thereto, to any corporation, partnership, company, 

association, organization, proposal/bid/submission of qualification depository, or to any member or agent thereof, or 

to any individual or group of individuals, except to the awarding authority or to any person or persons who have a 

partnership or other financial interest with said proposer in its business. 

I understand and agree that any falsification in the affidavit will be grounds for rejection of this proposal/bid/submission of 

qualification or cancellation of any concession contract awarded pursuant to this proposal/bid/submission of qualification. 

I hereby certify or declare under penalty of perjury under the laws of the State of California that the foregoing is true 

and correct. 

STATE OF CALIFORNIA COUNTY OF 

LOS ANGELES 

Subscribed and sworn to before me this day of 

(Signature) 

(Month/Year)(Date) 

PROPOSALS/BIDS/SUBMISSIONS OF QUALFICATIONS WILL NOT BE CONSIDERED UNLESS THE 

AFFIDAVIT HEREON IS FULLY EXECUTED, INCLUDING THE CERTIFICATE OF THE NOTARY AND THE 

NOTARIAL SEAL 



All Responses submitted in response to the RFP/RFB/RFQ shall become the property of the City of 

Los Angeles and a matter of public record. Respondents must identify all copyrighted material, trade secrets, or 

other proprietary information that they claim are exempt from disclosure under the Public Records Act, and 

indemnify and defend the City of Los Angeles for its refusal to disclose such material from person making a request 

therefore. 

INSTRUCTIONS: 

a. Sign the Document 

b. Submit with the Response 

Signatures: 

The person signing must be authorized to bind the Respondent. 

SECTION B 

DISPOSITION OF PROPOSALS/BIDS/SUBMISSIONS OF QUALFICATIONS 



DISPOSITION OF PROPOSALS/BIDS/SUBMISSIONS OF QUALIFICATIONS 

All proposals/bids/submissions of qualification submitted in response to the RFP shall become the property of the 

City of Los Angeles and a matter of public record. Proposers must identify all copyrighted materials, trade secrets, 

or other proprietary information that they claim are exempt from disclosure under the Public Records Act 

(California Code, Section 6250 et seq.) 

In the event such an exemption is claimed, the proposer must state in the proposal/bid/submission of qualification 

that the proposer will defend any action brought against the City for its refusal to disclose such material, trade 

secret, or other proprietary information to any party making such a request. The proposer is required to state in 

the proposal/bid/submission of qualification that: 

“The proposer will indemnify the City or Agency and hold it harmless from any claim or liability 

and defend any action brought against the City of Los Angeles for its refusal to disclose 

copyrighted material, trade secrets, or other proprietary information to any persons making a 

request therefore.” 

Proposer’s obligations herein include, but are not limited to, all attorney’s fees (both in house and outside 

counsel), costs of litigation incurred by the City or its attorneys (including all actual costs incurred by the City, 

not merely those costs recoverable by a prevailing party, and specifically including costs of experts and consultants) 

as well as all damages or liability or any nature whatsoever arising out of any such suits, claims, and causes of 

action brought against the City, through and including any appellate proceedings. Proposer’s obligations to the 

City under this indemnification provision shall be due and payable on a monthly, on-going basis within thirty 

(30) days after each submission to Proposer of the City’s invoices for all fees and costs incurred by the City, 

as well as all damages or liability of any nature. 

“I have read and understand the Disposition of Proposals/Bids/Submissions of Qualifications and agree that the 

City of Los Angeles may release any materials and information contained in the proposal/bid/submission 

submitted by the undersigned’s firm in the event that the required hold harmless statement is not included in 

the Proposal/Bid/Submission of Qualification.” 

Signature of person authorized to bind proposer    Date 



Responders must complete, sign, and return with their response the “Certification of Compliance with Child Support 

Obligations.”, and agree to comply with all terms and conditions within. Failure to return the signed and completed 

certification with your response will result in your response being deemed non-responsive. 

CHILD CARE POLICIES 

This Contract is subject to the policy of the City of Los Angeles regarding City Child Care Policies and 

Vendor System as adopted by City Council. CONTRACTOR is required to complete the Child Care 

Declaration statement which is attached hereto as Form D and Form E. 

I. City Child Care Policy and Vendor System – On February 24, 1987, the City Council 

adopted the Child Care Policy for the City of Los Angeles. This policy acknowledges the 

importance of quality, affordable, accessible child care to the individual, family, work place 

and community. The City further recognizes that existing child care services and facilities 

are not adequate to meet current demand, and that such demand is increasing. Failure to 

address this critical unmet need will have serious, detrimental effects on the physical, social 

and economic life of Los Angeles. Thus, the City Child Care Policy was adopted, 

committing the City to use its resources as educator, employer, model and facilitator to act as 

a catalyst in expanding the supply of quality, affordable child care in Los Angeles. 

The City Child Care Policy includes an item specifically designed to address the 

development and implementation of child care policies and practices by vendors, as follows: 

THE CITY OF LOS ANGELES SHALL ENCOURAGE ALL 

ITS VENDORS TO ADOPT A STATED POLICY ON CHILD 

CARE. TO THE EXTENT PERMITTED BY LAW, VENDORS 

WITH STATED CHILD CARE POLICIES SHALL RECEIVE 

PREFERENCE IN CONTRACTING WITH THE CITY OF LOS 

ANGELES. 

It is the goal of the City to promote and facilitate the establishment and implementation of 

child care policies and practices which address the critical unmet local need for quality, 

affordable child care services. 

A company may, after a review and due consideration, determine that child care is not an 

employee need or that a child benefit/service cannot feasibly be offered by the company. In 

this case, a written policy statement to this effect would also qualify a company for the 

vendor preference. 

II. Request Child Care Policy Information from Vendors – All vendor applicants should

complete the “Child Care Declaration Statement” form, declaring whether the business has

a stated child care policy and/or offers any form of child care assistance to employees.

Those vendors indicating they have a stated child care policy for employees should file a

copy of said policy along with the “Declaration Form”.

SECTION C 

CERTIFICATION OF COMPLIANCE WITH CHILD SUPPORT OBLIGATIONS 



 
III. Definition of a Stated Child Care Policy – A “Stated Child Care Policy” is a written statement 

of intent and/or attitude by an employer regarding the provision of child care assistance to 
employees. 

 
IV. Definitions of Child Care Assistance – The following definitions apply to the various 

forms of child care assistance listed on the “Child Care Declaration Statement.” 
 

A. EMPLOYER SUBSIDIZED CHILD CARE CENTER(S) – 

Group care for children (may range from twelve (12) to three hundred (300) children), in 

a licensed setting such as a preschool or other center, which may serve infants, toddlers, 

preschoolers or school- age children; the center receives funds, goods and/or services from 

an employer which thus subsidizespart or all of the child care center operating costs, and 

employees of the subsidizing employer may enroll dependents in this center. 
 

B. EMPLOYER SUBSIDIZED CHILD CARE HOME(S) 

Care for up to fourteen (14) children in the home of a licensed caregiver; may include one (1) 

home or a network of two (2) or more family day care homes, which receive funds, goods 

and/or services from an employer who thus subsidizes part of all of the home operating costs; 

employees of the subsidizing employer may enroll dependents in this care home. 
 

C. CHILD CARE REIMBURSEMENT IN ADDITION TO OTHER BENEFITS 

Employer helps employees pay for child care expenses by reimbursing the employee or 

his/her care provider for all or part of the cost of child care; allows employee to select the 

child care provider, or employer may designate providers or conditions (e.g. only reimburse 

licensed providers); such reimbursement is provided to the employee in addition to the other 

employee benefits. 
 

D. CHILD CARE REIMBURSEMENT IN A FLEXIBLE BENEFIT PACKAGE 

System which allows employees to make individual choices among a range of benefits 

provided by the employer (e.g., health, dental, retirement, etc.) and child care is included as 

a benefit choice. 
 

E. PAID PARENTAL LEAVE 

Employees are given paid time off work due to childbirth or adoption, with a guaranteed 

return to the same or a comparable job and seniority status. 
 

F. PURCHASE OF SERVICES FOR EMPLOYEES IN A COMMUNITY CHILD CARE 

PROGRAMS Company contributes funds, goods and/or services to a child care program in 

the community (center or family day care home), for the purpose of preferential consideration 

for use by employees. 
 

G. SALARY   SET-ASIDE/FLEXIBLE   SPENDING   ACCOUNT   FUNDED   WITH   

EMPLOYEE SALARY DOLLARS 

Employer has set up a qualified Dependent Care Assistance Plan under IRS Section 125 and 

129, which allows employees to designate an amount up to Five Thousand Dollars 

($5,000.00) per year to be set aside from their salaries to pay for dependent care; since 

such a salary set aside is not taxed, both employee and employer receive financial benefits. 
 

H. CHILD CARE REFERAL SERVICES 

A service to employees which provides information, referrals and consultation regarding 

local child care services (e.g., locations, hours, rates). 
 

I. PARENTING SEMINARS 



Company offers workshops, educational presentations, and related activities to provide 

information and support in such areas as parenting skills, work-family relations, child 

development, and related topics; may be provided by in-house staff or by contracted services. 
 

J. COUNSELING OF A SELF-SUPPORTING CENTER 

Company provides (through in-house or contracted services) group, family or individual 

counseling services to support employees in the resolution of work/family issues. 
 

K. START-UP OF A SELF-SUPPORTING CENTER 

Company has provided funds, goods and/or services to directly assist in the land acquisition, 

design, construction, renovation, equipment, furnishing or other costs associated with 

starting a child care program; this was one-time-only assistance for start-up, with the 

center now operating on a self- supporting basis. 
 

L. START-UP CONTRIBUTIONS TO A CONSORTIUM CENTER 

Company has provided funds, goods and/or services to a child care center, working in 

cooperation to develop and support a child care service available to employees of 

contributing companies. 
 

M. FLEXIBLE WORK HOURS 

Employees are allowed to make choices about work schedules, with such possible options as 

5-day/40- hour vs. 4-day/40-hour work weeks or flexible hours scheduled within a day; may 

include establishment of “core” working hours during which an employee must be present at 

the work site. 
 

N. FLEXIPLACE/WORK-AT-HOME 
Company offers employees the option to work in their homes; may be available part- or full-
time. 

 

O. PERMANENT PART-TIME/JOB SHARING 

Company offers job opportunities in which employees may work less than full-time while 

retaining permanent employment status, and/or two employees may share a single full-time 

position with salary and benefits prorated between the two employees. 
 

P. WORK-AT-HOME FOLLOWING MATERNITY LEAVE 

Employees are offered the option to perform their jobs at home for a period following 

leave for childbirth or adoption. 
 

Q. UNPAID PARENTAL LEAVE 

Employees are allowed unpaid time off due to childbirth or adoption, with a guaranteed 

return to the same or a comparable job and seniority status. 
 

R. DONATION TO ENHANCE AN EXISTING CHILD CARE PROGRAM 

Company has contributed funds, goods and/or services to a child care program, for the 

purpose of improving the quality, affordability, or accessibility of said program. 
 

All Requests for Bids, Requests for Bids, Invitations for Bids, advertisements for bids, and other similar documents 

must give notice of these provisions to those who bid on or submit Bids for prospective contracts with the City. All 

bidders and proposers are required to complete the attached Certification of Compliance with Child Support 

Obligations. Failure to return the completed certification as part of the proposal/bid/submission of qualification   

will result in the proposal/bid/submission of qualification being deemed unresponsive and being rejected. 

 

 



INSTRUCTIONS: 

 

a. Complete and sign the document 

b. Submit with the Response 

  



 

CITY OF LOS ANGELES 
CERTIFICATION OF COMPLIANCE WITH CHILD SUPPORT OBLIGATIONS 

 

 

The undersigned hereby agrees that _________________________________________________________ will: 

                                                                                            Name of Business 

 

1. Fully comply with all applicable State and Federal employment reporting requirements for it employees. 

2. Fully comply with and implement all lawfully served Wage and Earnings Assignment Order and Notices 

of Assignment. 

3. Certify that the principal owner(s) of the business are in compliance with any Wage and Earnings 

Assignment Orders and Notices of Assignment applicable to them personally. 

4. Certify that the business will maintain such compliance throughout the term of the contract. 

5. This certification is a material representation of fact upon which reliance was placed when the parties 

entered into this transaction. 

6. The undersigned shall require that the language of this Certification be included in all subcontractors and 

that subcontractors shall certify and disclose accordingly. 

 

To the best of my knowledge, I declare under penalty of perjury that the foregoing is true and was 

executed at: 

 

 

 

 
City/County/State 

 

 

 
Date 

 

 

 

 
Name of Business Address 

 

 

 

 
Signature of Authorized Office or Representative Print Name 

 

 

 

 
TitleTelephone Number 

  



The Contractor Responsibility Ordinance (CRO) requires a determination, via the CRO questionnaire, that 

prospective contractors are responsible and capable of fully performing the work before a contract is awarded by 

the City of Los Angeles. Additional information may be found at the following website: 

http://bca.lacity.org/  

Bidders are advised that any contract awarded pursuant to this procurement process shall be subject to the 

provisions of Los Angeles Administrative Code Section 10.40 et seq. Contractor Responsibility 

Ordinance (CRO). Bidder shall refer to “Contractor Responsibility Ordinance”, for further information 

regarding the requirements of the ordinance. 

All Bidders shall complete and return, with their Bid, the Responsibility Questionnaire (Exhibit E), see 

attachment file for Questionnaire) included in the Exhibit Section. Failure to return the competed 

questionnaire may result in a Bidder being deemed non-responsive.   (CRO RFB Language – rev 7/1/03) 

ARTICLE – CONTRACTOR RESPONSIBILITY ORDINANCE 

Unless otherwise exempt in accordance with the provisions of the ordinance, this contract is subject to the 

provisions of the Contractor Responsibility Ordinance, Section 10.40  et  seq.,  of  Article  14,  Chapter 

1 of Division 10 of the Los Angeles Administrative Code, which requires 

CONTRACTOR/CONSULTANT to update its Bids to the responsibility questionnaire within thirty 

calendar days after any change to the Bids previously provided if such change would affect 

CONTRACTOR’S/CONSULTANT’S fitness and ability to continue performing the 

CONTRACTOR/CONSULTANT pledges, under penalty of perjury, to comply with all applicable 

federal, state and local laws in the performance of this contract, including but not limited to, laws 

regarding health and safety, labor and employment, wages and hours, and licensing laws which affect 

employees.  The CONTRACTOR/CONSULTANT further agrees to: 

2. Notify the awarding authority within thirty (30) calendar days after receiving notification that any

government agency has initiated an investigation which may result in a finding that the

CONTRACTOR/CONSULTANT is not in compliance with all applicable federal, state and local

laws in performance of this contract.

3. Notify the awarding authority with thirty (30) calendar days of all findings by a government

agency or court of competent jurisdiction that the CONTRACTOR/CONSULTANT has violated

the provisions of Section 10.40.3(a) of the Ordinance.

4. Ensure that its subcontractor(s) working on the CONTRACTOR’S/CONSULTANT’S City

Contract submit a Pledge of Compliance to awarding authorities; and

5. Ensure that its subcontractor(s) working on the CONTRACTOR’S/CONSULTANT’S City

Contract submit a Pledge of Compliance and requirement to notify Awarding Authorities within

thirty (30) calendar days after any government agency or court of competent jurisdiction has initiated

an investigation or has found that the subcontractor has violated Section 10.403(a) of the Ordinance

in performance of the subcontract.

INSTRUCTIONS: 

The questionnaire must be completed, appropriately signed, and submitted with the proposal/bid/submission 

of qualification (Including All Pages Following). 

SECTION D 

CONTRACTOR RESPONSIBILITY ORDINANCE STATEMENT 



CITY OF LOS ANGELES 

 

(Los Angeles Administrative Code Section 10.40 et seq.) 
 

1. What is the Contractor Responsibility Ordinance? 

 

The Contractor Responsibility Ordinance (CRO) requires that each department make a determination as to whether 

prospective contractors are responsible and capable of fully performing the work before being awarding a City contract. 

The Ordinance also requires prospective contractors to complete a Responsibility Questionnaire that will be posted on the 

internet for 14 calendar days for public review. 

 

2. When was the Ordinance adopted? 

 

The City Council adopted the CRO on November 21, 2000. Regulations implementing the Ordinance were adopted on 

June 19, 2001. 

 

3. Who is responsible for the administration and enforcement of the Ordinance? 

 

Three (3) departments were named as administrative agencies responsible for the administration of the CRO. Each Designated 

Administrative Agency (DAA) administers the Ordinance for a specific type of agreement. The three DAA’s, the type of 

agreement each DAA is responsible for, and contact information for each DAA is provided in the table below. 

 

Administrative Agency Agreement Type Contact Information 

Public Works, BCA Service 
Russ Strazella 

(213) 580-5012 

Public Works, BCA Construction 
Russ Struzella 

(213) 580-5012 

General Services Procurement 
Raymond Richards 

(213) 485-4591 

 

4. Are all service, procurement, and construction agreements subject to the CRO? 

 

Generally, an agreement, including one processed as an Authorization for Expenditure (AFE) with a Letter of Agreement, is 

covered by the CRO if it meets one of the definitions below. 

 

Service agreements:  Agreements covered under the general category of a  “service agreement” include: 

• An agreement for $25,000.00 or more and for at least three months in which a contractor will provide services to or for 

the City. 

• An agreement for a lease or license of City property if the service to be performed on the property is something that City 

employees could perform. 

• An agreement for the lease or license of City property that is in a location where a substantial number of the 

general public might visit. 

