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TRANSMITTAL: REQUEST FOR AUTHORITY TO RELEASE A REQUEST FOR PROPOSALS 
(RFP) FOR TENANT OUTREACH AND EDUCATIONAL SERVICES FOR THE CITY'S RENT 
ESCROW ACCOUNT PROGRAM (REAP) AND UTILITY MAINTENANCE PROGRAM (UMP) 

SUMMARY 

Los Angeles Housing Department (LAHD) seeks authority to issue a new Request for Proposals (RFP) 
for the selection of Tenant Outreach contractors for the Rent Escrow Account Program (REAP) and the 
Utility Maintenance Program (UMP). REAP and UMP are LAHD enforcement tools meant to encourage 
landlords to maintain their properties and to bring properties that have existing Housing Code violations 
to compliance. Under these programs, tenants have the option to submit their rent payments directly to 
the City, instead of the landlord, for placement into an escrow account until property violations are 
remedied. The outreach program was initiated in 1997 to educate elig ible tenants about the REAP and 
UMP with the assumption that tenants would be more willing to participate if they understood the 
purpose and benefits of the programs. Increased tenant participation in REAP/UMP is intended to 
motivate landlords to immediately repair their properties. In addition, the City is able· to recover 
administrative costs incurred to support the programs through fees. Issuance of a new RFP will enable 
LAHD to continue tenant-focused outreach services in order to educate tenants regarding their rights 
and responsibilities under REAP/UMP and thereby increase the likelihood of their voluntary 
participation in the programs; and , once requested, provide advisory opinion upon completion of repairs 
to landlords/property owners. Continued UMP outreach will aid the City is reducing tenant constructive 
evictions due to non-payment of utilities and also increase collection of delinquent Los Angeles 
Department of Water and Power bills. 
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Six contractors currently operate the outreach for REAP/UMP at a total annual cost of $525,000. Five 
contractors provide outreach services primarily to the tenants and one contractor provides customized 
outreach services to landlords and property owners. The Tenant Outreach contractors also provide 
services to landlords. The Tenant Outreach contracts will expire on June 30, 2012 with no further 
renewal options. Due to the current tight housing market, tenants who are displaced have difficulties 
finding affordable replacement housing. This is particularly traumatic for seniors, disabled persons, and 
other households on limited incomes. The Department's use of contractors to perform tenant outreach 
services has given LAHD the flexibility to meet the needs of both landlords and tenants, while keeping 
costs down through efficient use of available staff and resources. 

A copy of this transmittal, along with the draft of the RFP has been forwarded to the City Attorney for 
concurrent review and approval as to form. 

RECOMMENDATIONS 

The General Manager, LAHD, respectfully recommends that the Mayor: 

The LAHD General Manager further recommends that the City Council, subject to the approval of the 
Mayor, take the following actions: 

1. AUTHORIZE the General Manager of LAHD, or designee, to issue and release a Request for 
Proposals (RFP) for Tenant Outreach Services contractors for the Rent Escrow Account 
Program and Utility Maintenance Program in substantial conformance with the draft RFP 
included as Attachment II of this transmittal, subject to the approval of the City Attorney as to 
form, to commence on or about July 1, 2012 for a one-year period with an option to extend for 
two additional periods of up to one year each subject to contractor performance and availability 
of funds. 

2. DIRECT the General Manager of LAHD, or designee, to assess the responses of the subject 
RFP and submit the results with recommendations to the Mayor and City Council, including 
funding levels and necessary implementing instructions. 

BACKGROUND 

In 1988, the City Council and the Mayor, increasingly concerned with the deterioration of rental housing 
in the City, established the Rent Escrow Account Program (REAP) whereby tenants could voluntarily 
place their rents into a City-administered escrow account in lieu of paying the landlord when the 
landlord had refused or consistently failed to correct cited deficiencies (C. F. 87-1 084-S2; Ordinance No. 
164205). Shortly thereafter, the Council and the Mayor also adopted the Rent Reduction Program 
(RRP), which consisted of a schedule of rent reductions that corresponded to reductions of housing 
services that rendered a rental unit untenantable under California Civil Code Section 1941.1 (C.F. 87-
1 084-S2; Ordinance No. 164496). The REAP/RRP programs proved extremely effective in motivating 
landlords to remedy violations of the City's Housing Code and bring their buildings up to at least 
minimum standards of habitability when tenants participated in REAP. 

In 1993, the City Council and Mayor strengthened protections for tenants participating in the REAP 
program and provided for expedited inclusion of properties where there was an imminent threat to the 
health and safety of tenants (C.F. 93-1850). In 1997, the City established an outreach program for 
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REAP and contracted with three community-based organizations for the provision of educational and 
outreach services to tenants residing in subject buildings to increase the likelihood of their participation ·~· 
in REAP (C.F. 93-1850-81). That same year, the City Council and Mayor expanded the REAP program 
to include properties referred under the Utility Maintenance Program (UMP), which focuses on 
properties where tenants were threatened with utility shut off because of the property owner's 
delinquency in payment to the LADWP. 

In February 1999, the Mayor and City Council directed the General Manager of LAHD to issue an RFP 
to contract for outreach services to tenants residing in rental units subject to the REAP and UMP. 
Based on the results of the RFP, a contract was initiated with Inner City Law Center in April 2000 (CF 
97-1303-34). The Mayor and City Council added contracts for lnquilinos Unidos and Los Angeles 
Center for Law and Justice in October 2000 (C.F. 99-2036). In 2000 the Mayor and City Council also 
added to the scope of work of the contractors to have tenants contacted before REAP properties are 
referred to the City Council for termination consideration. 

In addition, the City Controller made recommendations to increase the use of outreach contractors 
through audits of both REAP and UMP in December 2001 and May 2002, respectively. It was 
suggested that expanded outreach contact efforts would better educate tenants about the programs 
and increase their participation. This participation would serve as a strong financial disincentive to 
landlords/property owners who would then be encouraged to remedy outstanding violations or resolve 
outstanding utility bills. For these reasons and due to the tremendous growth resulting from the 
ordinance modifications approved by the Mayor and City Council in April 2001 and also the overall 
increase in inspections performed by the City's Systematic Code Enforcement Program (SCEP), 
contracts were added for Coalition for Economic Survival and Los Angeles Housing Law Project in July 
2003. 

LAHD has continued contracting with five organizations for REAP/UMP outreach services by 
conducting competitive selecting processes (C.F. 02-2426 and 09-0404). In January 2011, LAHD was 
authorized to add a Landlord-only Outreach contractor using existing funding, increasing the total 
number of contractors to six (C.F. 09-0404-82). The Tenants Outreach contracts will expire on June 30, 
2012, with no further options for annual contract extensions. The proposed .RFP would enable LAHD to 
continue to use the services of contractors to provide tenant outreach for REAP and UMP, which would 
support the Department's continuing efforts to improve rental housing conditions and achieve high level 
tenant participation in each program. 