• An agreement for the grant of City financial assistance for $100,000 or more if the agreement is for the 

purpose of economic development or job growth. City financial assistance may also include  

loans if certain conditions are met. (Refer to Sec. 10.40.0(b) of the CRO.) 
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Purchase agreements: Purchase agreements are covered if they are for One Hundred Thousand Dollars ( $100,000.00) or 

more. Agreements to purchase garments are covered if they are for Twenty-Five Thousand Dollars ($25,000.00) or more. 

Construction agreements: All construction agreements are covered, regardless of amount or term. 

5. When did the Ordinance become applicable?

The Ordinance is being applied to Invitations for Bids (IFB) (including Requests for Proposals, Requests for Bids and 

Requests for Qualifications, “sole-sourced” contracts, and any other procurement process) released to the public on or after 

September 4, 2001. An agreement entered into as a result of an IFB released prior to that date is not subject to the 

CRO unless it is amended after September 4, 2001, and the amended agreement meets the definitions stated in the answer to 

Question #4 above. 

6. If an IFB is subject to the CRO, what must a department do?

The department must inform prospective bidders/proposers that the CRO is applicable to the IFB. The department must also 

include the appropriate Responsibility Questionnaire for bidders/proposers to fill out. Depending on the type of contract to 

be awarded, one of three Questionnaires may be included in the IFB: Service; Procurement; and Construction. 

7. What is a Responsibility Questionnaire?

The Responsibility Questionnaire asks for information about the bidder/proposer: business organization or structure; 

financial resources and responsibility; performance history; prior disputes; and history in complying with laws. Before 

a department awards a contract, the department will consider information contained in the Questionnaire as part of the 

review of a bidder/proposer’s responsibility, as well as any information contained in the Office of Contract Compliance’s 

Contractor Evaluation database [http://caodocs.ci.la.ca.us/ContEval/] regarding the proposer’s prior performance on City 

contracts. 

8. What must a bidder/proposer do when responding to an IFB?

If the IFB is subject to the CRO, the bidder/proposer must complete the Responsibility Questionnaire and return it 

to the City department with the proposal/bid/submission of qualification. If a bidder/proposer does not submit a completed 

Questionnaire with the proposal/bid/submission of qualification, the City department may consider the bidder/proposer to be 

non-responsive to the IFB and may disqualify the bidder/proposer from the rest of the IFB process. 

9. Is a separate Questionnaire required for each IFB?

Unless the IFB is exempt, a separate Questionnaire must be submitted for each IFB to which a bidder/proposer responds. 

10. What will the City do with the Questionnaire?

The department responsible for awarding the agreement will review the information contained in the submitted questionnaires, 

and if necessary, follow up with the bidder/proposer to clarify any information contained in the Questionnaire. The awarding 

authority will send the completed Questionnaires to the appropriate DAA. The DAA will post the Questionnaires on 

the City’s Bidder/Contractor Responsibility website: www.lacity.org/bidresp. This posting also applies to “sole-

sourced” contracts, so the completed Questionnaire from a proposed “sole- sourced” contractor must be forwarded to the 

appropriate DAA for posting. 
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How long will the Questionnaires be posted? 

 

The Questionnaires will be posted on the internet for fourteen (14) calendar days. Unless an exemption applies, a department 

cannot award an agreement until the posting requirement has been met. 

 

11. What happens during the fourteen (14) calendar-day posting period? 

 

The general public will be able to review the Questionnaires posted. If, during the fourteen (14) calendar-day posting period, 

the DAA receives information that calls into question a bidder/proposer’s responsibility, the DAA will investigate the 

matter. In that case, no agreement may be awarded until the DAA finishes its investigation. Information obtained during 

the investigation will be provided to the department to consider in its determination of a bidder/proposer’s responsibility. 

 

12. How does a department know that the posting requirement has been met? 

 

The awarding department should complete the top portion of the Posting Verification Form and forward it to the DAA 

along with the Questionnaires. The DAA will complete the bottom portion of the Posting Verification Form and return 

it to the department when the posting requirement has been met. 

 

13. Are contract amendments subject to the CRO? 

 

If an agreement is amended after September 4, 2001, and the amended agreement meets the definitions stated in the answer 

to Question #4 above, it is subject to the CRO. Contractors do not have to submit a Questionnaire; however, the CRO 

Contract Language must be incorporated into the amended agreement. 

 

14. After the agreement is awarded, or the agreement is amended, what does the CRO require the contractor to do? 

 

The CRO requires a contractor to: 

• Comply with all federal, state, and local laws in the performance of the contract, including but not limited to laws 

regarding health and safety, labor and employment, wage and hours, and licensing laws, which affect employees. 

• Notify the awarding authority within 30 calendar days after receiving notice that any governmental agency 

has started an investigation into violations of, or has found that the contractor has violated, any federal, state, or local 

law in the performance of the contract. 

 

• When applicable, provide the awarding authority, within thirty (30) calendar days, updated responses to the 

Questionnaire if a change occurs that would affect the contractor’s responsibility and ability to continue the 

agreement. 

• Ensure that subcontractors working on the City agreement comply with all federal, state, and local laws in the 

performance of the agreement. 

• Ensure that subcontractors working on the City agreement submit a Pledge of Compliance to comply with the 

CRO. 

 

15. What happens if a contractor is found to be in violation of the Ordinance? 

 

The DAA will notify the contractor that a violation has been found and give the contractor ten (10) calendar days to correct 

the violation. If the contractor fails to do so, the City may terminate the agreement and pursue all available contractual 

remedies. The City may also hold a non- responsibility hearing and debar the contractor from doing business with the City 

for five (5) years. 
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What about subcontractors? 

Subcontractors are subject to the CRO, and the contractor must ensure that each of its subcontractors complies with 

the CRO. Subcontractors do not need to complete a Questionnaire, but they must submit to the awarding department 

a Pledge of Compliance with the Ordinance before they can start work on a City agreement. 

16. What if a subcontractor is found to be in violation of the Ordinance?

Because the prime contractor is responsible for ensuring that all its subcontractors comply with the CRO, the sanctions 

listed in the answer to Question #16 may be applied to the prime contractor if the subcontractor does not correct the violation(s). 

17. Are there any exemptions under the Ordinance?

Generally, two (2) categories of exemptions exist under the CRO: 

(1) Agreements exempt from all the CRO requirements:

• Contracts with a governmental entity such as the United States of America, the State of California, a county,

city or public agency of such entities, or a public or quasi-public corporation located therein and declared

by law to have such status.

• Contracts for the investment of trust moneys or agreements relating to the management of trust assets.

• Banking contracts entered into by the Treasurer pursuant to California Government Code Section 53630 et seq.

(2) Agreements that are only exempt from the requirement that a bidder/proposer submit a 

Questionnaire. The contractor must still comply with all other CRO provisions. 

• Agreements awarded on the basis of emergency circumstances when the awarding authority finds that the City

would suffer a financial loss or that City operations would be adversely impacted. This exemption is subject to

approval by the DAA.

• Agreements for goods or services that are proprietary or available from only one source. This exemption is

subject to approval by the DAA.

• Agreements awarded under the authority of Charter Sections 371(e)(5), (6), (7) or (8). The awarding

authority must certify in writing that the contract is entered into in compliance with the requirements of those

Charter sections.

18. Where can I obtain a copy of the Contractor Responsibility Ordinance and the Rules and

Regulations?

All CRO-relatedinformationanddocumentscan befoundontheCROwebsite: http://www.lacity.org/bidresp. 
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CITY OF LOS ANGELES 
CONTRACTOR RESPONSIBILITY ORDINANCE (CRO) QUESTIONNAIRE 

Unless otherwise exempt from the Contractor Responsibility Ordinance (Los Angeles Administrative Code 
Section 10.40, et. seq.), a Company/Firm bidding with the City of Los Angeles must complete this 
Questionnaire.  If no bid is required, the prospective contractor still must submit a Questionnaire. 

The signatory for this Questionnaire must be authorized to respond to these questions on behalf of the 
Company/Firm.   Any false or misleading statement(s), the failure to answer any of the required 
questions, or the failure to submit the completed Questionnaire with its bid may render the 
bid/proposal non-responsive. If a response does not fit in the space provided, then you may submit an 
attachment with your questionnaire.   

The Company is responsible for keeping the Questionnaire responses current.  If any changes have occurred 
that would render any of the responses inaccurate in any way, this document must be updated within thirty (30) 
days of the change(s). 

A. BIDDER / PROPOSER / PROSPECTIVE CONTRACTOR CONTACT INFORMATION

____________________ 
Business Name Contractor’s License Number 

 ________________________________________________________________________________________  
Street Address      City           State     Zip

 ________________________________________________________________________________________  
Contact Person, Title  Phone  Fax 

TYPE OF SUBMISSION: 

The Questionnaire being submitted is: 

An initial submission of a completed Questionnaire. 

An update of a prior Questionnaire dated ______/______/______. 

No change. I certify under penalty of perjury under the laws of the State of California that there has been 
no change to any of the responses since the last Questionnaire dated ____/______/____ was submitted 
by the firm. 

B. BUSINESS ORGANIZATION / STRUCTURE

Indicate the organizational structure of your firm. “Firm” includes a sole proprietorship, corporation, joint 
venture, consortium, association, or any combination thereof. 

Corporation:  Date incorporated: _____/_____/_____ State of incorporation: 

List the corporation’s current officers. 

President: __________________________________________________________________________  

Vice President: ______________________________________________________________________  

Secretary: __________________________________________________________________________  

Treasurer: 
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List all the stock owners who own 5% or more of the corporation’s stock. Publicly traded corporations 
do not need to list its stock owners. 

Partnership: Date formed: _____/_____/_____ State of formation: ____________ 

List all partners in your firm.  

(Use this space.  If you need additional space, you can attach a document) 

Sole Proprietorship: Date started: _____/_____/_____ 

List any firm(s) that you have been associated with as an owner, partner, or officer for the last five 
years. Do not include ownership of stock in a publicly traded company in your response to this 
question. 

(Use this space.  If you need additional space, you can attach a document) 

Joint Venture: Date formed: _____/_____/_____ 

(1) List each firm that is a member of the joint venture and (2) List the percentage of ownership the firm
will have in the joint venture. NOTE:  Each member of the Joint Venture must complete a separate
Questionnaire for the Joint Venture’s submission to be considered a responsive bid.

(Use this space.  If you need additional space, you can attach a document) 

C. OWNERSHIP AND NAME CHANGES

1. Is your firm a subsidiary, parent, holding company, or affiliate of another firm?

 Yes  No 

If Yes, explain the relationship between your firm and the associated firm(s). Include information about 
an affiliated firm only if one firm owns 50% or more of another firm, or if an owner, partner or officer of 
your firm holds a similar position in another firm. 

(Use this space.  If you need additional space, you can attach a document) 
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2. Have any of your firm’s owners, partners, or officers operated a similar business in the past five years?

 Yes  No 

If Yes, list the names and addresses of all such businesses, and the person who operated the 
business. Include information about a similar business only if an owner, partner or officer of your firm 
holds a similar position in another firm. 

(Use this space.  If you need additional space, you can attach a document) 

3. Has your firm changed names in the past five years?

 Yes  No 

If Yes, list all prior names, addresses, and the dates they were used. Explain the reason for each name 
change in the last five years. 

(Use this space.  If you need additional space, you can attach a document) 

4. Are any of your firm’s contractor licenses held in the name of a corporation or partnership?

 Yes  No 

If Yes, list the name of the corporation or partnership that actually holds the license. 

(Use this space.  If you need additional space, you can attach a document) 

D. FINANCIAL RESOURCES AND RESPONSIBILITY

5. Is your firm now, or has it been at any time in the last five years, the debtor in a bankruptcy case?

 Yes  No 

If Yes, explain the circumstances surrounding each instance. 

(Use this space.  If you need additional space, you can attach a document) 
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6. Is your firm in the process of, or in negotiations toward, being sold or dissolved?

 Yes  No 

If Yes, explain the circumstances. 

(Use this space.  If you need additional space, you can attach a document) 

E. PERFORMANCE HISTORY

7. How many years has your firm been in operation? _______ Years.

8. Has your firm ever entered into any contract with the City of Los Angeles or any of its departments?

 Yes  No 

If, Yes, list all contracts your firm has had with the City of Los Angeles for the last five (5) years. If your 
firm has had more than 10 contracts with the City of Los Angeles, then use the 10 most recent (and most 
similar) contracts.  For each contract listed in response to this question, include: (a) entity name; (b) name 
of a contact and phone number; (c) purpose of contract; (d) total cost; (e) starting date; and (f) ending 
date. 

(Use this space.  If you need additional space, you can attach a document) 

9. In the past five years, has your firm had any contracts with any private or governmental entity (other than
the City of Los Angeles) that are similar to the work to be performed on the contract for which you are
bidding or proposing?

 Yes  No 

If Yes, list on the space below, all contracts your firm has had with any private or governmental entity 
(other than the City of Los Angeles) that meet the specifications described in the question above. For 
each contract listed in response to this question, include: (a) entity name; (b) purpose of contract; (c) 
total cost; (d) starting date; and (e) ending date. 

(Use this space.  If you need additional space, you can attach a document) 

10. In the past five years, has a governmental or private entity or individual terminated your firm’s contract
prior to its completion?

 Yes  No 

If Yes, explain the circumstances surrounding each instance. 
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(Use this space.  If you need additional space, you can attach a document) 

11. In the past five years, has your firm previously hired a debarred subcontractor to perform work on a
government contract?

 Yes  No 

If Yes, explain the circumstances surrounding each instance. 

(Use this space.  If you need additional space, you can attach a document) 

12A. In the past five years, has your firm been debarred or determined to be a non-responsible bidder or
contractor?

 Yes  No 

If Yes, explain the circumstances surrounding each instance. 

(Use this space.  If you need additional space, you can attach a document) 

12B. Has your firm ever received a Notice of Unsatisfactory Performance by the Bureau of Contract 
Administration pursuant to the City Contractor’s Performance Evaluation Ordinance (LAAC Section 
10.39)? 

 Yes  No 

If Yes, please enter the date of the Notice(s). 

F. DISPUTES

13A. In the past five years, has your firm been a defendant in a court case or other legal proceeding on a 
matter related to any of the following issues? For parts (a) and (b) below, check Yes even if the matter 
only proceeded to arbitration, mediation or other dispute resolution process. For part (c), check Yes only if 
the matter proceeded to court litigation, even if the case was later settled or dismissed. 

(a) Payment to subcontractors?
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 Yes  No 

(b) Work performance on a contract?

 Yes  No 

(c) Employment-related litigation brought by an employee?

 Yes  No 

13B. If you answer Yes to any of the questions above, explain the circumstances surrounding each instance. 
For each instance, you must include the following in your response: the name of the plaintiff(s), the 
specific cause(s) of action or claim(s) for relief; the original date of filing; and the disposition/current 
status. 

(Use this space.  If you need additional space, you can attach a document) 

14. Does your firm have any outstanding judgments pending against it?

 Yes  No 

If Yes, explain the circumstances surrounding each instance. 

(Use this space.  If you need additional space, you can attach a document) 

15. In the past five years, has your firm been assessed liquidated damages on a contract?

 Yes  No 

If Yes, explain the circumstances surrounding each instance and identify all the projects for which 
liquidated damages were assessed, the amount of liquidated damages assessed and paid, and the name 
and address of the project owner.  

(Use this space.  If you need additional space, you can attach a document) 

G. COMPLIANCE

For the following questions, the term “owners” does not include stock owners in your firm if your firm is a 
publicly traded corporation. 

16. In the past five years, has your firm or any of its owners, partners or officers, ever been investigated,
cited, assessed any penalties, or been found to have violated any laws, rules, or regulations enforced or
administered, by any of the governmental entities listed on page 9: 

 Yes  No 
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  If Yes, explain the circumstances surrounding each instance, including the governmental entity or entities 
that were involved, the dates of such instances, and the outcome. 

(Use this space.  If you need additional space, you can attach a document) 

17. Within the past five years has your firm or any person employed by your firm been investigated, found to
have violated, cited, assessed any penalty, or been subject to any disciplinary action by a licensing
agency for violation of any licensing law, rule or regulation?

  Yes  No 

If Yes, explain the circumstances surrounding each instance in the last five years. 

(Use this space.  If you need additional space, you can attach a document) 

18. In the past five years, has your firm, any of its owners, partners, or officers, been penalized or given a
letter of warning by the City of Los Angeles for failing to obtain authorization from the City for the
substitution of a Minority-owned (MBE), Women-owned (WBE), or Other (OBE) business enterprise?

  Yes  No 

If Yes, explain the circumstances surrounding each instance in the last five years. 

(Use this space.  If you need additional space, you can attach a document) 

H. BUSINESS INTEGRITY

For the following questions, the term “firm” includes any owner, partner, or officer in the firm. If your firm
is a publicly traded corporation, the term “owner(s)” does not include its stock owners.

19A. For questions (a), (b), and (c) below, check Yes if the situation applies to your firm. 

(a) Is a governmental entity or public utility currently investigating your firm for making a false claim or
material misrepresentation?

 Yes  No 

(b) In the past five years, has a governmental entity or public utility alleged or determined that your firm
made a false claim or material misrepresentation?

 Yes  No 

(c) In the past five years, has your firm been convicted of, or found liable in a civil suit for, making a
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false claim or material misrepresentation to any governmental entity or public utility? 

 Yes  No 

19B. If you check Yes to any of the three questions above, explain the circumstances surrounding each 
instance of a false claim or material misrepresentation. 

(Use this space.  If you need additional space, you can attach a document) 

20. In the past five years, has your firm or any of its owners or officers been convicted of a crime involving the
bidding of a government contract, the awarding of a government contract, the performance of a
government contract, or the crime of theft, fraud, embezzlement, perjury, or bribery?

 Yes  No 

If Yes, explain the circumstances surrounding each instance. 

(Use this space.  If you need additional space, you can attach a document) 

TERMS OF ACCEPTANCE AND SIGNATURE: 

I certify under penalty of perjury under the laws of the State of California that I read and understand the 
questions contained in this questionnaire and the responses contained herein and on all Attachments. I further 
certify that I have provided full and complete answers to each question, and that all information provided in 
response to this Questionnaire is true and accurate to the best of my knowledge and belief. 

Electronic Signature: 

_________________________ _______________________ 

Signature Date 
  I understand that checking this box constitutes a legal signature confirming that I acknowledge and agree 

to the above Terms of Acceptance. 

Execution of document by E-signature.  By clicking on the check box, it indicates an electronic signature. 
This is considered to be the legal equivalent of a manual or “wet” signature.  Once signed electronically, this 
document is considered original and legally binding. 
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ATTACHMENT A: GOVERNMENTAL ENTITIES FOR QUESTION NO.  16 

Check Yes in response to Question No. 16 if your firm or any of its owners, partners or officers, have ever 
been investigated, cited, assessed any penalties, or found to have violated any laws, rules, or regulations 
enforced or administered, by any of the governmental entities listed below (or any of its subdivisions), including 
but not limited to those examples specified below.  The term “owner” does not include owners of stock in your 
firm if your firm is a publicly traded corporation.  If you answered Yes, provide an explanation of the 
circumstances surrounding each instance, including the entity involved, the dates of such instances, and the 
outcome. 

FEDERAL ENTITIES 

Federal Department of Labor 

• American with Disabilities Act

• Immigration Reform and Control Act

• Family Medical Leave Act

• Fair Labor Standards Act

• Davis-Bacon and laws covering wage requirements
for federal government contract workers

• Migrant and Seasonal Agricultural Workers
Protection Act

• Immigration and Naturalization Act

• Occupational Safety and Health Act

• anti-discrimination provisions applicable to
government contractors and subcontractors

• whistleblower protection laws

Federal Department of Justice 

• Civil Rights Act

• American with Disabilities Act

• Immigration Reform and Control Act of 1986

• bankruptcy fraud and abuse

Federal Department of Housing and Urban 
Development (HUD) 

• anti-discrimination provisions in federally
subsidized/assisted/sponsored housing programs

• prevailing wage requirements applicable to HUD
related programs

Federal Environmental Protection Agency 

• Environmental Protection Act

National Labor Relations Board 

• National Labor Relations Act

Federal Equal Employment Opportunity 
Commission  

• Civil Rights Act

• Equal Pay Act

• Age Discrimination in Employment Act

• Rehabilitation Act

• Americans with Disabilities Act

STATE ENTITIES 

California’s Department of Industrial Relations 

• wage and labor standards, and licensing and
registration

• occupational safety and health standards

• workers’ compensation self insurance plans

• Workers’ Compensation Act

• wage, hour, and working standards for apprentices

• any provision of the California Labor Code

California’s Department of Fair Employment and 
Housing  

• California Fair Employment and Housing Act

• Unruh Civil Rights Act

• Ralph Civil Rights Act

California Department of Consumer Affairs 

• licensing, registration, and certification requirements

• occupational licensing requirements administered
and/or enforced by any of the Department’s boards,
including the Contractor’s State Licensing Board

California’s Department of Justice 

LOCAL ENTITIES 

City of Los Angeles or any of its subdivisions for 
violations of any law, ordinance, code, rule, or regulation 
administered and/or enforced by the City, including any 
letters of warning or sanctions issued by the City of Los 
Angeles for an unauthorized substitution of 
subcontractors, or unauthorized reductions in dollar 
amounts subcontracted.  

OTHERS 

Any other federal, state, local governmental entity for 
violation of any other federal, state, or local law or 
regulation relating to wages, labor, or other terms and 
conditions of employment. 



Unless otherwise exempt in accordance with the provisions of the Ordinance, this Contract is subject to the 

provisions of the Contractor Responsibility Ordinance, Section 10.40 et seq., of the 

Los Angeles Administrative Code, which requires CONTRACTOR/CONSULTANT to update its responses to 

the responsibility questionnaire within thirty calendar days after any change to the responses previously provided 

if such change would affect CONTRACTOR'S/CONSULTANT'S fitness and ability to continue performing the 

contract. In accordance with the provisions of this Ordinance, by signing this Contract, 

CONTRACTOR/CONSULTANT pledges, under penalty of perjury, to comply with all applicable federal, 

state and local laws in the performance of this contract, including but not limited to, laws regarding health 

and safety, labor and employment, wages and hours, and licensing laws which affect employees. The 

CONTRACTOR/CONSULTANT further agrees to: 

1. Notify the awarding authority within thirty (30) calendar days after receiving notification that any

government agency has initiated an investigation which may result in a finding that the

CONTRACTOR/CONSULTANT is not in compliance with all applicable federal, state and local laws in

performance of this contract.

2. Notify the awarding authority with thirty (30) calendar days of all findings by a government agency or

court of competent jurisdiction that the CONTRACTOR/CONSULTANT has violated the provisions of

Section 10.40.3(a) of the Ordinance.

3. Ensure that its subcontractor(s) working on the CONTRACTOR’S/CONSULTANT’S City Contract

submit a Pledge of Compliance to awarding authorities; and

4. Ensure that its subcontractor(s), as defined in the Ordinance, comply with the requirements of the Pledge

of Compliance and the requirement to notify Awarding Authorities within thirty calendar days after any

government agency or court of competent jurisdiction has initiated an investigation or has found that the

subcontractor has violated Section 10.40.3(a) of the Ordinance in performance of the subcontract.

For further information on Contractor Responsibility Ordinance:  

http://bca.lacity.org/site/pdf/cro/CRO%20Contractor%20Responsibiliy%20Ordinance.PDF 

INSTRUCTIONS: 

a. Complete and sign the document

b. Submit with the Response

SECTION E 

CONTRACTOR RESPONSIBILITY ORDINANCE PLEDGE OF COMPLIANCE 

http://bca.lacity.org/site/pdf/cro/CRO%20Contractor%20Responsibiliy%20Ordinance.PDF


CITY OF LOS ANGELES 

PLEDGE OF COMPLIANCE WITH CONTRACTOR RESPONSIBILITY ORDINANCE 

Los Angeles Administrative Code (LAAC) Section 10.40 et seq. (Contractor Responsibility Ordinance) provides that, 

unless specifically exempt, City contractors working under service contracts of at least Twenty-Five Thousand Dollars 

($25,000.00) and three ( 3 ) months, contracts for the purchase of goods and products of at least One Hundred 

Thousand Dollars ($100,000.00), contracts for the purchase of garments of at least Twenty-Five Thousand Dollars 

($25,000.00), and construction contracts of any amount; public lessees; public licensees; and certain recipients of City 

financial assistance or City grant funds, shall comply with all applicable provisions of the Ordinance. Upon award of 

a City contract, public lease, public license, financial assistance or grant, the contractor, public lessee, public licensee, 

City financial assistance recipient, or grant recipient, and any its subcontractor(s), shall submit this Pledge of 

Compliance to the awarding authority. 

The contractor agrees to comply with the Contractor Responsibility Ordinance and the following provisions: 

(a) To comply with all federal, state, and local laws in the performance of the contract, including but not limited to 

laws regarding health and safety, labor and employment, wage and hours, and licensing laws, which affect 

employees. 

(b) To notify the awarding authority within thirty (30) calendar days after receiving notification that any governmental 

agency has initiated an investigation which may result in a finding that the contractor did not comply with any 

federal, state, or local law in the performance of the contract, including but not limited to laws regarding health and 

safety, labor and employment, wage and hours, and licensing laws, which affect employees. 

(c) To notify the awarding authority within thirty (30) calendar days of all findings by a governmental agency or 

court of competent jurisdiction that the contractor has violated any federal, state, or local law in the performance 

of the contract, including but not limited to laws regarding health and safety, labor and employment, wage and 

hours, and licensing laws which affect employees. 

(d) If applicable, to provide the awarding authority, within t h i r t y  ( 30) calendar days, updated responses 

to the Responsibility Questionnaire if any change occurs which would change any response contained within the 

Responsibility Questionnaire and such change would affect the contractor’s fitness and ability to continue the 

contract. 

(e) To ensure that subcontractors working on the City agreement (including contractors or subcontractors of a public 

lessee, licensee, sublessee, or sublicensee that perform or assist in performing services on the leased or licensed 

premises) shall comply with all federal, state, and local laws in the performance of the contract, including but not 

limited to laws regarding health and safety, labor and employment, wage and hours, and licensing laws, which 

affect employees. 

(f) To ensure that subcontractors working on the City agreement (including contractors or subcontractors of a public 

lessee, licensee, sublessee, sublicensee that perform or assist in performing services on the leased or licensed 

premises) submit a Pledge of Compliance. 

(g) To ensure that subcontractors working on the City agreement (including contractors or subcontractors of a public 

lessee, licensee, sublessee, or sublicensee that perform or assist in performing services on the leased or licensed 

premises) shall comply with paragraphs (b) and (c). 

Failure to complete and submit this form to the Awarding Authority may result in withholding of 

payments by the City Controller, or contract termination. 

Company Name, Address and Phone Number 

Signature of Officer or Authorized Representative Date 

Print Name and Title of Officer or Authorized Representative 

Awarding City Department Contract Number 

SRIS/CRO-3, Pledge of Compliance (Rev. 5/25/04) 



Unless approved for an exemption, contractors under contracts primarily for the furnishing of services to 

or for the City and that involve an expenditure in excess of Twenty-Five  Thousand Dol la rs 

($25,000.00) and a contract term of at least three (3) months, lessees and licensees of City property, and certain 

recipients of City financial assistance, shall comply with the provisions of the Los Angeles Administrative Code 

Section 10.37 et seq., Living Wage Ordinance and 10.36 et seq. Service Contractor Worker Retention 

Ordinance. Additional information may be found at the following websites: 

http://bca.lacity.org/index.cfm?nxt=lco&nxt_body=content_lwo.cfm 

http://bca.lacity.org/index.cfm?nxt=soo&nxt_body=content_scwro.cfm 

PREVAILING WAGES (If Applicable) 

A contract awarded hereunder may require the Contractor to comply with the applicable provisions 

of the Labor Code of the State of California relating to Public Works wages. These provisions 

require the Contractor to pay no less than the "General Prevailing Wage Rates" to all workers 

employed in the execution of the contract and to post a copy of the "General Prevailing Wage Rates" 

at the job site, in a conspicuous place available to all employees and applicants for employment. 

The "General Prevailing Wage Rates" shall be those rates as determined by the Director of the 

Department of Industrial Relations of the State of California. Information regarding prevailing 

wage rates, please contact the Division of Labor Statistics and Research, Prevailing Wage Unit, 

P.O. Box 420603, San Francisco, CA 94142, (415)703-5070. 

In accordance with the California Labor Code, Section 1771.5 (b) 1, 2, 3, 4, 5, 6, the Labor 

Compliance Section of the Department of Public Works Office of Contract Compliance may 

conduct pre-construction conferences with both the Prime Contractor and its Subcontractors listed 

in the proposal/bid/submission of qualification prior to the commencement of work, at which time 

Federal and State prevailing wage determinations and applicable reporting requirements will be 

discussed. 

INSTRUCTIONS: 

If applying for an exemption, complete and submit the appropriate exemption forms with the response; 

if no exemptions are claimed, mark “NOT APPLICABLE” on the forms, and submit them with the 

response. 

SECTION F 

LIVING WAGE ORDINANCE 

AND 

SERVICE CONTRACT WORKER RETENTION ORDINANCE 

http://bca.lacity.org/index.cfm?nxt=lco&amp;nxt_body=content_lwo.cfm
http://bca.lacity.org/index.cfm?nxt=soo&amp;nxt_body=content_scwro.cfm


 CITY OF LOS ANGELES 

(Los Angeles Administrative Code Section 10.37 et seq.) 

1. What is the Living Wage Ordinance?

The Living Wage Ordinance (LWO) requires employers who have agreements with the City to pay their 

employees at least a minimum “living wage” and to provide certain benefits. If the agreement is subject 

to the LWO, the employer must do the following: 

• Pay employees working on the subject agreement a wage rate that is at least equal to 

the “living wage” rate. The “living wage” is adjusted annually and becomes effective July 1 of 

each year. Employers can obtain information about the living wage rate currently in effect by 

going to Department of Public Works, Bureau of Contract Administration, Office of 

Contract Compliance (OCC) website at www.lacity.org/bca/OCCmain.html.

• Provide employees with at least twelve (12) paid days off per year for sick leave, vacation, or 
personal necessity; and at least ten (10) unpaid sick days off per year.

• Tell employees who make less than Twelve Dollars ($12.00) per hour that they may qualify for 
the federal Earned Income Tax Credit and provide them with the forms required to apply for 
the credit.

• Cooperate with the City by providing access to the work site and to payroll and related 
documents so that the City can determine if the employer is complying with the LWO.

• Pledge to comply with federal laws prohibiting an employer from retaliating against employees 
for union organizing.

• Not retaliate against any employee who makes claims about non-compliance with the LWO. 

2. When was the Ordinance adopted?

The LWO was adopted in May, 1997 and amended in January, 1999. 

3. What types of agreements are subject to the Ordinance?

Generally, the LWO covers the following types of agreements: 

• An agreement in an amount over T w e n t y - F i v e  T h o u s a n d  D o l l a r s  ( $25,000.00) and

for at least three ( 3 )  months in which an employer will provide services to or for the City.

• An agreement for the lease or license of City property if the service being performed on the property

is something that City employees would otherwise do.

• An agreement for the lease or license of City property that is in a location where a substantial

number of the general public might visit.

• An agreement in which the City gives financial assistance for the purpose of promoting

economic development or job growth.

• An agreement in which the City determines that applying the LWO would be in the best interest

of the City.

Living Wage Ordinance Summary – 06/09 
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4. Is an agreement subject to the LWO if it was entered into before May, 1997? 

 

Agreements executed after May, 1997 are subject to the LWO. An agreement entered into before  

May 1997 may become subject to LWO if it is later amended or modified in order to add time or money 

to the original agreement. 

 

5. Are there any requirements that would apply to an employer who does not have an agreement 

with City that is subject to the LWO? 

 

All employers are required to comply with the LWO’s prohibition against retaliation, even if the employer 

does not have an agreement with the City that is subject to the Ordinance. 

 

6. Are all employees covered by the Ordinance? 

 

Intentionally left blank 8/18/06 

 

 

7. Are an employer’s subcontractors subject to the requirements of the Ordinance? 

 

A subcontractor may be covered by the Ordinance if the subcontractor performs work on the subject 

agreement. If so, the subcontractor must also comply with the requirements of the LWO, including all 

reporting requirements. The prime contractor is responsible for the making sure that the subcontractor 

complies with the LWO. 

 

8. What happens if an employer is found to be in violation of the Ordinance? 

 

Payments due may be withheld. Also, the employer may be deemed to be in material breach of the 

agreement.  When that happens, the City may take the following steps: 

 

• Terminate the agreement and pursue all available contractual remedies. 

• Debar the employer from doing business with the City for three (3) years or until all penalties 

and restitution have been fully paid, whichever occurs last. 

• Bring a lawsuit against the employer for all unpaid wages and health benefit premiums and/or 

seek a fine of up to One Hundred Dollars ($100.00) for each day the violation remains uncorrected. 

 

9. What if a subcontractor is found to be in violation of the Ordinance? 

 

Because the prime contractor is responsible for making sure that all its subcontractors comply with the 

LWO, the sanctions listed in answer #8 may be applied to the prime contractor if the subcontractor 

does not correct the violation(s). 

 

10. What can an employee do if an employer is in violation of the Ordinance? 

 

The employee can submit a complaint to the Office Contract Compliance which will investigate the 

complaint. Also, the employee can bring his or her own lawsuit against the employer for: 
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• Back pay for failing to pay the correct wages or correct health benefit premiums.

• Reinstatement and back pay for retaliation.

• Triple the amount of the back pay that is owed if the violation was found by the court to be willful.

11. Are there any exemptions available under the Ordinance?

An employer may apply for an exemption based on the following categories: 

• Service agreements that are less than three (3) months or Twenty-Five Thousand Dollars ($25,000.00) or less.

• Agreements for the purchase of goods, property, or the leasing of property (with City as the lessee).

• Construction contracts that do not meet the definition of a service agreement.

• Employees who are required to have an occupational license in order to provide services to or for the City

are exempt.

• Employers who are party to a collective bargaining agreement (CBA) that has language stating that the

CBA shall supersede the LWO.

• Financial assistance recipients who meet the requirements stated in Section 10.37.1(c) of the LWO.

• Employers (contractors, subcontractors, financial assistance recipients) organized under IRS Code,
Section 501(c)(3) whose chief executive officer’s hourly wage rate is less than eight times the hourly

wage rate of the lowest paid worker are be exempt. However, this exemption does not apply to child

care workers.

• Lessees or licensees who have no more than a total of seven employees and who have annual gross

revenue of less than Four Hundred Fifty-Four Thousand Sixteen Dollars ($454,016.00) (effective

July 1, 2009). The qualifying annual gross revenue is adjusted every July.

• One-person contractors, lessees, licensees or financial assistance recipients who employ no workers.

• Agreements that involve other governmental entities.

12. Who is responsible for the administration and enforcement of the Ordinance?

The Department of Public Works, Bureau of Contract Administration, Office of Contract Compliance, located at 

1149 S. Broadway Street, Suite 300, Los Angeles, CA 90015. For additional information, please call (213) 847-

2625, or go to the Office of Contract Compliance website at http://bca.lacity.org. 