The five existing tenant outreach contractors provide citywide REAP and UMP tenant outreach services 
with focus on high-risk areas where there is the existence of outstanding utility delinquencies; poor 
property and building maintenance; or, a history of code violations. The contractors conduct an average 
of three visits for each property referred to them. In addition, the contractors are responsible for 
providing LAHD and the property owners with their advisory opinion regarding completion of the work. 
Tenant outreach contractors must also assist the landlords and property owners in conflict resolution 
with tenants and expedite closing of the REAP case by facilitating access to the units for repair work to 
be done when tenant/landlord conflicts cause difficulties accessing the unit. As part of the new RFP, the 
tenant outreach contractors will be required to periodically meet with the prominent landlord 
organizations to discuss tenant-landlord issues, and strive to reach a thorough understanding of the 
issues in order to reach a resolution. 

In 2010, 806 new cases were referred to the five contractors and they were instrumental in closing 937 
new and existing cases, representing more than 3,750 units. 

.• i 
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The Department has benefited from its partnerships with community based organizations in the delivery 
of outreach services for two reasons. First, the work requires specialized knowledge and expertise in -~· 
the areas of affordable and rent-stabilized housing for the provision of time-sensitive services. These 
services are bilingual and available during evenings and weekends. Also, the costs of contracting for 
services are significantly lower than hiring City staff to perform the work. Since the contracted outreach 
services are paid from funds derived from REAP administrative fees, a fee increase would be required 
to cover any cost increases. A recent in-house analysis revealed that the costs of services would rise to 
almost three times the cost for contractual services. 

REQUEST FOR PROPOSAl {RFP} PROCESS 

This RFP will solicit qualified community based organization(s) to provide increased REAP and UMP 
Tenant Outreach Services. 

The Department proposes to execute new contracts with one or more organizations to commence on or 
about July 1, 2012 for a one-year period with an option to extend for two additional periods for up to 
one year each, for a total not to exceed three years, subject to contractor performance, availability of 
funding and approval by the Mayor and City Council. The RFP will be posted on the LAHD, Business 
Assistance Virtual Network and the City's websites and will be advertised in local newspapers. In 
addition, current REAP and UMP contractors as well as Minority Business EnterpriseNVomen Business 
Enterprise trade associations will be notified. 

Applicants for the REAP/UMP Outreach Services must satisfy the following conditions: 

1. Must be in good standing with any regulatory oversight agencies; 

2. Do not have any disallowed or outstanding debts to the City of Los Angeles; 

3. Are qualified to conduct business in the State of California; 

4. Have at least three (3) years experience performing outreach and educational services for low and 
moderate income tenants (as individuals or in groups) with respect to landlord/tenant law; and 
related experience related to REAP and UMP; 

5. Have the ability to put an effective tenant outreach program into operation at the beginning of the 
contract term; 

6. Are able to offer services in both English and Spanish, at mm1mum, and arrange translation 
services for other languages as needed. It is desirable for all applicants to have conflict resolution 
experience between landlords and tenants to resolve disputes while remaining as neutral as 
possible; 

7. Have not been determined to be non-responsible or been debarred by the City pursuant to the 
Contractor Responsibility Ordinance; 

8. Have not been debarred by the federal government, State of California or local government; 

9. If a corporation or limited liability company, the proposer must be in good standing with the 
Secretary of State; and, 

·,.f 
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10. If the proposer has contracted with the State of California or the City of Los Angeles, it does not 
have an outstanding debt that has not been repaid or for which a repayment agreement plan has 1! 

not been implemented. If it has contracted with LAHD, it must not have an outstanding disallowed 
cost or other liability to the City. 

All applications will be reviewed by a team of panelists with particular expertise in the respective service 
program category. Each application will be evaluated on its own merit for content, responsiveness, 
conciseness, clarity, relevance, cost and adherence to the instructions in the RFP. 

The criteria for evaluating proposals shall include the following: 

Area Description Points 

1 
Demonstrated a commitment to the operation and 

10 
jurisdiction of the pertinent enforcement agencies. 

Demonstrated a commitment to the REAP, UMP, 
2 Urgent Repair Program and the tenant outreach 10 

program goals and objectives. 

3 
Quality and creativity of outreach program concepts 

30 
and strategy. 

Demonstrated ability to produce quality deliverables 
on-time and on-budget as evidenced by past 

4 performance, including experience and 30 
qualifications of project manager, key personnel, 
and subcontractors. 

Proposed budget, allocation of costs, and use of 

5 
available resources to maximize the effectiveness of 

20 
the property owner outreach and education 
program. 

Total Points 100 

The City will notify all applicants in writing of the results of the proposal evaluations. Applicants may 
appeal procedural issues only by submitting a letter to the LAHD within five working days of receiving 
notification. Appeals will be reviewed before a panel headed by the General Manager of the LAHD, or 
designee, and at least two other persons with experience in the relevant program category. The City 
Council and the Mayor will exercise final authority in the selection of the contractor(s), as well as the 
allocation of funds to be awarded through this RFP. 

FISCAL IMPACT 

There is no impact to the General Fund. There are no financial commitments required at this time. All 
subsequent contracts resulting from the Request for Proposals will be funded from the Code 
Enforcement Trust Fund and the Rent Stabilization Trust Fund. 
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Attachment I 

Tenant Outreach and Educational Services for the City's Rent Escrow Account Program 
(REAP) and Utility Maintenance Program (UMP) Request for Proposals (RFP} 

SCOPE OF WORK 

The Contractor will provide outreach and educational services to the tenants whose units are 
included in the referral from LAHD to either the REAP or UMP; and, provide advocacy through 
counseling and technical assistance with matters directly related to REAP and UMP, including 
but not limited to explaining provisions of REAP and UMP ordinances and regulations. The 
Contractor is expected to work closely with Landlord organizations and facilitate in resolving 
conflicts between tenants and landlords. The Contractor may also be required to perform data 
entry in any existing/requested LAHD information system. 

Specific deliverables for implementing the REAP and UMP Outreach Program will be identified 
by the organization(s) awarded the contract(s). These deliverables will be approved by the 
Housing Department and included in the contract. In addition, the contractor shall provide the 
following: 

WORK PLAN 

The bidder shall describe a plan for the provision of services as outlined below: 

1. Outreach Methodology. Annually, provide a LAHD-approved work plan outlining the 
outreach methodology including staff and detail that shall successfully inform and 
educate tenants about the REAP and UMP, as well as create the utmost tenant 
participation in REAP and UMP. This work plan should include a basic strategy of how 
the outreach services shall be provided. The work plan shall include detailed 
methodology of the Outreach Program including, but is not limited to the following: 
holding on-site meetings with tenants; disseminating information via telephone calls, 
U.S. postal mailings, and e-mail; developing seminars and group training sessions for 
outreach programs; and, developing benchmarks for tenant participation. The 
benchmark goal for tenant participation in REAP/UMP shall be set at an average of 45%. 
The Contractor shall use a formula prescribed by LAHD to calculate tenant participation 
rate. The Contractor shall also be responsible for conducting a minimum of three site 
visits, per property placed in REAP, during the duration of cases. The Contractor shall 
make evening and weekend schedules available for provision of services under this 
Agreement. 