Living Wage Ordinance Summary – 06/09 
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LIVING WAGE ORDINANCE STATUTORY EXEMPTIONS 
 

Living Wage Ordinance (LWO) statutory exemptions are now divided into the following three categories: 

1. Exemptions that do not require approval from the Department of Public Works, Bureau of Contract 

Administration, Office of Contract Compliance (OCC). 

2. Exemptions that do not require OCC approval but require a Contractor Certification of Exemption. 

3. Exemptions that require submission of an Application for Exemption and OCC approval of the Application. 

 

1. The following exemptions do not require OCC approval or any Contractor Certification: Departments only need 

to indicate the exemption in the appropriate category on the LWO Departmental Determination of Coverage Form. 

a. Less than three (3) months OR less than Twenty-Five Thousand Dollars ($25,000.00) (LAAC 10.37.1(j)). 

Service contracts or Authority for Expenditures that do not meet these thresholds are not covered by the LWO. 

b. Other governmental entities (LAAC 10.37.1(g)). Agreements with other governmental entities such as Los 

Angeles County, the State of California, or the University of California, are not covered by the LWO. 

Subcontractors to these entities are also not covered by the LWO. 

c. Purchase of goods, property, or the leasing of property, with the City as lessee (LAAC 10.37.1(j)). Such 

contracts are categorically exempt from the LWO unless they include a service component that is more than 

just incidental (regular and recurring services is required). Examples of such categorically exempt contracts 

include contracts to purchase office supplies or to lease space to be occupied by City departments. 

d. Construction contracts, not conforming to the definition of a service contract (LAAC 10.37.1(j)). Such 

contracts are categorically exempt from the LWO. Examples include construction of buildings and infrastructure. 

e. City financial assistance not meeting thresholds (LAAC 10.37.1(c)). Agreements to provide a contractor 

with City financial assistance (which typically mean grants or loans provided at interest rates that are lower than 

the Applicable Federal Rate) are categorically exempt from the LWO if they meet both of the following: 

 

(1) The assistance given in a twelve (12) month period is below One Million Dollars ($1,000,000.00) AND less than 

One Hundred Thousand Dollars ($100,000.00) per year. 

(2) The assistance is not for economic development or job growth. 

f. Business Improvement Districts (BID) (LWO Regulation #11). Service agreements are categorically exempt 

from the LWO if the services are funded with the BID’s assessment money collected by the City after the formation 

of the BID. Service contracts in which City money is used to hire firms to help in forming the BID remain 

subject to the LWO unless the contractor otherwise qualifies for an exemption. 

 

2. The following exemption categories do not require OCC approval, but the contractor must still submit a 

Contractor Certification of Exemption from Living Wage (OCC/LW-13). No OCC approval is required for the 

exemption to be valid. However, the department must include the Contractor Certification of Exemption with the 

contract. 

a. 501(c)(3) Non-profit organizations (LAAC 10.37.1(g)): Employers (contractors, subcontractors, financial 

assistance recipients) organized under IRS Code Section 501(c)(3) are exempt from the LWO if the hourly wage 

rate of the corporation’s highest paid employee is less than eight times the hourly wage rate of the 

corporation’s lowest paid worker. However, the exemption does not extend to  

Child Care Workers as defined in the LWO Rules and Regulations (an employee “whose work on an 

agreement involves the care or supervision of children twelve (12) years of age and under.”).A copy of the IRS 

501(c)(3) Exemption Letter will be required. 

 

 

  

Form OCC/LW-10 (Rev. 6/09)  

 

b. One-person contractors with no employees (LAAC 10.37.1(f)): Contractors, lessees, licensees or financial 

assistance recipients who employ no workers are exempt from the LWO. 

 



3. The following exemption categories require submission of an application for exemption and OCC approval 

of the application to be valid. 

a. Collective bargaining agreements (CBA) that supersede the LWO (LAAC 10.37.12): Contractors whose 

employees are covered by a CBA that supersede the requirements of the LWO are not subject to the LWO. A copy 

of the CBA with the superseding language or a letter from the union indicating that the union has agreed to allow 

the CBA to supersede the LWO will be required to be submitted. Example: Labor agreement between parking 

contractor and a labor union with language that wages and benefits in the CBA shall supersede the LWO. 

Contractors must use the LWO Application for Non- Coverage or Exemption form (Form OCC/LW-10) and 

submit a copy of the CBA or a letter from the union. 

b. Occupational license (LAAC 10.37.1(f)): Employees required to possess an occupational license in order to 

provide the services under the City agreement are not subject to the LWO. However, only the individual employees 

who are required to possess an occupational license are exempt. Employees who work on the City contract and are 

not required to possess an occupational license remain subject to the LWO. Example: Under California Labor Code 

Sections 7375 – 7380, a person must be licensed by the State of California in order to inspect and certify cranes 

and derricks used in lifting services. Contractors must use the LWO Application for Non-Coverage or Exemption 

form (Form OCC/LW-10) and submit a listing of the employees who possess occupational licenses and a copy of 

the licenses. 

c. Small business exemptions for Public Lessees/Licensees (LAAC 10.37.1(i)): Small business that lease property 

from the City may apply for OCC approval for LWO exemption if the lessee or licensee: 

(1)employs no more than a total of seven (7) employees; and (2) has annual gross revenues of less than Four 

Hundred Fifty-Four Thousand Sixteen Dollars ($454,016.00) (adjusted July 1, 2009). This applies only 

to lessees with lease agreements executed after February 24, 2001, and to amendments executed after  

February 24, 2001 that add monies or extend term. Use the Application for “Small Business” Exemption (Form 

OCC/LW-20) and submit the application with the documents requested on that form. 

 

d. City financial assistance agreements that exceed the LWO monetary thresholds may apply for one of the 

exemptions below. Applicants and departments should refer to Regulation #3(c) for the requirements and the 

documents that must be submitted with the LWO Application for Non-Coverage or Exemption (OCC/LWO-10). 

 

(1) The City financial assistance recipient (CFAR) is in its first year of operation (LAAC 10.37.1(c)). 

(2) The CFAR employs fewer than five employees (LAAC 10.37.1(c)). 

(3) The CFAR would face undue hardship because it employs the long-term unemployed or provides trainee 

positions to prepare employees for permanent positions (LAAC 10.37.1(c)). REQUIRES COUNCIL 

APPROVAL. 
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CITY OF LOS ANGELES 

SERVICE CONTRACTOR WORKER RETENTION 
ORDINANCE 

(Los Angeles Administrative Code Section 10.36 et seq.) 
 

1. What is the Service Contractor Worker Retention Ordinance? 

 

The Service Contractor Worker Retention Ordinance (SCWRO), effective May, 1996, requires a 

successor contractor and its subcontractors to retain for a 90-day period certain employees who worked for 

the terminated contractor or its subcontractors for at least twelve (12) months. (See also Question #7 

regarding which employees are covered.) 

 

2. What is a successor contractor? 

 

A successor contractor is one who has been awarded an agreement to provide services to or for the City that 

are similar to those that were provided under a recently terminated agreement. 

 

3. What types of agreements are covered by the Ordinance? 

 

The SCWRO covers the following types of agreements: 

 

• For services in an amount over Twenty-Five Thousand Dollars ($25,000.00) and for at least three (3) months. 

• In which the primary purpose is to provide services to or for the City (including leases and licenses). 

• In which the City provides financial assistance for the purpose of promoting economic development or 

job growth. 

 

4. What does the Ordinance require a terminated contractor to do? 

 

The SCWRO requires the terminated contractor to provide the awarding authority with the names, addresses, 

dates of hire, hourly wage, and job classes of each employee who worked on the City agreement for 

that terminated contractor or its subcontractor. The awarding authority will provide the information to the 

successor contractor. 

 

5. What does the Ordinance require a successor contractor to do? 

 

The Ordinance requires the successor contractor to: 

 

• Offer employment and retain for a ninety (90)-day period the employees who worked for at least 

t w e l v e  ( 12) months for the terminated contractor or its subcontractors. 

• Not discharge the employees retained under the SCWRO without cause during the ninety (90) - day period. 

• Perform a written performance evaluation of each employee retained under the SCWRO at 

the end of the ninety (90)-day period. 
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6. Do the employees retained under the Ordinance receive any additional protection?

Employees retained under the SCWRO are employed under the terms and conditions of the successor 

contractor or as required by law. However, if the agreement the employees are working under is subject to 

Living Wage Ordinance (LWO), the employees must be paid the wage rate and be provided the benefits 

required by LWO. 

7. Does the successor contractor have to retain all the prior contractor’s employees?

The SCWRO covers only employees who meet all of the following requirements: 

• Earn less than Fifteen Dollars ($15.00) per hour.

• Primary job is in the City working on or under the City agreement.

• Worked for the terminated contractor or its subcontractor for the preceding twelve (12) months or

longer.

• Not a managerial, supervisory, or confidential employee; or an employee required to possess an

occupational license.

8. What if the successor contractor determines that fewer employees are required to provide the services

than were required by the prior contractor?

The names of the affected employees will be placed in order by seniority within each job classification. The 

successor contractor is required to retain employees based on seniority. The names of employees not retained 

will be placed on a preferential hiring list from which the successor contractor must use for subsequent hires. 

9. What happens if an employee is discharged in violation of the Ordinance?

The employee may bring a lawsuit against the successor contractor. The employee can also submit a 

complaint to the Department of Public Works, Bureau of Contract Administration, Office of Contract 

Compliance which will investigate the complaint. 

10. What if a contractor is found to be in violation of the Ordinance?

The City may terminate the agreement or pursue other legal remedies. 

11. Who is responsible for administering and enforcing the Ordinance?

The Department of Public Works, Bureau of Contract Administration, Office of Contract Compliance, 

located at 1149 S. Broadway St., Suite 300, Los Angeles, CA 90015. For additional information, please 

call (213) 847-2625, or go to the Office of Contract Compliance web site at http://bca.lacity.org. 

Service Contractor Worker Retention Ordinance Summary (06/09) 
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The City’s Municipal Lobbying Ordinance (Ord No. 169916) requires certain individuals and entities 

to register with the City Ethics Commission and requires public disclosure of certain lobbying activities, 

including money received and spent. Additionally, for all construction contracts, public leases, or licenses of 

any value and duration; goods or service contracts with a value greater than Twenty-Five Thousand Dollars 

($25,000.00) and a term of at least three (3) months, each Respondent must submit with its response a 

certification, on forms CEC Form 50, prescribed by the City Ethics Commission, that the Respondent 

acknowledges and agrees to comply with the disclosure requirements and prohibitions established in the Los 

Angeles Municipal Lobbying Ordinance, if the Respondent qualifies as a lobbying entity. A copy of the 

ordinance can be found at: 

https://ethics.lacity.org/contracts/bidders/ 

INSTRUCTIONS: 

All Respondents must complete the enclosed Bidder Certification Forms (CEC Form 50) and submit 

them with the Response. 

SECTION G

MUNICIPAL LOBBYING ORDINANCE (MLO) 



Revised Los Angeles Municipal Code § 48.09(H), Los Angeles Administrative Code § 10.40.1      Page 1 of 1

ethics.lacity.org

This form must be submitted with your bid or proposal to the City department that is awarding the contract noted 
below.  If you have questions about this form, please contact the Ethics Commission at (213) 978-1960.

Certification

I certify the following on my own behalf or on behalf of the entity named above, which I am authorized to represent:

A. I am applying for one of the following types of contracts with the City of Los Angeles:

1. A goods or services contract with a value of more than $25,000 and a term of at least three months;

2. A construction contract with any value and duration;

3. A financial assistance contract, as defined in Los Angeles Administrative Code § 10.40.1(h), with a value of at least
$100,000 and a term of any duration; or

4. A public lease or license, as defined in Los Angeles Administrative Code § 10.40.1(i), with any value and duration.

B. I acknowledge and agree to comply with the disclosure requirements and prohibitions established in the Los Angeles
Municipal Lobbying Ordinance if I qualify as a lobbying entity under Los Angeles Municipal Code § 48.02.

I certify under penalty of perjury under the laws of the City of Los Angeles and the state of California that the information 
in this form is true and complete.

_______________________________________________________   _____________________________________________________
Name   Signature

_______________________________________________________   _____________________________________________________
Title  Date  

Original Filing Amendment:  Date of Signed Original ________________. Date of Last Amendment _________________. 

Email Address Phone Number

Address

Reference Number (Bid, Contract, or ) Awarding Authority (Department awarding the contract)

Bidder Name

50
FORM

Bidder Certification



 

 



The City Council, on January 7, 1992, adopted a motion that requires bidders to state their 

headquarter address as well as the percentage of their workforce residing in the City of Los 

Angeles. All Respondents must complete the Los Angeles Residence Information form in order to 

be considered for a contract award. 

INSTRUCTIONS: 

1. Complete and sign the Los Angeles Residence Information Form.
2. Submit with the Response.

SECTION H

LOS ANGELES RESIDENCE INFORMATION 



The City Council in consideration of the importance of preserving and enhancing the economic base and 

well-being of the City encourages businesses to locate or remain within the City of Los Angeles. This is 

important because of the jobs businesses generate and for the business taxes they remit. The City Council, 

on January 7, 1992, adopted a motion that requires bidders to state their headquarter address as well as the 

percentage of their workforce residing in the City of Los Angeles. 

Organization: _______________________________________________________________ 

I. Corporate or Main Office Address: 

II. Total Number of Employees in the Organization:

III. Percentage of the Bidder’s Total Workforce Employed within the City of Los Angeles:

_______________________ ; Percentage Residing in the City:__________________ 

IV. Address of any Branch Offices Located within the City of Los Angeles and Total Number

Employed in each Los Angeles Branch:

V. Percentage of the Workforce in each Los Angeles Branch Offices that is Employed within The 

City:________________ ; Percentage Residing in the City: ___________________ 

REV 11/07/08 

LOS ANGELES RESIDENCE INFORMATION 



Respondents are advised that any contract awarded pursuant to this procurement process shall be subject to 

the applicable provisions of Los Angeles Administrative Code Section 10.8.2., Non-discrimination Clause. 

Construction projects with the City of Los Angeles for which the consideration is One Thousand Dollars 

($1,000.00) or more shall comply with the provisions of Los Angeles Administrative Code Sections 10.8.3., 

Equal Employment Practices Provisions.  All Respondents shall complete the Non-Discrimination/Equal 

Employment Practices Affidavit (two (2) pages) prior to award of a City contract valued at One Thousand 

Dollars ($1,000.00) or more. 

Construction projects with the City of Los Angeles for which the consideration is Five Thousand Dollars 

($5,000.00) or more shall comply with the provisions of Los Angeles Administrative Code Sections 

10.8.4 and10.8.13, herewith referred to as the Affirmative Action Program. All Bidders/Proposers/

Respondents shall complete and upload, the City of Los Angeles Affirmative Action Plan Affidavit (four 

[4] pages) prior to award of a City construction contract valued at Five Thousand Dollars ($5,000.00).  

Respondents are required to complete item #6 on page four (4) of 

the City of Los Angeles Affirmative Action Plan Affidavit. 

Additionally, Respondents must complete and submit to the awarding department, the Anticipated 

Employment Utilization Report for each contract awarded prior to issuance of a “Notice to Proceed” to 

effectuate the requirements of the Los Angeles Administrative Code Section 10.8.13, applicable to 

construction contracts.  Furthermore, the same requirements apply to all subcontractors who must also 

submit the Anticipated Employment Utilization Report prior to commencing work on the contract. 

INSTRUCTIONS: 

1. Complete and sign the document.

2. Submit with the Response.

SECTION I

NONDISCRIMINATION – EQUAL EMPLOYMENT PRACTICES CERTIFICATION 



CITY OF LOS ANGELES 

NONDISCRIMINATION • EQUAL EMPLOYMENT PRACTICES 

CONSTRUCTION & NON-CONSTRUCTION CONTRACTOR 

Los Angeles Administrative Code (LAAC), Division 10, Chapter 1, Article 1, Section 10.8 stipulates that the City of 

Los Angeles, in letting and awarding contracts for the provision to it or on its behalf of goods or services of 

any kind or nature, intends to deal only with those contractors that comply with the non-discrimination and 

Affirmative Action provisions of the laws of the United States of America, the State of California and the City of 

Los Angeles. The City and each of its awarding authorities shall therefore require that any person, firm, corporation, 

partnership or combination thereof, that contracts with the City for services, materials or supplies, shall not 

discriminate in any of its hiring or employment practices, shall comply with all provisions pertaining to 

nondiscrimination in hiring and employment, and shall require Affirmative Action Programs in contracts in 

accordance with the provisions of the LAAC. The awarding authority and/or Office of Contract Compliance of 

the Department of Public Works shall monitor and inspect the activities of each such contractor to determine that 

they are in compliance with the provisions of this chapter. 

I. Los Angeles Administrative Code Section 10.8.2 All Contracts: Non-discrimination Clause

Notwithstanding any other provision of any ordinance of the City of Los Angeles to the contrary, every contract which

is let, awarded or entered into with or on behalf of the City of Los Angeles, shall contain by insertion therein a

provision obligating the contractor in the performance of such contract not to discriminate in his or her employment

practices against any employee or applicant for employment because of the applicant’s race, religion, national origin,

ancestry, sex, sexual orientation, age, disability, marital status, domestic partner status, or medical condition. All

contractors who enter into such contracts with the City shall include a like provision in all subcontracts awarded for

work to be performed under the contract with the City. Failure of the contractor to comply with this requirement or

to obtain the compliance of its subcontractors with such obligations shall subject the contractor to the imposition of

any and all sanctions allowed by law, including but not limited to termination of the contractor’s contract with the

City.

II. Los Angeles Administrative Code Section 10.8.3. Equal Employment Practices Provisions

Every non-construction contract with or on behalf of the City of Los Angeles for which the consideration is

$1,000 or more, and every construction contract for which the consideration is $1,000 or more, shall contain the

following provisions, which shall be designated as the EQUAL EMPLOYMENT PRACTICES provision of such

contract:

A. During the performance of this contract, the contractor agrees and represents that it will provide equal

employment practices and the contractor and each subcontractor hereunder will ensure that in his or her

employment practices persons are employed and employees are treated equally and without regard to or

because of race, religion, ancestry, national origin, sex, sexual orientation, age, disability, marital status or

medical condition.

1. This provision applies to work or service performed or materials manufactured or assembled in the United

States.

2. Nothing in this section shall require or prohibit the establishment of new classifications of employees in

any given craft, work or service category.

3. The contractor agrees to post a copy of Paragraph A hereof in conspicuous places at its place of business

available to employees and applicants for employment.

B. The contractor will, in all solicitations or advertisements for employees placed by or on behalf of the contractor,

state that all qualified applicants will receive consideration for employment without regard to their race,

religion, ancestry, national origin, sex, sexual orientation, age, disability, marital status or medical condition.

Form OCC/ND-EEP-1 (7/11) 



C. part of the City’s supplier registration process, and/or at the request of the awarding authority, or the Board of

Public Works, Office of Contract Compliance, the contractor shall certify in the specified format that he

or she has not discriminated in the performance of City contracts against any employee or applicant for

employment on the basis or because of race, religion, national origin, ancestry, sex, sexual orientation,

age, disability, marital status or medical condition.

D. The contractor shall permit access to and may be required to provide certified copies of all of his or her

records pertaining to employment and to employment practices by the awarding authority or the Office of

Contract Compliance for the purpose of investigation to ascertain compliance with the Equal Employment

Practices provisions of City contracts. On their or either of their request the contractor shall provide evidence

that he or she has or will comply therewith.

E. The failure of any contractor to comply with the Equal Employment Practices provisions of this contract may

be deemed to be a material breach of City contracts. Such failure shall only be established upon a finding to

that effect by the awarding authority, on the basis of its own investigation or that of the Board of Public

Works, Office of Contract Compliance. No such finding shall be made or penalties assessed except upon a

full and fair hearing after notice and an opportunity to be heard has been given to the contractor.

F. Upon a finding duly made that the contractor has failed to comply with the Equal Employment Practices

provisions of a City contract, the contract may be forthwith canceled, terminated or suspended, in whole or in

part, by the awarding authority, and all monies due or to become due hereunder may be forwarded to and

retained by the City of Los Angeles. In addition thereto, such failure to comply may be the basis for a

determination by the awarding authority or the Board of Public Works that the said contractor is an

irresponsible bidder or proposer pursuant to the provisions of Section 371 of the Charter of the City of Los

Angeles. In the event of such a determination, such contractor shall be disqualified from being awarded a

contract with the City of Los Angeles for a period of two years, or until the contractor shall establish and

carry out a program in conformance with the provisions hereof.

G. Notwithstanding any other provision of this contract, the City of Los Angeles shall have any and all other

remedies at law or in equity for any breach hereof.

H. The Board of Public Works shall promulgate rules and regulations through the Office of Contract Compliance,

and provide necessary forms and required language to the awarding authorities to be included in City Request

for proposals/bids/submission of qualification packages or in supplier registration requirements for the

implementation of the Equal Employment Practices provisions of this contract, and such rules and regulations

and forms shall, so far as practicable, be similar to those adopted in applicable Federal Executive orders. No

other rules, regulations or forms may be used by an awarding authority of the City to accomplish the contract

compliance program.

I. Nothing contained in this contract shall be construed in any manner so as to require or permit any act which is

prohibited by law.

J. At the time a supplier registers to do business with the City, or when an individual proposal/bid/submission of

qualification is submitted, the contractor shall agree to adhere to the Equal Employment Practices specified

herein during the performance or conduct of City Contracts.

K. Equal Employment Practices shall, without limitation as to the subject or nature of employment activity,

be concerned with such employment practices as:

1. Hiring practices;

2. Apprenticeships where such approved programs are functioning, and other on-the-job training for non-

apprenticeable occupations;

3. Training and promotional opportunities; and

4. Reasonable accommodations for persons with disabilities.

L. All contractors subject to the provisions of this section shall include a like provision in all subcontracts awarded



for work to be performed under the contract with the City and shall impose the same obligations, including 

but not limited to filing and reporting obligations, on the subcontractors as are applicable to the contractor. 

Failure of the contractor to comply with this requirement or to obtain the compliance of its subcontractors 

with all such obligations shall subject the contractor to the imposition of any and all sanctions allowed by law, 

including but not limited to termination of the contractor’s contract with the City. 



Equal Employment Practices Provisions Certification –  

The Contractor by its signature affixed hereto declares under penalty of perjury that: 

1. The Contractor has read the Nondiscrimination Clause in Section I above and certifies that it will

adhere to the practices in the performance of all contracts.

2. The Contractor has read the Equal Employment Practices Provisions as contained in Section II above

and certifies that it will adhere to the practices in the performance of any construction contract or

non-construction contract of One Thousand Dollars ($1,000.00) or more.

COMPANY NAME AUTHORIZED SIGNATURE 

ADDRESS NAME AND TITLE (TYPE OR PRINT) 

CITY, COUNTY, STATE, ZIP TELEPHONE/E-MAIL 

Form OCC/ND-EEP-1 (7/11) 



Any Responders who have an employee need of child care and who have adopted a stated policy on child care 

shall receive preference in contracting with the City of Los Angeles. In order to determine which firms 

qualify for contract preference, all Respondents must complete and return with their response the Vendor 

Child Care Policy Program – Child Care Declaration Statement. Failure to return the signed and completed 

declaration (must be signed in two [2] places) may result in your response being deemed non-responsive. 

INSTRUCTIONS: 

1. Complete and sign the document in two (2) places.

2. Submit with the Response

SECTION J

CHILD CARE POLICIES 



This Contract is subject to the policy of the City of Los Angeles regarding City Child Care Policies and 

Vendor System as adopted by City Council. CONTRACTOR is required to complete the Child Care 

Declaration statement which is attached hereto as Form D and Form E. 

I. City Child Care Policy and Vendor System – On February 24, 1987, the City Council

adopted the Child Care Policy for the City of Los Angeles. This policy acknowledges the

importance of quality, affordable, accessible child care to the individual, family, work place

and community. The City further recognizes that existing child care services and facilities are

not adequate to meet current demand, and that such demand is increasing. Failure to address

this critical unmet need will have serious, detrimental effects on the physical, social and

economic life of Los Angeles. Thus, the City Child Care Policy was adopted, committing the

City to use its resources as educator, employer, model and facilitator to act as a catalyst in

expanding the supply of quality, affordable child care in Los Angeles.

The City Child Care Policy includes an item specifically designed to address the development

and implementation of child care policies and practices by vendors, as follows:

THE CITY OF LOS ANGELES SHALL ENCOURAGE ALL 

ITS VENDORS TO ADOPT A STATED POLICY ON CHILD 

CARE. TO THE EXTENT PERMITTED BY LAW, VENDORS 

WITH STATED CHILD CARE POLICIES SHALL RECEIVE 

PREFERENCE IN CONTRACTING WITH THE CITY OF LOS 

ANGELES. 

It is the goal of the City to promote and facilitate the establishment and implementation of 

child care policies and practices which address the critical unmet local need for quality, 

affordable child care services. 

A company may, after a review and due consideration, determine that child care is not an 

employee need or that a child benefit/service cannot feasibly be offered by the company. In 

this case, a written policy statement to this effect would also qualify a company for the vendor 

preference. 

II. Request Child Care Policy Information from Vendors – All vendor applicants should complete

the “Child Care Declaration Statement” form, declaring whether the business has a stated child

care policy and/or offers any form of child care assistance to employees. Those vendors

indicating they have a stated child care policy for employees should file a copy of said policy

along with the “Declaration Form”.

III. Definition of a Stated Child Care Policy – A “Stated Child Care Policy” is a written statement
of intent and/or attitude by an employer regarding the provision of child care assistance to
employees.

IV. Definitions of Child Care Assistance – The following definitions apply to the various forms of
child care assistance listed on the “Child Care Declaration Statement.”

A. EMPLOYER SUBSIDIZED CHILD CARE CENTER(S) –

Group care for children (may range from twelve [12] to three hundred [300] children),

in a licensed setting such as a preschool or other center, which may serve infants,

CHILD CARE POLICIES 



 
toddlers, preschoolers or school-age children; the center receives funds, goods and/or 

services from an employer which thus subsidizes part or all of the child care center 

operating costs, and employees of the subsidizing employer may enroll dependents in 

this center. 

 
B. EMPLOYER SUBSIDIZED CHILD CARE HOME(S) 

 Care for up to fourteen (14) children in the home of a licensed caregiver; may include 

one (1) home or a network of two (2) or more family day care homes, which receive 

funds, goods and/or services from an employer who thus subsidizes part of all of the 

home operating costs; employees of the subsidizing employer may enroll dependents in 

this care home. 

 

C. CHILD CARE REIMBURSEMENT IN ADDITION TO OTHER BENEFITS Employer 

helps employees pay for child care expenses by reimbursing the employee or his/her 

care provider for all or part of the cost of child care; allows employee to select the 

child care provider, or employer may designate providers or conditions (e.g. only 

reimburse licensed providers); such reimbursement is provided to the employee in 

addition to the other employee benefits. 

 

D. CHILD CARE REIMBURSEMENT IN A FLEXIBLE BENEFIT PACKAGE System 

which allows employees to make individual choices among a range of benefits provided 

by the employer (e.g., health, dental, retirement, etc.) and child care is included as 

a benefit choice. 

 
E. PAID PARENTAL LEAVE 

Employees are given paid time off work due to childbirth or adoption, with a guaranteed 

return to the same or a comparable job and seniority status. 

 

F. PURCHASE OF SERVICES FOR EMPLOYEES IN A COMMUNITY CHILD CARE 

PROGRAMS Company contributes funds, goods and/or services to a child care program 

in the community (center or family day care home), for the purpose of preferential 

consideration for use by employees. 

 

G. SALARY   SET-ASIDE/FLEXIBLE   SPENDING   ACCOUNT   FUNDED   WITH 

EMPLOYEE SALARY DOLLARS 

Employer has set up a qualified Dependent Care Assistance Plan under IRS Section 

125 and 129, which allows employees to designate an amount up to Five Thousand 

Dollars ($5,000.00) per year to be set aside from their salaries to pay for dependent 

care; since such a salary set aside is not taxed, both employee and employer receive 

financial benefits. 

 
H. CHILD CARE REFERAL SERVICES 

A service to employees which provides information, referrals and consultation regarding 

local child care services (e.g., locations, hours, rates). 

 

I. PARENTING SEMINARS 

Company offers workshops, educational presentations, and related activities to provide 

information and support in such areas as parenting skills, work-family relations, child 

development, and related topics; may be provided by in-house staff or by contracted 

services. 

 

J. COUNSELING OF A SELF-SUPPORTING CENTER   

Company provides (through in-house or contracted services) group, family or 

individual counseling services to support employees in the resolution of work/family 

issues. 
K. START-UP OF A SELF-SUPPORTING CENTER 

Company has provided funds, goods and/or services to directly assist in the land 

acquisition, design, construction, renovation, equipment, furnishing or other costs 



associated with starting a child care program; this was one-time-only assistance for 

start-up, with the center now operating on a self-supporting basis. 

L. START-UP CONTRIBUTIONS TO A CONSORTIUM CENTER

Company has provided funds, goods and/or services to a child care center, working in

cooperation to develop and support a child care service available to employees of

contributing companies.

M. FLEXIBLE WORK HOURS

Employees are allowed to make choices about work schedules, with such possible

options as 5-day/40-hour vs. 4-day/40-hour work weeks or flexible hours scheduled

within a day; may include establishment of “core” working hours during which an

employee must be present at the work site.

N. FLEXIPLACE/WORK-AT-HOME

Company offers employees the option to work in their homes; may be available part- or

full-time.

O. PERMANENT PART-TIME/JOB SHARING

Company offers job opportunities in which employees may work less than full-time

while retaining permanent employment status, and/or two employees may share a

single full-time position with salary and benefits prorated between the two employees.

P. WORK-AT-HOME FOLLOWING MATERNITY LEAVE

Employees are offered the option to perform their jobs at home for a period following

leave for childbirth or adoption.

Q. UNPAID PARENTAL LEAVE

Employees are allowed unpaid time off due to childbirth or adoption, with a guaranteed

return to the same or a comparable job and seniority status.

R. DONATION TO ENHANCE AN EXISTING CHILD CARE PROGRAM

Company has contributed funds, goods and/or services to a child care program, for the

purpose of improving the quality, affordability, or accessibility of said program.

All Requests for Proposals/Bids/Submissions of Qualifications,  Invitations for Bids, advertisements for 

bids, and other similar documents must give notice of these provisions to those who bid on or 

submit proposals/bids/submissions of qualifications for prospective contracts with the City. All bidders 

and proposers are required to complete the attached Certification of Compliance with Child 

Support Obligations. Failure to return the completed certification as part of the 

proposal/bid/submission of qualification will result in the proposal/bid/submission of qualification 

being deemed unresponsive and being rejected. 



CITY OF LOS ANGELES 

VENDOR CHILD CARE POLICY PROGRAM 

CHILD CARE DECLARATION STATEMENT 

The business concern listed below declares the following status on the “Child Care Policy of the City of Los Angeles, 

XI. Vendors” as defined in the attached supplementary instructions to bidders. It is incumbent upon the concern to

notify the City of any changes applicable to this declaration.

Business Name Telephone No. 

Business Address 

Signature Title 

Note: A “stated child care policy” may include services and/or benefits for employees and their families, including infants 

through school- age child care centers or family day care homes, before and after school programs, day camps, and 

services for ill children with special needs, family leave, and more. Please refer to the attached instructions for 

definitions. Please check ALL items on the form that apply to your business concern. 

Part One YES  NO 

DOES YOUR BUSINESS HAVE A STATED CHILD CARE POLICY? 

If YES, please attach a copy 

Part Two 

DOES YOUR BUSINESS PROVIDE CHILD CARE ASSISTANCE? 

If YES, please check which from(s) of assistance 

Level I Assistance 

Subsidized company child care center 

Subsidized Network of child care homes 

Child care reimbursement in addition to other benefits 

Child care reimbursement in a flexible benefit package 

Paid parental leave 

Purchase of spaces for employees in community child care program(s) (centers or homes) 

Level II Assistance 

Salary set aside/flexible spending account funded with employee salary dollars/Section 125 

Child care referral services 

Parenting seminars 

Counseling on work/family issues 

Start-up of a self-supporting center 

Start-up contributions to a “consortium center” 

Level III Assistance 

Flexible work hours 

Flex-place/work-at-home 

Permanent part-time/job sharing 

Work-at-home following maternity leave 

Unpaid parental leave 

Donations to enhance child care programs 

Other: (Describe)     

I HAVE READ AND COMPLETED: 

(Signed) (Date) 

For additional information on child care options and benefits for employees, please contact the City Child Care Coordinator’s Office, 

333 South Spring Street, Los Angeles, CA 90013. 

Do not write in this space 

Date Filed: Expiration Date: 

50-184 (11/89)



In accordance with California Public Contract Code Sections 2200-2208, all bidders submitting 

proposal/bid/submission of qualification for, entering into, or renewing contracts with the City of Los 

Angeles for goods and services estimated at One Million Dollars ($1,000,000.00) or more are required to 

complete, sign, and submit the “Iran Contracting Act of 2010 Compliance Affidavit”. 

For more information, proposers can visit the State of California, Department of General Services, Office of 

Policies, Procedures, and Legislation (OPPL) website at 

http://www.dgs.ca.gov/pd/Resources/PDLegislation.aspx 

INSTRUCTIONS: 

1. Complete and sign the document (either certifying compliance, or requesting exemption).

2. Submit with the Response.

SECTION K

IRAN CONTRACTING ACT OF 2010 



IRAN CONTRACTING ACT OF 2010 COMPLIANCE AFFIDAVIT 

(California Public Contract Code Sections 2200-2208) 

The California Legislature adopted the Iran Contracting Act of 2010 to respond to policies of Iran in a uniform fashion (PCC § 

2201(q)). The Iran Contracting Act prohibits bidders engaged in investment activities in Iran from bidding on, submitting 

proposal/bid/submission of qualification for, or entering in to or renewing contracts with public entities for goods and services of 

One Million Dollars ($1,000,000) or more (PCC § 2203(a)). A bidder who “engages in investment activities in Iran” is defined as 

either: 

1. A bidder providing goods or services of Twenty Million Dollars ($20,000,000.00) or more in the energy sector of Iran,

including provision of oil or liquefied natural gas tankers, or products used to constructor maintain pipelines used to

transport oil or liquefied natural gas, for the energy sector of Iran; or 

2. A bidder that is a financial institution (as that term is defined in 50U.S.C. § 1701) that extends Twenty Million Dollars 

($20,000,000.00) or more in credit to another person, for forty-five (45) days or more, if that person will use the credit to

provide goods or services in the energy sector in Iran and is identified on a list created by the California Department of

General Services (DGS) pursuant to PCC § 2203(b) as a person engaging in the investment activities in Iran.