2. Client Services. Provide counseling and technical assistance with matters directly 
related to REAP and UMP, including but not limited to: assistance in calculating 
applicable rent reductions; completing payment coupons; providing clarification of 
Department correspondence; explaining provisions of REAP and UMP ordinances and 
regulations to eligible tenants; and, assist in resolving tenant-landlord conflict resolution. 

3. Multilingual Services. Provide translators and bilingual educational materials in English 
and the dominant language(s) identified by the Contractors for all site visits and/or 
meetings at any individual building. 

1 



4. Staff Communication. The Contractor must maintain close contact with REAP and UMP 
Section case analysts, LAHD inspectors, and senior staff for information and updates on 
building and tenant-related matters, including, but not limited to: owner progress toward 
the correction of habitability deficiencies; unlawful detainers; and, allegations of 
harassment. 

5. Collaborative Relationships. The Contractor must work collaboratively with the Landlord 
Outreach Contractor to reach conflict resolutions which result in expedited compliance 
and removal of the properties from REAP. 

6. Referral Services. The Contractor must refer matters not associated with this program 
to appropriate entities such as the Department of Consumer Affairs, an appropriate legal 
aid organization, and various citing agencies, including the LAHD, the Department of 
Building and Safety, the Los Angeles City Fire Department, and the Los Angeles County 
Department of Health Services. 

7. Assignment and Closure of Cases. Cases will be assigned to the Contractor when the 
LAHD determines that the property or dwelling unit is accepted into the REAP or UMP. 
The Contractor will provide outreach and educational services to the tenants who reside 
within the subject property and whose units are included in the referral. 

Before case closure, LAHD will request the Contractor to prepare a closeout report for 
each case that exits the REAP program. The report must outline the outreach efforts 
undertaken at that property and the progress from assignment to case closure. The 
form, format, and content of this report will be determined by LAHD and conveyed to the 
Contractor. The Contractor may be required to perform data entry in any 
existing/requested LAHD information system. The Contractor's assessments shall be 
strictly advisory to LAHD who shall substantively and independently review all contractor 
assessments. Although ultimate case closure is the determination of the LAHD, the 
Contractor shall be available to assist the LAHD in gaining access to the dwelling units 
assigned to the Contractor for assessing violations. 

8. Response Time Stipulations. The Contractor shall give priority a"nd respond immediately 
to urgent matters such as discontinuation of utility services due to foreclosure. The 
Contractor shall respond to inquiries received via e-mail or telephone from tenants within 
two working days of receipt of the inquiry. The Contractor shall conduct final site visits 
requested from owners within five (5) working days of receipt of the requests. 

In the case of UMP, when payment arrangements have been established between the 
property owner and the Department of Water and Power (DWP), the REAP and/or UMP 
case will be closed upon notification by DWP. The LAHD will then notify the Contractor 
to cease outreach and education activity due to the closure of the case. 

Should additional or unresolved issues or deficiencies be discovered by or brought to the 
Contractor's attention by the tenants, the matter(s) in question will be referred by the 
Contractor to the LAHD for review and appropriate action within five (5) days from the 
date of identification of the issues or deficiencies. 

9. Printed Materials. Develop and print clear, accessible, and user-friendly materials in 
English and the dominant language(s) identified by the Contractors to inform eligible 
tenants about the REAP and UMP. In addition, the Contractor shall develop printed 
materials for outreach site meetings. All printed materials must be reviewed and 
approved by the LAHD prior to use. 
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1 0. Legal Service Referrals. If, in the course of providing services under this Contract, legal 
service providers selected as Contractors are asked by tenants, owners, property 
managers, or other members of the public to provide eviction defense or other legal 
services, they must furnish the person with a City~approved list of alternative sources of 
those legal services, including the Contract agency, so that the persons requesting legal 
assistance can make an informed choice. 

11. Property Owner/Contractor Communication. In the course of providing outreach and 
educational services, when required, the Contractor shall maintain the lines of 
communication between the property owner, tenants, and the Landlord Outreach 
Contractor to ensure information clarity, and provide intermediary resolution assistance 
in an effort to reach a solution to the habitability issues listed on the referring agency's 
(refer to L.AM.C. Section 162.02- Enforcement Agency) referral to the LAHD. 

12. Reports. The Contractor shall be required to provide information and prepare reports 
documenting the progress with each case. Additionally, the Contractor may be 
requested to prepare ad hoc reports relevant to the services rendered and/or to be 
rendered in furtherance of the terms of this Contract The form, format, and content of 
the information and reports will be determined by LAHD and communicated to the 
Contractor. The Contractor should allocate resources in anticipation of the need for 
reporting. 

13. Meetings. The Contractor shall be required to attend regular meetings with the LAHD 
staff and management to communicate topics including, but not limited to the following: 
Program progress; Program issues; and, impact of the Program activities. These 
meetings will be scheduled by the LAHD. If LAHD deem necessary, the Contractor shall 
be required to attend meetings with other City entities or community meetings in relation 
to the work of the Program. 
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I. BACKGROUND 

A. ADMINISTRATIVE ENTITY 

The Los Angeles Housing Department's (LAHD) mission is to provide safe and 
livable neighborhoods through the promotion, development, and preservation of 
decent and affordable housing. 

The Department proposes, develops and implements citywide affordable housing 
policy and assists the Affordable Housing Commission and the City Council in 
evaluating the effectiveness of housing-related public policies and programs. LAHD 
also administers the City's Rent Stabilization Ordinance, which protects tenants from 
excessive rent increases, while at the same time allowing the landlords a reasonable 
return on their investments. Additionally, the department oversees the Systematic 
Code Enforcement Program, which prevents the development of and remediates 
dangerous, substandard and/or unsanitacy and defici$nt conditions in residential 
buildings and dwelling units. The department manages City housing programs 
including home rehabilitation, tax credit development, tax-exempt bond activity, 
home ownership, and the Operation Healthy Neighborhoods program. In addition, 
LAHD is involved in a wide range of special housing-related activities for the 
disabled, persons with AIDS, and victims ofdomestic violence. 