The bidder shall certify that at the time of submitting a bid for new contract or renewal of an existing contract, the bidder is not 

identified on the DGS list of ineligible businesses or persons and that the bidder is not engaged in investment activities in Iran in 

violation of the Iran Contracting Act of 2010. 

California law establishes penalties for providing false certifications, including civil penalties equal to the 

greater of Two Hundred Fifty Thousand Dollars ($250,000.00) or twice the amount of the contract for which 

the false certification was made; contract termination; and three- (3) year ineligibility to bid on contracts 

(PCC § 2205). 

To comply with the Iran Contracting Act of 2010, the bidder shall provide its vendor or financial institution name, and City Business 

Tax Registration Certificate (BRTC) if available, in completing ONE (1) of the options shown below. 

OPTION #1: CERTIFICATION 

I, the official named below, certify that I am duly authorized to execute this certification on behalf of the bidder or financial institution 

identified below, and that the bidder or financial institution identified below is not on the current DGS list of persons engaged in 

investment activities in Iran and is not a financial institution extending Twenty Million Dollars ($20,000,000.00) or more in credit 

to another person or vendor, for forty-five (45) days or more, if that other person or vendor will use the credit to provide goods or 

services in the energy sector in Iran and is identified on the current DSG list of persons engaged in investment activities in Iran. 

Vendor Name/Financial Institution (printed) BTRC(orn/a) 

By (Authorized Signature) 

Print Name and Title of Person Signing 

Date Executed City Approval(Signature) (Print Name) 

OPTION #2: EXEMPTION 

Pursuant to PCC § 2203(c) and (d), a public entity may permit a bidder or financial institution engaged in investment activities in 

Iran, on a case-by-case basis, to be eligible for, or to bid on, submit a proposal/bid/submission of qualification for, or enter into, or 

renew, a contract for goods and services. If the bidder or financial institution identified below has obtained an exemption from the 

certification requirement under the Iran Contracting Act of 2010, the bidder or financial institution shall complete and sign 

below and attach documentation demonstrating the exemption approval. 

Vendor Name/Financial Institution(printed) BTRC(orn/a) 

By (Authorized Signature) 

Print Name and Title of Person Signing 

Date Executed City Appr oval (Signature) (Print Name) 



All Respondents receiving an award under this RFQ, RFB, RFP, RFI must fill out the Certification 

Regarding Compliance with the Americans with Disabilities Act (ADA) and submit it to the City of Los Angeles 

Department of Recreation and Parks (RAP) Board of Commissioners (Board). 

INSTRUCTIONS: 

Complete and submit the ADA Certification form to the Board with your Response to this RFQ, RFB, RFP, 

RFI.  The agreement number will be added to conform to the contract once fully executed. 

SECTION L

AMERICANS WITH DISABILITIES ACT (ADA) CERTIFICATION 



________________________________________ 

________________________________________________ 

________________________________________________________________ 

CERTIFICATION REGARDING COMPLIANCE WITH THE AMERICANS 
WITH DISABILITIES ACT 

The undersigned certifies, that to the best of his/her knowledge and belief, that: 

1. The Contractor/Borrower/Agency (hereafter Contractor) is in compliance with and will continue to

comply with the Americans with Disabilities Act 42

U.S.C. 12101 et. seq. and its implementing regulations.

2. The Contractor will provide for reasonable accommodations to allow qualified individuals with

disabilities to have access and participate in its programs, services and activities in accordance with

the provisions of the Americans With Disabilities Act.

3. The Contractor will not discriminate against persons with disabilities nor against persons due to

their relationship or association with a person with a disability.

4. The Contractor will require that the language of this certification be included in the award documents

for all sub-awards at all tiers (including sub-contracts, sub-grants, and contracts under grants, loans

and cooperative agreements) and that all sub-recipients shall certify and disclose accordingly.

5. This Certification is a material representation of fact upon which the City relied when entering into

this agreement.

AGREEMENT NUMBER: 

CONTRACTOR: 

NAME AND TITLE OF AUTHORIZED REPRESENTATIVE 



SECTION M

OUT-OF-STATE BIDDERS 



OUT-OF-STATE BIDDERS 

Out-of-State of California bidders or any bidder with a remittance address outside the State of California 

that has a California State Board of Equalization permit to collect California sales tax shall enter the 

permit number in the space provided. 

Permit Number: 

If Bidder has no permit number, check box below and sign. 

No Permit Number:  [ ] 

Signature: 

Date:______________________



SECTION N

CONTRACTOR KEY EMPLOYEE REFERENCE SHEET/ 

GOVERNMENTAL PROJECT SHEET 



CONTRACTOR KEY EMPLOYEE REFERENCE SHEET 

CONTRACTOR MUST USE THIS FORM 

Respondents are required to complete the following reference information.  This information will be reviewed as part of the response package 

for determining the successful Respondent.  Contractor shall provide information on key employees (including superintendents, 

supervisors/general foremen, foremen etc.).  Information shall consist of name, title, years’ experience, current licenses and/or certifications, 

and any other pertinent information. Attach additional sheets, if necessary. 

Name of Employee _________________________________________________ Title __________________________________________________ 

Years Experience ___________ Current Licenses and/or Certifications ______________________________________________________________ 

Other Pertinent Information _________________________________________________________________________________________________ 

Name of Employee _________________________________________________ Title __________________________________________________  

Years Experience ___________ Current Licenses and/or Certifications _______________________________________________________________ 

Other Pertinent Information _________________________________________________________________________________________________ 

Name of Employee _________________________________________________ Title __________________________________________________  

Years Experience ___________ Current Licenses and/or Certifications _______________________________________________________________ 

Other Pertinent Information _________________________________________________________________________________________________ 

Name of Employee _________________________________________________ Title __________________________________________________  

Years Experience ___________ Current Licenses and/or Certifications _______________________________________________________________ 

Other Pertinent Information _________________________________________________________________________________________________ 

Name of Employee _________________________________________________ Title __________________________________________________  

Years Experience ___________ Current Licenses and/or Certifications _______________________________________________________________ 

Other Pertinent Information _________________________________________________________________________________________________ 

Name of Employee _________________________________________________ Title __________________________________________________  

Years Experience ___________ Current Licenses and/or Certifications _______________________________________________________________ 

Other Pertinent Information _________________________________________________________________________________________________ 

Name of Employee _________________________________________________ Title __________________________________________________  

Years Experience ___________ Current Licenses and/or Certifications _______________________________________________________________ 

Other Pertinent Information _________________________________________________________________________________________________ 

Please print additional pages if require 



 
 

CONTRACTOR GOVERNMENTAL PROJECT   

REFERENCE SHEET  

         CONTRACTORS MUST USE THIS FORM 
Bidders are required to complete the following reference information below. This information will be reviewed as part of the Bid 
package for determining the successful Bidder. Contractor shall have a verifiable track record. List all projects or past related contracts in 

chronological order starting with the most recent, even if not yet completed, going back at least three (3) years. Make sure to include all 

projects/contracts involving local, county, state and federal agencies. Attach additional sheets, if necessary. 
 

 

Name of Project __________________________________________________________________________________________________________  
 

Location of Project ________________________________________________________________________________________________________ 
 

Project Description________________________________________________________________________________________________________  
 

Amount of the Contract ___________________________________________  Duration in Months________________________________________  
 

Awarding Agency_________________________________________________________________________________________________________  
 

Awarding Agency Address__________________________________________________________________________________________________  
 

City____________________________________________________State____________________________Zip Code_________________________  
 

Awarding Agency Telephone Number (Include Area Code)________________________________________________________________________  
 

Awarding Agency Project Liaison____________________________________________________________________________________________  
 

Project Liaison Telephone Number (Include Area Code) __________________________________________________________________________ 
 
 

Name of Project __________________________________________________________________________________________________________  
 

Location of Project ________________________________________________________________________________________________________ 
 

Project Description________________________________________________________________________________________________________  
 

Amount of the Contract ___________________________________________  Duration in Months________________________________________  
 

Awarding Agency_________________________________________________________________________________________________________  
 

Awarding Agency Address__________________________________________________________________________________________________  
 

City____________________________________________________State____________________________Zip Code_________________________  
 

Awarding Agency Telephone Number (Include Area Code)________________________________________________________________________  
 

Awarding Agency Project Liaison____________________________________________________________________________________________  
 

Project Liaison Telephone Number (Include Area Code) __________________________________________________________________________  
 
 

Name of Project __________________________________________________________________________________________________________  
 

Location of Project ________________________________________________________________________________________________________ 
 

Project Description________________________________________________________________________________________________________  
 

Amount of the Contract ___________________________________________  Duration in Months________________________________________  
 

Awarding Agency_________________________________________________________________________________________________________  
 

Awarding Agency Address__________________________________________________________________________________________________  
 

City____________________________________________________State____________________________Zip Code_________________________  

 
Awarding Agency Telephone Number (Include Area Code)________________________________________________________________________  

 

Awarding Agency Project Liaison____________________________________________________________________________________________  
 

Project Liaison Telephone Number (Include Area Code) __________________________________________________________________________ 

 

Please print additional pages if required



SECTION O

INFORMATION RELEASE FORM 



DEPARTMENT OF RECREATION AND PARKS 

INFORMATION RELEASE FORM 

By signing below, I hereby authorize, without any reservations, any person or company I have listed as a reference 

in my Bid 3 to disclose in good faith any information they may have regarding my Bids for contracting. All 

information obtained will be in connection with Bids for contracted work. My authorization releases the Company, 

its agents, and all those who have provided information from any and all liability for damages arising from the 

investigation and disclosure of the requested information. 

By signing below, I agree not to assert any claims or causes or action of any kind against the City of Los 

Angeles. I further release and discharge the City of Los Angeles from any and all claims, demands, damages, actions, 

cause of action, or suits of any kind or nature arising from the City’s investigations. 

I hereby acknowledge that I have read the above disclosure statement and have 

understood it. Name: Title: 

Signature: Date: 

Firm’s Name: Phone: 

Firm’s Address: 
___________________________________________________ 

Street, City, State Zip



All Respondents receiving an award under this RFB must obtain a Business Tax Registration Certificate 

Number (BTRC) from the City of Los Angeles Department of Finance - Tax/Permit Division, unless 

exempt. Registration is renewable annually. 

INSTRUCTIONS: 

Complete the BTRC Number or Business Tax Exemption Number form, and submit it to the Board 

within the time frame specified in the RFB after receiving a Notice of Award. If an application is 

pending and no number has been received yet, a copy of the application must be attached. If the 

Respondent has an exemption, enter the exemption number and provide an explanation. This form is 

not required with the Response and need not be attached to the Response. 

You may register On Line as a new business in the City of Los Angeles, or renew your Business Tax 

Registration Certificate at: http://finance.lacity.org/online-taxpayer-services

SECTION P

BUSINESS TAX REGISTRATION CERTIFICATE 



BUSINESS TAX REGISTRATION CERTIFICATE NUMBER 

OR BUSINESS TAX EXEMPTION NUMBER FORM 

All persons who do business with or within the City of Los Angeles, must first file with the Department 

of Finance (Tax/Permit Division), and obtain from that office a Business Tax Registration Certificate 

account number (BBTRC) or Vendor Registration Number (VRN).  Registration is renewable annually.  

For further information, contact the Tax and Permit Division located at 200 N. Spring St., Rm101, Los 

Angeles, CA  90012 (213) 473-5901 

(Authority:  Article 1, Chapter 2, Section 21.00 et seq. – LAMC) 

Company Name:  

Enter your current Business Tax Registration or Vendor Registration Number: 

Old format: 

ACCOUNT NUMBER FUND CLASS 
- 

New Format: 

ACCOUNT NUMBER FUND CLASS 
- - 

State effective dates here:  to 

If you have an application pending in the Department of Finance, and have not yet received your number, 

a copy of your application must be submitted with your proposal/bid/submission of qualification. 

IF YOU HAVVE RECEIVED AN EXEMPTION FORM THE Department of Finance, provide an 

explanation for the exemption and the exemption number. 

Exemption Number: 
- 

Explanation: 

BTRC Rev. 04/07 



Evidence of sufficient insurance as specified on the 146 Insurance Requirements Form (see Section 

II Compliance Package) must be provided and approved prior to contract execution.  The selected 

Contractor must instruct their insurance broker or agent to submit the appropriate proof of insurance 

to the City by accessing KwikComply at https://kwikcomply.org/.  Additional instructions and 

information on complying with City insurance requirements can be found at:  

(http://cao.lacity.org/risk) 

CITY OF LOS ANGELES 
INSTRUCTIONS AND INFORMATION 

ON COMPLYING WITH CITY INSURANCE REQUIREMENTS 

(Share this information with your insurance agent or broker) 

1. Agreement/Reference All evidence of insurance should identify the nature of your business

with the CITY. Clearly show any assigned number of a bid, contract, lease, permit, etc. or give the

project name and the job site or street address to ensure that your submission will be properly

credited. Provide the types of coverage and minimum dollar amounts specified on the

Required Insurance and Minimum Limits sheet (Form Gen. 146) included in your CITY

documents.

2. When to Submit Normally, no work may begin until a CITY insurance certificate approval

number (“CA number”) has been obtained, so insurance documents should be submitted as early

as practicable. For As-needed Contracts, insurance need not be submitted until a specific job

has been awarded. Design Professionals coverage for new construction work may be submitted

simultaneously with final plans and drawings, but before construction commences.

3. Acceptable Evidence and Approval Electronic submission is the required method of

submitting your documents. KwikComply is the CITY’s online insurance compliance system and

is designed to make the experience of submitting and retrieving insurance information quick and

easy. The system is designed to be used by insurance brokers and agents as they submit client

insurance certificates directly to the City. It uses the standard insurance industry form known as

the ACORD 25 Certificate of Liability Insurance in electronic format. KwikComply
advantages include standardized, universally accepted forms, paperless approval transactions (24

hours, 7 days per week), and security checks and balances. The easiest and quickest way to

obtain approval of your insurance is to have your insurance broker or agent access

KwikComply at  https://kwikcomply.org/ and follow the instructions to register and submit the

appropriate proof of insurance on your behalf.

Contractor must provide City a thirty (30) day notice of cancellation (ten (10) days for 

non- payment of premium) AND an Additional Insured Endorsement naming the CITY an 

additional insured completed by your insurance company or its designee. If the policy includes an 

automatic or blanket additional insured endorsement, the Certificate must state the CITY is an 

automatic or blanket additional insured. An endorsement naming the CITY an Additional Named 

SECTION Q

CITY-APPROVED PROOF OF INSURANCE 

https://kwikcomply.org/
http://cao.lacity.org/risk)


Insured and Loss Payee as Its Interests May Appear is required on property policies. All evidence 

of insurance must be authorized by a person with authority to bind coverage, whether that is the 

authorized agent/broker or insurance underwriter. 

Additional Insured Endorsements DO NOT apply to the following: 

• Indication of compliance with statute, such as Workers’ Compensation Law.

• Professional Liability insurance.

Verification of approved insurance and bonds may be obtained by checking KwikComply, the 

CITY’s online insurance compliance system, at https://kwikcomply.org/. 

4. Renewal When an existing policy is renewed, have your insurance broker or agent submit a

new Acord 25 Certificate or edit the existing Acord 25 Certificate through KwikComply at

https://kwikcomply.org/.

5. Alternative Programs/Self-Insurance Risk financing mechanisms such as Risk Retention

Groups, Risk Purchasing Groups, off-shore carriers, captive insurance programs and self-

insurance programs are subject to separate approval after the CITY has reviewed the relevant

audited financial statements. To initiate a review of your program, you should complete

thepplicant’s Declaration of Self Insurance form (http://cao.lacity.org/risk/InsuranceForms.htm)

to the Office of the City Administrative Officer, Risk Management for consideration.

6. General Liability insurance covering your operations (and products, where applicable) is

required whenever the CITY is at risk of third-party claims which may arise out of your work

or your presence or special event on City premises. Sexual Misconduct coverage is a

required coverage when the work performed involves minors. Fire Legal Liability is required

for persons occupying a portion of CITY premises. Information on two CITY insurance programs,

the SPARTA program, an optional source of low-cost insurance which meets the most

minimum requirements, and the Special Events Liability Insurance Program, which provides

liability coverage for short-term special events on CITY premises or streets, is available at

(www.2sparta.com), or by calling (800) 420-0555.

7. Automobile Liability insurance is required only when vehicles are used in performing the

work of your Contract or when they are driven off-road on CITY premises; it is not required

for simple commuting unless CITY is paying mileage. However, compliance with California

law requiring auto liability insurance is a contractual requirement.

8. Errors and Omissions coverage will be specified on a project-by-project basis if you

are working as a licensed or other professional. The length of the claims discovery period

required will vary with the circumstances of the individual job.

9. Workers' Compensation and Employer's Liability insurance are not required for

single- person contractors. However, under state law these coverages (or a copy of the state's

Consent To Self Insure) must be provided if you have any employees at any time during the period

of this contract. Contractors with no employees must complete a Request for Waiver of Workers’

Compensation Insurance Requirement (http://cao.lacity.org/risk/InsuranceForms.htm). A Waiver
of Subrogation on the coverage is required only for jobs where your employees are working on

CITY premises under hazardous conditions, e.g., uneven terrain, scaffolding, caustic chemicals,

toxic materials, power tools, etc. The Waiver of Subrogation waives the insurer’s right to recover

(from the CITY) any workers’ compensation paid to an injured employee of the contractor.

10. Property Insurance is required for persons having exclusive use of premises or equipment

http://cao.lacity.org/risk/InsuranceForms.htm)
http://cao.lacity.org/risk/InsuranceForms.htm)


owned or controlled by the CITY. Builder’s Risk/Course of Construction is required 

during construction projects and should include building materials in transit and stored at the 

project site. 

11. Surety coverage may be required to guarantee performance of work and payment to

vendors and suppliers. A Crime Policy may be required to handle CITY funds or securities, and

under certain other conditions. Specialty coverages may be needed for certain operations. For

assistance in obtaining the CITY required bid, performance and payment surety bonds, please

see the City of Los Angeles Contractor Development and Bond Assistance Program website

address at http://cao.lacity.org/risk/BondAssistanceProgram.pdf or call (213) 258-3000 for more

information.

12. Cyber Liability & Privacy coverage may be required to cover technology services or

products for both liability and property losses that may result when a CITY contractor engages in

various electronic activities, such as selling on the Internet or collecting data within its internal

electronic network. Contractor's policies shall cover liability for a data breach in which the CITY

employees’ and/or CITY customers' confidential or personal information, such as but not limited

to, Social Security or credit card information are exposed or stolen by a hacker or other criminal

who has gained access to the CITY’s or contractor’s electronic network. The policies shall cover a

variety of expenses associated with data breaches, including: notification costs, credit monitoring,

costs to defend claims by state regulators, fines and penalties, and loss resulting from identity

theft. The policies are required to cover liability arising from website media content, as well as

property exposures from: (a) business interruption, (b) data loss/destruction, (c) computer fraud,

(d) funds transfer loss, and (e) cyber extortion.

INSTRUCTIONS: 

Respondents shall comply with the City insurance requirements in Form Gen 146 (see separate 

exhibit attached to RFQ, RFB, RFP) and have all insurance documents submitted and approved 

prior to execution of the contract. The Respondent must also comply with any additional insurance 

requirements that may be set forth in the RFQ, RFB, RFP. 

http://cao.lacity.org/risk/BondAssistanceProgram.pdf








A Performance Bond may be required once an as-needed project is awarded to Contractor. If it is determined 

that a performance bond is required, the awarded Contractor(s) will be required to maintain a minimum 

Performance Bond in an amount equal to or greater than the awarded bid dollar amount unless otherwise 

stated by the Contract Administrator. If a Performance Bond is required, it is requested that acceptable bond 

documents be submitted within ten (10) working days after notice of award of any as-needed contract. Bonds 

must be obtained from an insurance company with a Certificate of Authority from the California Insurance 

Commissioner authorizing the company to write surety insurance within the State of California. 

INSTRUCTIONS: 

If a performance bond is requested upon the notice of award of the contract, the Respondent shall have 

ten (10) days to submit proof of the performance bond. Refer to the RFB language for 

instructions on how to submit proof of the performance bond. 

SECTION R

CITY-APPROVED PERFORMANCE BOND 



The Department requires Form W-9, “Request for Taxpayer Identification Number (TIN) and 

Certification,” from all entities doing business with the Department in order for the Department to conduct 

financial transactions with said entities, such as returning proposal/bid/submission of qualification deposits or 

processing payments. 

INSTRUCTIONS: 

All Respondents must submit Form W-9 upon notification of contract award. The name listed on Form 

W-9 must match the respondents’ legal business name as listed on the Responder’s Signature

Declaration and Affidavit. The most recent Form W-9, along with instructions for completing the

form can be found at https://www.irs.gov/pub/irs-pdf/fw9.pdf

SECTION S

FORM W-9 

REQUEST FOR TAXPAYER 

IDENTIFICATION NUMBER (TIN) AND 

CERTIFICATION 



SECTION T

    LIVING WAGE ORDINANCE AND 

SERVICE CONTRACT WORKER RETENTION 

ORDINANCE ADDITIONAL FORMS 

Unless approved for an exemption, contractors under contracts primarily for the furnishing of services 

to or for the City and that involve an expenditure in excess of Twenty-Five Thousand Dollars 

($25,000.00) and a contract term of at least three (3) months, lessees and licensees of City property, and 

certain recipients of City financial assistance, shall comply with the provisions of the Los Angeles 

Administrative Code Section 10.37 et seq., Living Wage Ordinance and 10.36 et seq. Service Contractor 

Worker Retention Ordinance. Additional information may be found at the following websites: 

https://bca.lacity.org/living-wages-ordinance-lwo 

https://bca.lacity.org/service-contract-worker-retention-ordinance-scwro 

INSTRUCTIONS: 

If Respondent is not exempt from the Living Wage Ordinance, then upon Notice of Award, the 

Living Wage Ordinance Additional Forms must be completed and submitted as per the instructions 

on each form. For forms requiring submission to the Awarding Department, the forms are to be 

submitted to the Los Angeles Department of Recreation and Parks Board of Commissioners. These 

forms are not required with the Response and need not be attached to the Response. 

Failure to submit forms on time will result in the contract being noncompliant, and no payments 

will be made until the forms are completed and submitted. 

https://bca.lacity.org/living-wages-ordinance-lwo
https://bca.lacity.org/service-contract-worker-retention-ordinance-scwro




LWO – EMPLOYEE INFORMATION FORM 
REQUIRED DOCUMENTATION FOR ALL CONTRACTS SUBJECT TO LWO 

This form must be submitted to the AWARDING DEPARTMENT within 30 DAYS of contract 

execution. INCOMPLETE SUBMISSIONS WILL BE RETURNED. 

THE LIVING WAGE ORDINANCE (LWO) REQUIRES THAT SUBJECT EMPLOYERS PROVIDE TO 

EMPLOYEES: 

• As of July 1, 2008, a wage of at least $10.00 per hour with health benefits of $1.25 per hour, or $11.25 per hour without
health benefits (to be adjusted annually) (Regulation #4);

• At least 12 compensated days off per year for sick leave, vacation or personal necessity at the employee’s request (pro-rated for
part-time employees) (Regulation #4); and

• At least 10 additional days off per year of uncompensated time off for personal or immediate illness only (pro-rated for part-time
employees) (Regulation #4). Refer to the LWO Rules and Regulations, available from the Department of Public Works, Bureau
of Contract Administration, Office of Contract Compliance (OCC) website, for details regarding the wage and benefit
requirements of the Ordinance.

• Making less than $12.00 per hour information of their possible right to the federal Earned Income Tax Credit (EITC) and make
available the forms required to secure advance EITC payments from the employer (Regulation #4).

THE LIVING WAGE ORDINANCE (LWO) ALSO REQUIRES EMPLOYERS: 

• Not to retaliate against any employee claiming non-compliance with the provisions of these Ordinances and to comply with federal
law prohibiting retaliation for union organizing (Regulation #4).

1. Company Name:

TO BE FILLED OUT BY THE CONTRACTOR: 

2. STATE the number of employees working ON THIS CITY CONTRACT:

3. ATTACH a copy of your company’s 1
st 

PAYROLL under THIS CITY CONTRACT.

4. INDICATE (highlight, underline) on the payroll which employees are working ON THIS CITY CONTRACT.

5. Do you provide health benefits (such as medical, dental, vision, mental health, and disability insurance) to your
employees? Yes No  If YES:

5a. SUBMIT a copy of the most recent health benefit premium statement(s) showing which employees receive 
health benefits. 

5b. STATE how much, if any, employees pay for co-premiums: $ 

6. SUBMIT a copy of your company’s current PAID time off policy for the employees working on the City

contract.

7. SUBMIT a copy of your company’s current UNPAID time off policy for the employees working on the City
contract.

FAILURE TO COMPLY WITH THESE REQUIREMENTS WILL RESULT IN WITHHOLDING OF PAYMENTS BY THE CITY 

CONTROLLER, OR A RECOMMENDATION TO THE AWARDING AUTHORITY FOR CONTRACT TERMINATION. ALL 

INFORMATION SUBMITTED IS SUBJECT TO VERIFICATION, AND FALSE INFORMATION MAY RESULT IN CONTRACT 

TERMINATION. 

I understand that the employee information provided herein is confidential and will be used by the City of Los Angeles, Office of Contract Compliance 

for the purpose of monitoring the Living Wage Ordinance. 

Print Name of Person Completing This Form Signature of Person Completing This Form 

Title Phone # Date 

Form OCC/LW-6, Rev. 06/08 OFFICE OF CONTRACT COMPLIANCE, EEOE SECTION: (213) 847-2625 

AWARDING DEPARTMENT USE ONLY: 

Dept: Dept Contact Phone: Contract #: 



LWO – SUBCONTRACTOR INFORMATION FORM 

REQUIRED DOCUMENTATION FOR ALL CONTRACTS SUBJECT TO LWO 

This form must be submitted to the AWARDING DEPARTMENT within 30 DAYS of contract execution. 

INCOMPLETE SUBMISSIONS WILL BE RETURNED. 

SECTION II: SUBCONTRACTOR INFORMATION 

PART A 

PART B 
CHECK OFF ONLY ONE BOX (I-VI) FOR EACH 

SUBCONTRACTOR (IF APPLICABLE) THEN CONTINUE 

ONTO SECTION III: 

I 
501 

(c)(3)
1

II 
One- 

Person 
2 

Contractor 

III 
CBA3

 

IV 
Occupational 

License
4

V 
Small 

Business
5

VI 
Gov. 

entity6
 

1. Subcontractor Name:

2. Contact Person: Phone #:  

3. Address:

4. Purpose of Subcontract:

5. Amount of Subcontract: $

6. Term: Start Date / / End Date / / 

7. Does the subcontract exceed $25,000? Yes No 

8. Is the length of the subcontract over three (3) months? Yes No 

If you checked off YES for Questions 7 AND 8, this subcontract IS SUBJECT TO 

THE LWO. Continue onto Part B. 

If you checked off NO for any questions 7 OR 8, this subcontract IS NOT 

SUBJECT TO THE LWO. Continue to fill in Part A for additional subs below. 

1. Subcontractor Name:

2. Contact Person: Phone #:  

3. Address:

4. Purpose of Subcontract:

5. Amount of Subcontract: $

6. Term: Start Date / / End Date / / 

7. Does the subcontract exceed $25,000? Yes No 

8. Is the length of the subcontract over three (3) months? Yes No 

If you checked off YES for Questions 7 AND 8, this subcontract IS SUBJECT TO 

THE LWO. Continue onto Part B. 

If you checked off NO for any questions 7 OR 8, this subcontract is NOT 

SUBJECT TO THE LWO. Continue to fill in Part A for additional subs below. 

1. Subcontractor Name:

2. Contact Person: Phone #:  

3. Address:

4. Purpose of Subcontract:

5. Amount of Subcontract: $

6. Term: Start Date / / End Date / / 

7. Does the subcontract exceed $25,000? Yes No 

8. Is the length of the subcontract over three (3) months? Yes No 

If you checked off YES for Questions 7 AND 8, this subcontract IS SUBJECT TO 

THE LWO. Continue onto Part B. 

If you checked off NO for any questions 7 OR 8, this subcontract is NOT 

SUBJECT TO THE LWO. Continue to fill in Part A for additional subs below. 

Form OCC/LW-18, Rev. 10/08 OFFICE OF CONTRACT COMPLIANCE, EEOE SECTION: (213) 847-2625 

SECTION I: CONTRACTOR INFORMATION 

Company Name: Contact Person: Phone Number:  
Do you have subcontractors working on this City contract? No 
If NO, This form is now complete – SIGN THE BOTTOM OF PAGE 2 AND SUBMIT TO THE AWARDING DEPARTMENT. 

If YES, a) STATE the number of your subcontractors ON THIS CITY CONTRACT:  
b) Fill in PART A for EACH subcontractor in Section II, continue to Section III & IV (if applicable), AND SIGN Section V.



  

Form OCC/LW-18, Rev. 10/08 OFFICE OF CONTRACT COMPLIANCE, EEOE SECTION: (213) 847-2625

SECTION II: SUBCONTRACTOR INFORMATION (continued) 

PART A 
PART B 

CHECK OFF ONLY ONE BOX (I-VI) FOR EACH 
SUBCONTRACTOR (IF APPLICABLE) THEN CONTINUE 
ONTO SECTION III: 

I 
501 

(c)(3)
1

II 
One- 

Person 
2 

Contractor 

III 
CBA3

 

IV 
Occupational 

License
4
 

V 
Small 

Business
5
 

VI 
Gov. 
entity6

 

1. Subcontractor Name:
2. Contact Person: Phone #:  
3. Address:
4. Purpose of Subcontract:
5. Amount of Subcontract: $
6. Term: Start Date / / End Date / / 
7. Does the subcontract exceed $25,000? Yes No 
8. Is the length of the subcontract over three (3) months? Yes No 

If you checked off YES for Questions 7 AND 8, this subcontract IS SUBJECT 

TO THE LWO. Continue onto Part B. 

If you checked off NO for any questions 7 OR 8, this subcontract is NOT 

SUBJECT TO THE LWO. Continue to fill in Part A for additional subs below. 

1. Subcontractor Name:
2. Contact Person: Phone #:  
3. Address:
4. Purpose of Subcontract:
5. Amount of Subcontract: $
6. Term: Start Date / / End Date / / 
7. Does the subcontract exceed $25,000? Yes No 
8. Is the length of the subcontract over three (3) months? Yes No 

If you checked off YES for Questions 7 AND 8, this subcontract IS SUBJECT 

TO THE LWO. Continue onto Part B. 

If you checked off NO for any questions 7 OR 8, this subcontract is NOT 

SUBJECT TO THE LWO. 

SECTION III: SUBCONTRACTS SUBJECT TO THE LWO (AND MAY BE ELIGIBLE FOR EXEMPTIONS) 

1) If you checked off any boxes in Part B, your Subcontractor(s) is subject to the LWO, but may qualify for an LWO exemption.
Review the exemptions below, and have your subcontractor fill out the form in the corresponding right-hand column.

Continue to Section V, and submit this form and all supporting documentation to the Awarding Department for approval.

2) If you did NOT check any boxes in Part B or your subs DO NOT qualify for an exemption, Continue to Section IV.

EXEMPTION SUPPORTING DOCUMENTATION REQUIRED 

One-person contractors, lessee, licensee 
501(c)(3) non-profit organization 

LW 13 – Departmental Exemption Form 
http://bca.lacity.org/index.cfm?nxt=ee&nxt_body=div_occ_lwo_forms.cfm 

Occupational license required 
Collective bargaining agreement w/supersession language 

LW 10 – OCC Exemption Form 
http://bca.lacity.org/index.cfm?nxt=ee&nxt_body=div_occ_lwo_forms.cfm 

Small Business LW 26 – Small Business Exemption Form (English & Spanish) 
http://bca.lacity.org/index.cfm?nxt=ee&nxt_body=div_occ_lwo_forms.cfm 

Governmental Entity NONE REQUIRED. 

SECTION IV: SUBCONTRACTS SUBJECT TO THE LWO (AND NOT ELIGIBLE FOR EXEMPTIONS) 

Please have EACH of your Subcontractors that ARE SUBJECT to the LWO fill out the three forms below. Submit LW-6 and LW-18 
ONLY to the Awarding Department (and supporting documentation, where applicable) and RETAIN LW-5 in your office. 
1) Employee Information Form
2) Subcontractor Information Form
3) Subcontractor Declaration of Compliance Form (retain)

LW 6 - http://bca.lacity.org/index.cfm?nxt=ee&nxt_body=div_occ_lwo_forms.cfm

LW 18 - http://bca.lacity.org/index.cfm?nxt=ee&nxt_body=div_occ_lwo_forms.cfm

LW 5 - http://bca.lacity.org/index.cfm?nxt=ee&nxt_body=div_occ_lwo_forms.cfm 

SECTION V: SIGNATURE 

I understand that the Subcontractor Information provided herein is confidential and will be used by the City of Los Angeles, Office of 
Contract Compliance for the purpose of monitoring the Living Wage Ordinance. 

Print Name of Person Completing This Form Signature of Person Completing This Form 

Title Phone # Date 

AWARDING DEPARTMENT USE ONLY: 
Dept: Dept Contact: Contact Phone: Contract #: 

http://bca.lacity.org/index.cfm?nxt=ee&amp;nxt_body=div_occ_lwo_forms.cfm
http://bca.lacity.org/index.cfm?nxt=ee&amp;nxt_body=div_occ_lwo_forms.cfm
http://bca.lacity.org/index.cfm?nxt=ee&amp;nxt_body=div_occ_lwo_forms.cfm
http://bca.lacity.org/index.cfm?nxt=ee&amp;nxt_body=div_occ_lwo_forms.cfm
http://bca.lacity.org/index.cfm?nxt=ee&amp;nxt_body=div_occ_lwo_forms.cfm
http://bca.lacity.org/index.cfm?nxt=ee&amp;nxt_body=div_occ_lwo_forms.cfm


ENDNOTES FOR LWO SUBCONTRACTOR INFORMATION FORM 
1 

Non-Profit 501(c)(3) Organizations: A corporation claiming exemption under Section 10.37.1(g) of the LWO as a corporation 

organized under Section 501 (c)(3) of the United States Internal Revenue Code must provide the following additional documents 

in support of the application for exemption: 
(A) A copy of the most recent IRS letter indicating that the contractor has been recognized as a non-profit corporation

organized under section 501 (c)(3) of the United States Internal Revenue Code.
(B) An application for non-coverage or exemption, including the non-profit salary certification on the form referred to in

Appendix A. The salary certification must list the salary of the corporation’s chief executive officer (CEO), computed on an
hourly basis, and the hourly wage rate of the lowest paid worker in the corporation. The salary of the CEO, when computed
on an hourly basis, must be less than eight (8) times what the lowest paid worker is paid on an hourly basis. For purposes of
this exemption, the “chief executive officer (CEO)” means the CEO of the 501(c)(3) corporation that entered into the
agreement

2 
One-Person Contractor: A contractor may apply for exemption under Section 10.37.1(f) of the LWO if that contractor has no 

employees. The one-person contractor shall submit an application for non-coverage or exemption to the awarding authority on 

the form referred to in Appendix A with the appropriate one-person contractor certification. If, subsequent to the approval of the 

exemption application, the contractor hires any employees, the exemption is no longer valid. Any employee the contractor hires 

becomes covered by the LWO to the extent that the employee performs work on the City agreement. In such cases, the contractor 

shall notify the awarding authority of the change in circumstances and submit to the awarding authority all the necessary forms 

to comply with the LWO reporting requirements, including the employee and subcontractor information forms. 