The Housing Department (LAHD) administers the Rent Escrow Account Program 
(REAP) and the Utility Maintenance Program (UMP) for the City and serves as the 
administrative entity for this Request for Proposals (RFP). The Housing Department 
has been authorized to release this RFP, by the City Council and the Mayor (refer to 
Council File Number xx-xxxx dated xx/xx/xxxx). 

B. OVERVIEW 

In 1997, the City established REAP to address the growing problem of health and 
safety violations in substandard rental properties. Properties with outstanding 
Housing Code violations~re referred to the program through various means. Once 
referred, landlords are gi{ien an opportunity to appeal the decision through a General 
Manager's Hearing. lfJandlords choose not to appeal or the General Manager's 
Hearing Officer upqolds the Department's decision to refer the property to REAP, the 
property is accepted into the program. REAP includes a rent reduction component 
which establishes reduced rents for tenants living in the units with outstanding 
violations (or all units in a building when violations are found in common areas). The 
rent reductions are based on the number and severity level of the violations cited on 
the property. Tenants are then given the option of paying their reduced rent into an 
escrow account administered by LAHD. Landlords and tenants can request a 
release of funds from the escrow account to pay for repairs or utilities. The amounts 
available for release are limited to the amount deposited for that property into the 
escrow account 
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Once this contract is executed, properties accepted into REAP will have two 
contractors assigned to it. Both contractors will conduct site visits and provide 
outreach and educational services: one to the tenants and the other to the landlord. 
Landlords will be encouraged to remove existing violations quickly and bring their 
properties into compliance with the Housing Codes, and will also be given resource 
information to assist in that effort. Tenants are encouraged to participate in the 
program, and are assisted by being educated about their rights and responsibilities 
under REAP/UMP. 

When all violations are remedied and the property is in compliance, an LAHD Case 
Manager will submit a closure notice to the REAP Unit. REAP staff will then contact 
other agencies including the County Health Department, Fire and Building and 
Safety to determine if there are other outstanding orders against the property. In 
addition, the Unit will contact the Department of Water and Power to determine if all 
utility bills are current. Once all of these elements are satisfied, the Unit will 
recommend to the City Council to authorize removal of the property from REAP. 

Another escrow account program established by the City is the Utility Maintenance 
Program (UMP), which is a joint effort between LAHD and the Department of Water 
and Power (DWP) to ensure that water and electric utilities on rental properties are 
maintained. When the owner of a master metered apartment building, which is 
within the jurisdiction of the Rent Stabilization Ordinance, fails to pay the water and 
electric bills and is at risk of service shut"-off, DWP may refer the property to the 
UMP. In the same. manner that a property is placed into REAP, the landlord is 
officially notified by the LAHD Hearings Unit that his/her property is accepted into 
UMP, at which time the landlord has the opportunity to appeal. If the owner appeals 
the acceptance into UMP a General Manager's Hearing is scheduled and the case is 
heard. The General Manager will make a determination as to whether the property 
will be accepted into UMP based on evidence presented at the Hearing. If the owner 
does not appeal, the property is accepted into the program. An escrow account, 
which allows tenants to pay their full rent to the City, is then established. As with the 
REAP program, an Outreach Contractor will be assigned to provide services to the 
tenants, while the Outreach Contractor for landlords will be assigned the case to 
specifically perform site visits and provide educational services to landlords 
regarding their rights under UMP. The Tenant Outreach Contractor provides 
outreach and educational services to the tenants and encourages the tenants to 
participate in the program so that the funds in the escrow account can be used to 
pay for the utility bills. The funds held in escrow are used to pay DWP on a monthly 
basis, thus preventing the termination of water and utility services for tenants. The 
property remains in the UMP until DWP requests LAHD to remove the property from 
the program, the owner has paid all fees due LAHD, and there is no REAP case 
against the property. 
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The success of these programs and the subsequent improvement of rental housing 
conditions depends on tenant and landlord understanding of the programs and their 
level of involvement and participation. In view of this requirement, the City Council 
and the Mayor have authorized the Housing Department to release this Request for 
Proposal to acquire outreach services for the tenants. 
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It RFP SPECIFICATIONS 

A. PURPOSE 

The City seeks to contract with experienced housing rights organizations or 
community based organizations to develop and carry out a successful outreach 
program that will inform and educate renters about the Rent Escrow Account 
Program (REAP) and Utility Maintenance Program (UMP). The Contractor must work 
collaboratively with other REAP and UMP Outreach Program Contractors and the 
LAHD to develop methods to promote voluntary tenant participation in the REAP and 
UMP. lt is the goal of this outreach program to obtain maximum tenant participation 
in the REAP and UMP, in an effort to reduce substandard housing in the City of Los 
Angeles. The contractor must also meet and communicate with the prominent 
landlord organizations in an effort to develop a common base of understanding and 
help in the assessment of tenant-landlord issues with a goal of striving to resolve 
these issues. 

Specifically, the REAP and UMP Outreach plan must: ·· 

1. Create an awareness of the REAP with tehants in buildings or dwelling units 
accepted into REAP or UMP. 

2. Develop clear, accessible; and user;,friendly materials to inform renters about 
the REAP and UMP programs and how to participate. These outreach 
materials shall be mailed to the tenants and provided to the tenants in on-site 
meetings or workshqps. 

3. Develop a coHaporative relationship with the Landlord Outreach Contractor 
and landlord organizations to leverage resources and create a team to 
resolve landlord-tenant issues which result in the expedited removal of 
properties from REAP and further prevent them from being returned to REAP. 

B. SCOPE OFWORK 

The Contractor will provide outreach and educational services to the tenants whose 
units are included in the referral from LAHD to either the REAP or UMP; and, 
provide advocacy through counseling and technical assistance with matters directly 
related to REAP and UMP, including but not limited to explaining provisions of REAP 
and UMP ordinances and regulations. The Contractor is expected to work closely 
with Landlord organizations and facilitate in resolving conflicts between tenants and 
landlords. The Contractor may also be required to perform data entry in any 
existing/requested LAHD information system. 
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Specific deliverables for implementing the REAP and UMP Outreach Program will be 
identified by the organization(s) awarded the contract(s). These deliverables will be 
approved by the Housing Department and included in the contract. In addition, the 
contractor shall provide the following: 

WORK PLAN 

The bidder shall describe a plan for the provision of services as outlined below: 

1. Outreach Methodology. Annually, provide a LAHD~approved work plan 
outlining the outreach methodology including staff and detail that shall 
successfully inform and educate tenants about the REAP and UMP, as well 
as create the utmost tenant participation in REAP and UMP. This work plan 
should include a basic strategy of how the outreach services shall be 
provided. The work plan shall include detailed methodology of the Outreach 
Program including, but is not limited to the following: holding on-site meetings 
with tenants; disseminating information via telephone calls, U.S. postal 
mailings, and e-mail; developing seminars and group training sessions for 
outreach programs; and, developing benchmarks for tenant participation. The 
benchmark goal for tenant participation in REAP/UMP shall be set at an 
average of 50%. The Contractor shall use a formula prescribed by LAHD to 
calculate tenant participation rate. The Contractor shall also be responsible 
for conducting a minimum of three site visits, per property placed in REAP, 
during the duration of cases. The Contractor shall make evening and 
weekend schedules available for provision of services under this Agreement. 

2. Client Ser\iit:es. Provide counselingand technical assistance with matters 
directly related to REAP and UMP, including but not limited to: assistance in 
calculating applicable · rerif reductiOns; completing payment coupons; 
providing darificatiorlof Department correspondence; explaining provisions of 
REAP and UMP ordinances and regulations to eligible tenants; and, assist in 
resolving tenant;.,landlord conflict resolution. 

3. Multilingual Services. Provide translators and bilingual educational materials 
in English and the dominant language(s) identified by the Contractors for all 
site visits and/orrneetings at any individual building. 

4. Staff CommuhiCation. The Contractor must maintain close contact with REAP 
and UMP Section case analysts, LAHD inspectors, and senior staff for 
information and updates on building and tenant-related matters, including, but 
not limited to: owner progress toward the correction of habitability 
deficiencies; unlawful detainers; and, allegations of harassment. 

5. Collaborative Relationships. The Contractor must work collaboratively with 
the Landlord Outreach Contractor to reach conflict resolutions which result in 
expedited compliance and removal of the properties from REAP. 
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6. Referral Services. The Contractor must refer matters not associated with this 
program to appropriate entities such as the Department of Consumer Affairs, 
an appropriate legal aid organization, and various citing agencies, including 
the LAHD, the Department of Building and Safety, the Los Angeles City Fire 
Department, and the Los Angeles County Department of Health Services. 

7. Assignment and Closure of Cases. Cases will be assigned to the Contractor 
when the LAHD determines that the property or dwelling unit is accepted into 
the REAP or UMP. The Contractor will provide outreach and educational 
services to the tenants who reside within the subject property and whose units 
are included in the referral. 

Before case closure, LAHD will request the Contractor to prepare a closeout 
report for each case that exits the REAP program. The report must outline the 
outreach efforts undertaken at that . property and the progress from 
assignment to case closure. The form, format, and content of this report will 
be determined by LAHD and conveyed to the Contractor. The Contractor may 
be required to perform data entry in any existing/requested LAHD information 
system. The Contractor's assessments shall be strictly advisory to LAHD who 
shall substantively and independently review all contractor assessments. 
Although ultimate case closure is the determination of the LAHD, the 
Contractor shall be available to assist the LAHD in gaining access to the 
dwelling units assigned to the Contractor for assessing violations. 

8. Response Time Stipulations. The Contractor shall give priority and respond 
immediately to urgent matters such as discontinuation of utility services due to 
foreclosure. The Contractor shall respond to inquiries received via e-mail or 
telephone from tenants within two working days of receipt of the inquiry. The 
Contractor shall conduct final site visits requested from owners within five (5) 
working days of receipt of the requests. 

In the case of UMP, when payment arrangements have been established 
between the property owner and the Department of Water and Power (DWP), 
the REAP and/or LJMP case will be closed upon notification by DWP. The 
LAHD will then notify the Contractor to cease outreach and education activity 
due to the closure of the case. 

Should additional or unresolved issues or deficiencies be discovered by or 
brought to the Contractor's attention by the tenants, the matter(s) in question 
will be referred by the Contractor to the LAHD for review and appropriate 
action within five (5) days from the date of identification of the issues or 
deficiencies. 

9. Printed Materials. Develop and print clear, accessible, and user-friendly 
materials in English and the dominant language(s) identified by the 
Contractors to inform eligible tenants about the REAP and UMP. In addition, 
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the Contractor shall develop printed materials for outreach site meetings. All 
printed materials must be reviewed and approved by the LAHD prior to use. 

10. Legal Service Referrals. If, in the course of providing services under this 
Contract, legal service providers selected as Contractors are asked by 
tenants, owners, property managers, or other members of the public to 
provide eviction defense or other legal services, they must furnish the person 
with a City-approved list of alternative sources of those legal services, 
including the Contract agency, so that the persons requesting legal 
assistance can make an informed choice. 

11. Property Owner/Contractor Communication. In the course of providing 
outreach and educational services, when required, the Contractor shall 
maintain the lines of communication between the property owner, tenants, 
and the Landlord Outreach Contractor to ensure information clarity, and 
provide intermediary resolution assistance in an effort to reach a solution to 
the habitability issues listed on the referring agency's (refer to L.A.M.C. 
Section 162.02- Enforcement Agency) referral to the LAHD. 

12. Reports. The Contractor shall be required to provide information and prepare 
reports documenting the progress with each case. Additionally, the 
Contractor may be requested to prepare ad hoc reports relevant to the 
services rendered and/or to be rendered in furtherance of the terms of this 
Contract. The form, format, and content of the information and reports will be 
determined by LAHD and communicated to the Contractor. The Contractor 
should allocate resources in anticipation of the need for reporting. 

13. Meetings. The Contractor shall be required to attend regular meetings with 
the LAHD staff and management to communicate topics including, but not 
limited to the following: Program progress; Program issues; and, impact of the 
Program activities. These meetings will be scheduled by the LAHD. If LAHD 
deem necessary, the Contractor shall be required to attend meetings with 
other City entities or community meetings in relation to the work of the 
Program. 

C. ELIGIBLE PROPOSERS 

Proposals will be accepted only from potential contractors that: 

1. Must be in good standing with any regulatory oversight agencies. 

2. Does not have any disallowed or outstanding debts to the City of Los 
Angeles. 

3. Are qualified to conduct business in the State of California; 
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4. Have at least three (3) years experience performing outreach and educational 
services for low and moderate income tenants (as individuals or in groups) 
with respect to landlord/tenant law; and experience related to the Rent 
Escrow Account Program and the Utility Maintenance Program. 

5. Have the ability to put an effective tenant outreach program into operation at 
the beginning of the contract term; 

6. Are able to offer services in both English and Spanish, at mm1mum, and 
arrange translation services for other languages as needed. It is desirable for 
all applicants to have conflict resolution experience between landlords and 
tenants to resolve disputes while remaining as neutral as possible. 

7. Have not been determined to be non-responsible or been debarred by the 
City pursuant to the Contractor Responsibility Ordinance; 

8. Have not been debarred by the federal government, State of California or 
local government; 

9. If a corporation or limited liability company, the proposer must be in good 
standing with the Secretary of State. 

1 O.lf the proposer has contracted with the State of California or the City of Los 
Angeles, it does not have an outstanding debt that has not been repaid or for 
which a repayment agreement plan has not been implemented. If it has 
contracted. vvith LAHD, it must nof have an outstanding disallowed cost or 
other liability to the City. 