3 
Exemption by Collective Bargaining Agreement – LAAC 10.37.12: An employer subject to provisions of the LWO may, by 

collective bargaining agreement (CBA), provide that the CBA, during its term, shall supersede the requirements of the LWO for 

those employees covered by the CBA. The provisions of the LWO should not be interpreted to require an employer to reduce the 

wages and benefits required by a collective bargaining agreement. All parties to the CBA must specifically waive in full or in part 

the benefits required by the LWO. An employer applying for this exemption shall submit a copy of the CBA. If the CBA does not 

specifically indicate that the LWO has been superseded, the employer shall submit written confirmation from the union 

representing the employees working on the agreement that the union and the employer have agreed to let the CBA supersede the 

LWO. 

(A) Provisional Exemption from LWO during negotiation of CBA: An employer subject to the LWO may apply for Provisional

Exemption from the LWO if the employer can document that: (1) the union and the employer are currently engaged in

negotiations regarding the terms of the CBA; and (2) the issue of allowing the CBA to supersede the LWO has been proposed

as an issue to be addressed during the negotiations. If granted, Provisional Exemption status is valid until the end of the

negotiation process, including, if applicable, impasse resolution proceedings. During the negotiation process, the employer shall

provide, upon request from the OCC, status reports on the progress of negotiations. At the end of the negotiation process, the

employer shall provide the OCC with a copy of the final CBA to verify whether the LWO has been superseded, and the effective

dates of the CBA.

(i) If the final CBA signed by the employer and the union supersedes the LWO, the employer shall be considered to be

exempt from the LWO’s wage and benefits provisions for the time period covered by the effective dates of the

superseding CBA. The employer remains subject to all applicable provisions of the LWO for the time period not

covered by the superseding CBA. If the employer has not complied with the LWO requirements during the time period

not covered by the superseding CBA, the employer shall be required to make retroactive corrections for any period of

non-compliance, which may include making retroactive payments to affected employees for the relevant periods of

non-compliance.

(ii) If the final CBA signed by the employer and the union does not supersede the LWO, the employer shall be required to

comply with all applicable LWO requirements, including the wage and benefits provisions. Compliance shall also be

required retroactively to the date that the employer first became subject to the LWO. If necessary, the employer shall

provide retroactive payments to affected employees for any time period during which the employer did not comply

with the LWO.

4 
Occupational license - LAAC 10.37.1(f): Exemptions for Employees Requiring Occupational Licenses: If an employer 

claims that the LWO does not apply to an employee pursuant to section 10.37.1(f) because an occupational license is required of 

the employee to perform the work, the employer shall submit to the awarding authority, along with the application for non-

coverage or exemption, a list of the employees required to possess an occupational license, the type of occupational license 

required, and a copy of the occupational license itself. An exemption granted under this provision exempts only the employee 

who must possess an occupational license to perform work on the City agreement. If an occupational license is not required of an 

employee to perform the work, the employee remains covered by the LWO. 

5 
Small Business Exemptions for Public Lessees and Licensees – LAAC 10.37.1(i): A public lessee or licensee claiming 

exemption from the LWO under section 10.37.1(i) shall submit the small business application for exemption form referred to in 



Appendix A along with supporting documentation to verify that it meets both of the following requirements: 

The lessee’s or licensee’s gross revenues from all business(es) conducted on the City premises for the calendar year prior to the 

date of the application for exemption do not exceed the gross annual revenue amount set by the LWO in Section 10.37.1(i). That 

gross revenue amount shall be adjusted annually according to the requirements of the LWO. The gross revenue amount used in 

evaluating whether the lessee or licensee qualifies for this exemption shall be the gross revenue amount in effect at the time the 

OCC receives the application for exemption. 

A public lessee or licensee beginning its first year of operation on a specific City property will have no records of gross annual 

revenue on the City property. Under such circumstances, the lessee or licensee may qualify for a small business exemption by 

submitting proof of its annual gross revenues for the last tax year prior to application no matter where the business was located, 

and by satisfying all other requirements pursuant to these regulations and the LWO. 

A lessee or licensee beginning its first year of operation as a business will have no records of gross annual revenue. Under such 

circumstances, the lessee or licensee may qualify for a small business exemption by satisfying all other requirements pursuant to 

these regulations and the LWO. 

(A) The lessee or licensee employs no more than seven (7) employees.

(i) For purposes of this exemption, a lessee or licensee shall be deemed to employ a worker if the worker is an employee of a

company or entity that is owned or controlled by the lessee or licensee, regardless of where the company or entity is located;

or if the worker is an employee of a company or entity that owns or controls the lessee or licensee, regardless of where the

company or entity is located.

Whether the lessee or licensee meets the seven (7) employee limit provided for in Section 10.37.1(i) of the LWO shall be 

determined using the total number of workers employed by all companies or businesses which the lessee or licensee owns 

or controls, or which own or control the lessee or licensee. Control means that one company owns a controlling interest in 

another company. 

(ii) If a business operated by the lessee or licensee is part of a chain of businesses, the total number of employees shall include

all workers employed by the entire chain of businesses unless the business operated by the lessee or licensee is an

independently owned and operated franchise.

(iii) A public lessee or licensee shall be deemed to employ no more than seven (7) employees if its entire workforce (inclusive

of those employees falling within the guidelines stated in subsections (i) and (ii) immediately above) worked an average

of no more than 1,214 hours per month for at least three-fourths of the time period that the revenue limitation provided

for in section 10.37.1(i) is measured.

Until the OCC approves the application for exemption, the lessee or licensee shall be subject to the LWO and shall comply with its 

requirements. If the OCC approves the application, the lessee or licensee shall be exempt from the requirements of the LWO for a 

period of two years from the date of the approval. The exemption will expire two years from the date of approval, but may be 

renewable in two-year increments upon meeting the requirements. 

6 
Governmental Entities – LAAC 10.37.1(g): Agreements with governmental entities are exempt from the requirements of the 

LWO. If an agreement is exempt from the LWO because the contractor is a governmental entity, subcontractors performing 

work for the governmental entity on the agreement are also exempt. 



LW-26A 

LWO – OCC SMALL BUSINESS EXEMPTION 
APPLICATION 

EXEMPTION THAT REQUIRES OCC APPROVAL 

This application for exemption is for lessees and licensees only and must be submitted along with your proposal/bid/submission of 

qualfication to the AWARDING DEPARTMENT. If approved, it will EXPIRE TWO (2) YEARS from the date of approval. This 

may be renewable in two (2) year increments upon meeting the requirements. INCOMPLETE SUBMISSIONS WILL BE 

RETURNED. 

Los Angeles Administrative Code 10.37, the Living Wage Ordinance (LWO), presumes all City contractors (including service contractors, 

subcontractors, financial assistance recipients, lessees, licensees, sublessees and sublicensees) are subject to the LWO unless an exemption applies. 

TO BE FILLED OUT BY THE CONTRACTOR: 

1. Company Name: Phone Number: 

2. Company Address:

3. Are you a Subcontractor? Yes No  If YES, state the name of your Prime Contractor: 

4. STATE the total number of businesses you have (inside and outside the City of Los Angeles premises):

5. STATE the total number of businesses you have inside the City of Los Angeles premises only:

SECTION I: BUSINESS INFORMATION 

CHECK OFF ONE BOX IN PART A THAT BEST DESCRIBES YOUR BUSINESS AND ATTACH DOCUMENTATION LISTED IN PART B: 

PART A PART B: 
SUPPORTING DOCUMENTATION REQUIRED 

I am a lessee or licensee beginning my first year of 

operation as a business. 

None Required. 

I have other businesses, but this is my first year of 

operation on City premises. My gross annual revenues for 

all of my businesses are less than $440,792 (as of July 1, 

2008) for the 2007 calendar year. 

ATTACH 2007 IRS Tax Returns listing gross revenues for ALL of your 

business(es). 

I have (a) business(es) on City premises, and my gross 

annual revenues from all my business(es) on City premises 

are less than $440,792 (as of July 1, 2007) for the 2008 

calendar year. 

ATTACH 2007 IRS Tax Returns listing gross revenues for ALL of your 

business(es) ON CITY PREMISES. 

If you DID NOT check off ANY boxes in PART A, your company IS NOT ELIBIGLE FOR AN EXEMPTION. 

If you checked off ANY boxes in PART A, continue to Section II. 

SECTION II: EMPLOYEE INFORMATION 

CHECK OFF ANY BOX(ES) IN PART C THAT BEST DESCRIBE YOUR BUSINESS AND ATTACH DOCUMENTATION LISTED IN PART D: 

PART C PART D: 
SUPPORTING DOCUMENTATION REQUIRED 

I have LESS than Seven (7) employees in the entire 

company (inside AND outside the City of Los Angeles 

premises). 

My company’s workforce worked an average of no 

more than 1,214 hours per month for at least three- fourths 

of the calendar year. 

Submit a completed Employee Worksheet for Small Business Exemption (Form 

OCC/LW-26B). Information on the Employee Worksheet may subsequently 

require verification through payroll records. 

OR 

Payrolls for the nine (9) months you would like to have reviewed. 

If you DID NOT check off ANY boxes in PART C, your company IS NOT ELIGIBLE FOR AN EXEMPTION. 

If you checked off ANY box in PART C, ATTACH supporting documentation, SIGN, AND SUBMIT EXEMPTION FORM. 

By signing, the contractor certifies under penalty of perjury under the laws of the State of California that the information submitted in support of 

this application is true and correct to the best of the contractor’s knowledge. 

Print Name of Person Completing This Form Signature of Person Completing This Form 

Title Phone # Date 

ANY APPROVAL OF THIS APPLICATION EXEMPTS ONLY THE LISTED CONTRACTOR FROM THE LWO DURING THE PERFORMANCE OF THIS 

CONTRACT. A SUBCONTRACTOR PERFORMING WORK ON THIS CONTRACT IS NOT EXEMPT UNLESS THE OFFICE OF CONTRACT 

COMPLIANCE HAS APPROVED A SEPARATE EXEMPTION FOR THE INDIVIDUAL SUBCONTRACTOR.
AWARDING DEPARTMENT USE ONLY: 

Dept: Dept Contact: Contact Phone: Contract #: 

OCC USE ONLY: 

Approved / Not Approved – Reason: _ 

By OCC Analyst: Date:  

Form OCC/LW-26A, Rev. 06/08 OFFICE OF CONTRACT COMPLIANCE, EEOE SECTION: (213) 847-2625 



LW-26B 

LWO – OCC SMALL BUSINESS EXEMPTION EMPLOYEE WORKSHEET 

EXEMPTION THAT REQUIRES OCC APPROVAL TO BE VALID 

This worksheet must be completed for EACH company or business for which you have a controlling interest, whether or not it is on City premises. 

You may COPY THIS FORM as necessary for EACH company. Include the names of ALL PERSONS employed by EACH company, and the 

number of hours worked each month for the current year. ATTACH this form(s) to LW-26A. 

1. Company Name: Company Phone: 

2. Company Address:

3. Enter # of Hours worked: HOURS WORKED 

EMPLOYEE NAME JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC TOTAL 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

4. TOTAL HOURS 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 

5. Check each box indicating

which nine (9) months you

would like be reviewed:

6a. TOTAL HOURS for the nine (9) months selected in 5 above : 5,800.00 6b. DIVIDE 6a by 9: 644.444444 6c. Is 6b less than 1,214? YES NO 

7. If 6c is NO, then this contract IS NOT ELIGIBLE FOR AN EXEMPTION. If 6c is YES, SIGN and ATTACH this form to LW-26A. 

I certify under penalty of perjury that the information herein is true and correct to the best of my knowledge. I will provide further documentation and proof upon request.  I understand 

that the submission of false information may lead to the revocation of any approved exemption. 

Print Name of Person Completing this Form Signature of Person Completing this Form 

Title Phone # Date 

ANY APPROVAL OF THIS APPLICATION EXEMPTS ONLY THE LISTED CONTRACTOR FROM THE LWO DURING THE PERFORMANCE OF THIS CONTRACT. A SUBCONTRACTOR 

PERFORMING WORK ON THIS CONTRACT IS NOT EXEMPT UNLESS THE OFFICE OF CONTRACT COMPLIANCE HAS APPROVED A SEPARATE EXEMPTION FOR THE INDIVIDUAL 

SUBCONTRACTOR. 

Form OCC/LW-26B, Rev. 06/08 OFFICE OF CONTRACT COMPLIANCE, EEOE SECTION: (213) 847-2625 



Unless otherwise exempt, in accordance with the provisions of the DO/DBWCO, any contract awarded 

pursuant to this RFB will be subject to the DO/DBWCO, Section 10.41 of the Los Angeles Administrative 

Code. 

Respondents seeking additional information regarding the requirements of the DO/DBWCO may visit 

the Bureau of Contract Administration’s web site at http://bca.lacity.org. 

Disclosure of Border Wall Contracting Ordinance (DBWCO) 
The DBWCO requires that City Contractors disclose all contracts, proposal/bid/submission of qualification to provide 

goods or services for the design, construction, operation or maintenance of a federally funded wall, fence or other 

barrier along the border between the United States and Mexico.  

For more details, see the link below: https://bca.lacity.org/Disclosure-of-Border-Wall-Contracting-Ordinance 

Slavery Disclosure Ordinance (SDO) 

The SDO requires that City Contractors disclose whether their company had any participation, investments, 

or profits derived from slavery during the Slavery Era (prior to 1865). https://bca.lacity.org/slavery-

disclosure-ordinance-sdo 

INSTRUCTIONS: 

The selected Respondent shall electronically sign and complete the Slavery/Border Wall 

Disclosure Ordinance Affidavit (one [1] page) available on the City of Los Angeles’ 

Regional Alliance Marketplace for Procurement (RAMPLA) residing at www.rampla.org prior 

to the award of a City contract. If the respondent is exempt from this requirement, then the 

DO/DBWCO form shall be completed and submitted with the response. 

SECTION U

SLAVERY/BORDER WALL DISCLOSURE AFFIDAVIT 

http://bca.lacity.org/
https://bca.lacity.org/slavery-disclosure-ordinance-sdo
https://bca.lacity.org/slavery-disclosure-ordinance-sdo
http://www.labavn.org/






Equal Benefits Ordinance 

Bidders/Proposers are advised that any contract awarded pursuant to this procurement process shall be subject 

to the applicable provisions of Los Angeles Administrative Code Section 10.8.2.1, Equal Benefits Ordinance 

(EBO).  

The selected Respondent shall electronically sign and complete the Equal Benefits Ordinance Affidavit 

(two (2) pages) available on the City of Los Angeles’ Regional Alliance Marketplace for Procurement 
(RAMPLA) residing at www.rampla.org prior toaward of a City contract valued at $5,000. The Equal 

Benefits Ordinance Affidavit shall be valid for a period of twelve months from the date it is 

first uploaded onto the City’s RAMPLA. Bidders/Proposers do not need to submit supporting 

documentation with their proposal/bid/submission of qualification. However, the City may request 

supporting documentation to verify that the benefits are provided equally as specified on the Equal 

Benefits Ordinance Affidavit.

Bidders/Proposers seeking additional information regarding the requirements of the Equal Benefits 

Ordinance may visit the Bureau of Contract Administration’s web site at http://bca.lacity.org.. 

SECTION V

EQUAL BENEFITS ORDINANCE COMPLIANCE AFFIDAVIT/ 

FIRST SOURCE HIRING ORDINANCE 



First Source Hiring Ordinance 

Unless approved for an exemption, contractors under contracts primarily for the furnishing of 

services to or for the City, the value of which exceeds T w e n t y - F i v e  T h o u s a n d  D o l l a r s  

( $25,000.00) with a term of at least three (3) months, and certain recipients of City Loans or 

Grants, shall comply with the provisions of Los Angeles Administrative Code Sections 10.44 et 

seq., First Source Hiring Ordinance (FSHO). Bidders/Proposers shall refer to the "First Source Hiring 

Ordinance" for further information regarding the requirements of the Ordinance. 

All Bidders/Proposers shall complete and upload the First Source Hiring Ordinance Affidavit (two 

[2] pages) available on the City of Los Angeles' Regional Alliance Marketplace for Procurement 
(RAMPLA) at www.rampla.org prior to award of a City contract. The First Source Hiring 

Ordinance Affidavit shall be valid for a period of twelve months from the date it is first uploaded 

onto the City's RAMPLA.

Bidders/Proposers seeking additional information regarding the requirements of the First Source 

Hiring Ordinance may visit the Bureau of Contract Administration's web site at http://bca.lacity.org.  

The Anticipated Job Opportunities Form (FSH0-1) shall only be required if there are anticipated 

job opportunities; this document is only required of the award proposer. 

INSTRUCTIONS: 

a. All proposers: Complete and upload the First Source Hiring Ordinance Affidavit at 
www.rampla.org.

b. Awarded proposer:  Complete the Anticipated Job Opportunities Form (FSH0-1) ONLY 
if there are anticipated job opportunities. 

http://www.labavn.org/
http://www.labavn.org/
http://www.labavn.org/
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