.. '··. 

D. BUDGETAND SOURCES OF FUNOS 

The total annual budget for the REAP and UMP Outreach Program i$ $437,500, 
subject to availability offunds and contract approval by the City Council. '< ........ ··· ··· · · 

Total contract amount may vary according to the number of contracts awarded. The 
Agreement with the selected applicants will be on a fee for performance basis. 

E. CONTRACT TERM 

The initial contract shall be commenced on or about July 1, 2012 for a one-year 
period with an option to extend for up to two additional one-year terms, subject to the 
availability of funds, contractor's continuing compliance with applicable Federal, 
State, and local government legislation, and an evaluation of contractor's 
performance. 
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F. PREliMINARY SCHEDULE 

Event Date 

Request for Proposals Released December 30, 2011 

Pre-Proposal Conference January 13, 2012 

Proposals Due January 24, 2012 

Appeals Deadline February 14, 2012 

G. RFP CONFERENCE 

A Proposers' Conference (Conference) has been scheduled to answer questions 
about this RFP. See cover page for Conference date and location. At this 
Conference, City staff will review the RF'P documentand respond to questions 
regarding requirements of the RFP. City staff willnot provide assistance regarding a 
proposer's individual project design. If MBENVBE/OBE is required, all proposers 
must attend the Conference. If MBENVBE/OBE is not required, all proposers are 
strongly encouraged to attend the Conference. BRING YOUR OWN COPY OF THE 
RFP. NO COPIES WILL BE PROVIDED A i THE CONFERENCE. 

The City of Los Angeles does not discriminate on the basis of disability and, upon 
request, will provide reasonable accommodation to ensure equal access to its 
programs, services, and activities. Please contact Tony Pelaez at (213) 808-8546 
seventy-two (72) hours prior to the date of the conference to ensure proper 
accommodations. 

H. TECHNICAL ASSISTANCE 
.. . .· 

··. ·: 

With the exception of the RFP conference, all technical assistance questions must 
be submitted by e-mail to lahd_rfp_compliance@lacity.org or faxed to (213) 808-
8818 using the Elttached.Technical Assistance Request form (See Attachment 4). 
E-mail is the preferrecl way to contact City staff. 

To ensure a fair and consistent distribution of information, all questions will be 
answered by a Question-and-Answer (Q&A) document available on the LAHD 
website at http://lahd.lacity.org. No individual answers will be given. The Q&A 
document will be updated on a regular basis to ensure the prompt delivery of 
information. l'f you do not have access to the Internet, the Q&A document will be 
available by fax or by pick-up at the address on the front cover. 

9 



C1ty of los Housinn Lh::;partment 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

I. DEADLINE FOR SUBMISSION OF PROPOSALS 

The original proposal, together with five (5) complete copies, must be hand or 
courier-delivered in a sealed package by 3:00 p.m. PST on the deadline date on the 
cover of this document or delivered via U.S. Mail postmarked no later than 11:59 
p.m. PST on the deadline date, to the submission address on the cover of this 
document. 

Persons who hand-deliver proposals shall be issued a "Notice of Receipt of 
Proposal." The original copy of proposals submitted will be marked with a time and 
date stamp. 

Proposers using the U.S. Mail are required to obtain a "Proof of Mailing Certificate" 
stamped by the Postal Service as evidence that the proposals were mailed no later 
than 11:59 p.m. on the deadline date. 

Timely submission of proposals is the sole responsibility of the proposer. The City 
reserves the right to determine the timeliness of all submissions. Late proposals will 
not be reviewed. All proposals hand~delivered after 3:00 p.m. PST or 
postmarked after 11:59 p.m. PST on the deadline date will be returned 
unopened to proposers. 

J. EVALUATION CRITERIA 

The LAHD will review and score each complete and fully responsive proposal. 
Proposals shall be evaluated based on the quality of proposer responses to the RFP 
and reasonableness of the proposer's costs relative to other proposers and in 
relation to the value as compared·· to services proposed. Proposals shall be 
evaluated based on the following measures: 
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Area Description Points 

1 Demonstrated a commitment to the operation 10 
and jurisdiction of the pertinent enforcement 
agencies. 

2 Demonstrated a commitment to the REAP, 10 
UMP, Urgent Repair Program and the tenant 
outreach program goals and objectives. 

3 Quality and creativity of outreach program 30 
concepts and strategy 

4 Demonstrated ability to produce quality 30 
deliverables on-time and on-budget as 
evidenced by past performance, including 
experience and qualifications of project 
manager, key personnel, and subcontractors 

5 Proposed budget, allocation of costs, and use 20 
of available resources to maximize the 
effectiveness of the property owner outreach 
and education program 

Total Points 100 

All proposals will bereviewed by an evaluation team composed of panelists with 
particular expertise in the respective application and technical support area. Based 
on the needs and volume< of work for the specific services, one or more proposers 
with the highest scores maybe selected. 

The Los Angeles Housing Department will negotiate with the chosen contractor{s} a 
fixed rate fee schedule based upon both the prices submitted in response to the RFP 
and the Department's owrtprice analysis. 

The City reserves the right to reguire a pre-award interview, site inspection and/or 
telephone conference call with proposers. The Los Angeles Housing Department 
reserves the right to select more than one contractor. 

The lowest cost bidder may not be determined to be the best proposer when all 
factors are considered. 
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K. PROPOSAL REVIEW PROCESS 

The proposal review process shall include the following major activities to ensure 
that the procurement meets audit standards: 

1. All proposals shall be reviewed to determine that the mm1mum eligibility 
requirements have been met. Ineligible proposers will be informed in writing. 

2. All eligible proposals shall be reviewed, scored, and ranked. 

3. Each eligible proposal shall be reviewed for costs that are reasonable, 
allowable, necessary, and competitive, as measured by a review of the line­
item budget, and its competitive standing as compared to all other proposals. 

4. At the City's sole discretion, oral intervieWs may be held with top scoring 
proposers. The results of the oral review may determine the final funding 
recommendations. 

5. Successful proposers shall be notified in writing about funding 
recommendations. 

l. PROPOSAL APPEAL PROCESS 

1. Appeal Rights 

The City will notify all proposers of the results of the proposal evaluations and 
of their right to file an appeal. Proposers may appeal procedural issues only. 

2. Letter of Appeals 

Appeals shall be hand-delivered to LAHD no later than five (5) business days 
of receiving notification of the results of the RFP. Applicants may file an 
appeal by submitting a written request and identifying the specific reason for 
the appeal to: .. 

Douglas Guthrie, General Manager 
Los Angeles Housing Department 
c/o Contracts Management Unit 
RFP Appeal - Title of RFP 
1200 W. ylh Street, 9th Floor 
Los Angeles, CA 90017 

Written appeals may not be more than three (3) typewritten pages and shall 
request an appeals review be granted. Written appeals must include the 
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following information: 

a. The name, address and telephone number of the proposer. 

b. The name/title of RFP to which the organization responded. 

c. Detailed statement of the grounds for appeal. 

Written appeals may not include any new or additional information that was 
not submitted with the original proposal. Only one appeal per proposal will be 
permitted. All appeals and protests must be submitted within the time limits 
set forth in the above paragraphs. 

3. Review Panel 

A panel composed of selected staff will review the appeal for this RFP. The 
decision of the panel will be LAHD's final recommendation. 

4. Disclaimer 

The City is not responsible for representations made by any of its officers or 
employees prior to the approval of an agreement by the Los Angeles City 
Council unless such understanding or representation is included in this RFP 
or in subsequent written addenda. The City is responsible only for that which 
is expressly stated in this solicitation document and any authorized written 
addenda thereto. 

Ill. GENERALRFP INFORMATION 

A. GENERAL PROPOSAL CONDITIONS 

1. Costs Incurred by Proposers 

All costs of proposal preparation shall be borne by the proposer. The City 
shall not, in any event, be liable for any pre-contractual expenses incurred by 
proposers in the preparation and/or submission of the proposals. Proposals 
shall not include any such expenses as part of the proposed budget. 

2. Best Offer 

The proposal shall include the proposer's best terms and conditions. 
Submission of the proposal shall constitute a firm and fixed offer to the City 
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that will remain open and valid for a minimum of ninety (90) days from the 
submission deadline. 

3. Accuracy and Completeness 

The proposal must set forth accurate and complete information as required in 
this RFP. Unclear, incomplete, and/or inaccurate documentation may not be 
considered. Falsification of any information may result in disqualification. 

if the proposer knowingly and willfully submits false performance or other 
data, the City reserves the right to reject that proposal. If it is determined that 
a contract was awarded as a result of false performance or other data 
submitted in response to this RFP, the City reserves the right to terminate the 
contract. 

Unnecessarily elaborate or lengthy proposals or other presentations beyond 
those needed to give a sufficient, clear response to all the RFP requirements 
are not desired. 

4. Withdrawal of Proposals 

Proposals may be withdrawn by written request of the authorized signatory on 
the proposer's letterhead or by telegram at any time prior to the submission 
deadline. 

5. General City Reservations 

The City reserves the right to extend the submission deadline should this be 
in the interest of the City. Proposers have the right to revise their proposals in 
the event that the deadline is extended. 

The City reserves the right to withdraw this RFP at any time without prior 
notice. The Citymakes no representation that any contract will be awarded to 
any proposer responding to the RFP. The City reserves the right to reject any 
or all submissions; · 

If an inadequate number of proposals is received or the proposals received 
are deemed non-responsive, not qualified or not cost effective, the City may 
at its sole discretion reissue the RFP or execute a sole-source contract with a 
vendor. 

The City shall review and rate submitted proposals. The proposer may not 
make any changes or additions after the deadline for receipt of proposals. 
The City reserves the right to request additional information or documentation, 
as it deems necessary. 
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The City reserves the right to verify all information in the proposal. If the 
information cannot be verified, and if the errors are not willful, the City 
reserves the right to reduce the rating points awarded. 

The City reserves the right to require a pre-award interview and/or site 
inspection. 

The City reserves the right to wa1ve minor defects in the proposal in 
accordance with the City Charter. 

If the selection of the proposer is based in part on the qualifications of specific 
key individuals named in the proposal, the City must approve in advance any 
changes in the key individuals or the percentage of time they spend on the 
project. The City reserves the right to have the contractor replace any project 
personnel. 

6. Contract Negotiations 

Proposers approved for funding shall be required to negotiate a contract with 
the City on an offer/counter-offer basis. The best terms and conditions 
originally offered in the proposal shall bind the negotiations. The City 
reserves the right to make a contract award contingent upon the satisfactory 
completion by the proposer of certain special conditions. The contract offer of 
the City may contain additional terms or terms different from those set forth 
herein. 

As part ofthe negotiation process, the City reserves the right to: 

• fund all or portions of a proposer's proposal and/or require that one 
proposer collaborate with another for the provision of specific services, 
either prior to execution of an agreement or at any point during the life of 
the agreement; 

• use other sources of funds to fund all or portions of a proposer's proposal; 

• re~uite that a funded proposer utilize a facility designated by the City for 
purposes ofirnplementing its project; 

• elect to contract directly with one or more of the identified collaborators; 

t~ require all collaborators identified in the proposal to become co-signatories 
to any contract with the City. 

15 



City of Los Anoeles Housing uepartment 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

7. Standing of Proposer 

Regardless of the merits of the proposal submitted, a proposer may not be 
recommended for funding if it has a history of contract non-compliance with 
the City or any other funding source, poor past or current contract performance 
with the City or any other funding source, or current disputed or disallowed 
costs with the City or any other funding source. 

Contractors/Organizations that have been sanctioned because of non­
compliance with Single Audit Act requirements for managing grant funds will 
be eligible to apply; however, they will not be eligible to receive any funding, if 
awarded under this RFP process, until this sanction is removed. 

8. Contractor Responsibility Ordinance 

Every Request for Proposal, Request for Bid, Request for Qualifications or 
other procurement process 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, unless exempt pursuant 
to the provisions of the Ordinance. 

This Ordinance requires that all proposers/bidders complete and return, with 
their response, the responsibility questionnaire included in this procurement. 
Failure to return the completed questionnaire may result in the proposer/bidder 
being deemed non-responsive. 

The Ordinance also requires that if a contract is awarded pursuant to this 
procurement, that the contractor must update responses to the questionnaire, 
within thirty calendar days, after any changes to the responses previously 
provided if such change would affect contractor's fitness and ability to continue 
performing the contract. 

Pursuant to the Ordinance, by executing a contract with the City, the 
contractor pledges, under penalty of perjury, to comply with all applicable 
federal, state and local laws in performance of the contract, including but not 
limited to laws regarding health and safety, labor and employment, wage and 
hours, and lice[iSing laws which affect employees. Further, the Ordinance, 
requires each contractor to: (1) notify the awarding authority within thirty 
calendar days after receiving notification that any governmental agency has 
initiated an investigation which may result in a finding that the contractor is not 
in compliance with Section 1 0.40.3 (a) of the Ordinance; and (2) notify the 
awarding authority within thirty calendar days of all findings by a government 
agency or court of competent jurisdiction that the contractor has violated 
Section 10.40.3 (a) of the Ordinance. 
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9. Proprietary Interests of the City 

The City reserves the right to retain all submitted, proposals which shall then 
become the property of the City and a matter of public record. Any 
department or agency of the City has the right to use any or all ideas 
presented in the proposal without any change or limitation. Selection or 
rejection of a proposal does not affect these rights. All proposals will be 
considered public documents, subject to review and inspection by the public 
at the City's discretion, in accordance with the Public Records Act. 

Proposers must identify all copyrighted materiel!,< trade secrets or other 
proprietary information claimed to be exempt from disclosure under the 
California Public Records Act (California Government Code Sections 6250 et 
seq.) In the event such an exemption is claimed, the proposal must state: 
"(Name of Proposer) shall indemnify the City and hold it and its officers, 
employees and agents harmless from any claim or liability and defend any 
action brought against the City for its refusal to disclose copyrighted material, 
trade secrets or other proprietary information to any person making a request 
therefor." Failure to include such a statement shall constitute a waiver of the 
proposer's right to exemption from disclosure. 

In any event, all information contained in this RFP/RFO is considered 
confidential and not open to the public or competing bidders until allowed by 
the law. 

10. Discount Terms 

Proposers agree to offer the. City any discount terms that are offered to its 
best customers forthe goods and services to be provided herein, and apply 
such·. discount to payments made under this agreement which meet the 
discount terms. 

. . . ' 

11. Nondiscrimination, Equal Employment Practices and Affirmative Action 
Program 

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., Non-discrimination Clause. 

Non-construction services to or for the City for which the consideration is 
$1,000 or more shall comply with the provisions of Los Angeles Administrative 
Code Sections 10.8.3., Equal Employment Practices Provisions. All 
Bidders/Proposers shall complete and upload, the Non-Discrimination/Equal 
Employment Practices Affidavit (two (2) pages) available on the City of Los 
Angeles' Business Assistance Virtual Network (BAVN) residing at 
www.labavn.org prior to award of a City contract valued at $1,000 or more. 
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Non-construction services to or for the City for which the consideration is 
$100,000 or more shall comply with the provisions of Los Angeles 
Administrative Code Sections 10.8.4., Affirmative Action Program Provisions. 
All Bidders/Proposers shall complete and upload, the City of Los Angeles 
Affirmative Action Plan (four (4) pages) available on the City of Los Angeles' 
Business Assistance Virtual Network (BAVN) residing at www.labavn.org prior 
to award of a City contract valued at $100,000 or more. Bidders/Proposers 
opting to submit their own Affirmative Action Plan may do so by uploading 
their Affirmative Action Plan onto the City's BAVN. 

Both the Non-Discrimination/Equal Employment Practices Affidavit and the 
City of Los Angeles Affirmative Action Plan Affidavit shall be effective for a 
period of twelve months from the date it is first uploaded onto the City's 
BAVN. 

Bidders/Proposers seeking additional information regarding the requirements 
of the City's Non-Discrimination Clause, Equal Employment Practices and 
Affirmative Action Program may visit the Bureau of Contract Administration's 
web site at http://bca.lacity.org. 

12. 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 1 0.8.2.1, Equal Benefits Ordinance 
(EBO). 

All Bidders/Proposers shall complete and upload, the Equal Benefits 
Ordinance Affidavit (two (2) pages) available on the City of Los Angeles' 
Business Assistance Virtual Network (BAVN) residing at www.labavn.org prior 
to award of a City contract, the value of which exceeds $5,000. The Equal 
Benefits Ordinance Affidayit shall be effective for a period of twelve months 
from the date it isfirst uploaded onto the City's BAVN. Bidders/Proposers do 
not ri~ed to submit supporting documentation with their bids or proposals. 
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. 

13. Living Wage Ordinance and Service Contractor Worker Retention Ordinance 

Unless approved for an exemption, contractors under contracts primarily for 
the furnishing of services to or for the City and that involve an expenditure or 
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receipt in excess of $25,000 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 Los Angeles Administrative 
Code Sections 10.37 et seq., Living Wage Ordinance (LWO) and 1 0.36 et 
seq., Service Contractor Worker Retention Ordinance (SCWRO). 
Bidders/Proposers shall refer to Attachment 11 for further information 
regarding the requirements of the Ordinances. 

Bidders/Proposers who believe that they meet the qualifications for one of the 
exemptions described in the LWO List of Statutory Exemptions shall apply for 
exemption from the Ordinance by submitting with their proposal the 
Bidder/Contractor Application for Non-Coverage or Exemption. 

14. Slavery Disclosure Ordinance 

Unless otherwise exempt, in accordance with the provisions of the Slavery 
Disclosure Ordinance, any contract awarded pursuant to this RFB/RFP/RFQ 
wi II be subject to the Slavery Disclosure Ordinance, Section 1 0.41 of the Los 
Angeles Administrative Code. 

All Bidders/Proposers shall complete and upload, the Slavery Disclosure 
Ordinance Affidavit (one (1) page) available on the City of Los Angeles' 
Business Assistance Virtual Network (BAVN) residing at www.labavn.org prior 
to award of a City contract. 

Bidders/Proposers seeking additional information regarding the requirements 
of the Slavery Disclosure Ordinance may visit the Bureau of Contract 
Administration's web site at http://bca.lacity.org. 

15.Americans With Disabilities Act 

Any contract awarded pursuant to this RFP/RFQ shall be subject to the 
following: 

The ·. Contractor/Consultant hereby certifies that it will comply with the 
Disabilities Act 42, U.S.C. Section 12101 et seq., and its implementing 
regulations. ·. The Contractor/Consultant will provide reasonable 
accommodations to allow qualified individuals with disabilities to have access 
to and to participate in its programs, services and activities in accordance with 
the provisions of the Disabilities Act. The Contractor/Consultant will not 
discriminate against persons with disabilities nor against persons due to their 
relationship to or association with a person with a disability. Any subcontract 
entered into by the Contractor/Consultant, relating to this Contract, to the 
extent allowed hereunder, shall be subject to the provisions of this paragraph. 
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16. Child Support Assignment Orders 

Any contract awarded pursuant to this RFP/RFQ shall be subject to the 
following: 

This Contract is subject to Section 10.10 of the Los Angeles Administrative 
Code, Child Support Assignment Orders Ordinance. Pursuant to this 
Ordinance, Contractor/Consultant certifies that it will (1) fully comply with all 
State and Federal employment reporting requirements applicable to Child 
Support Assignment Orders; (2) that the principal owner(s) of 
Contractor/Consultant are in compliance with any Wage and Earnings 
Assignment Orders and Notices of Assignment applicable to them personally; 
(3) fully comply with all lawfully served Wage and Earnings Assignment 
Orders and Notices of Assignment in accordance with California Family Code 
Section 5230 et seq.; and (4) maintain such compliance throughout the term 
of this Contract. Pursuant to Section 1 0. 1 0. b of the Los Angeles 
Administrative Code, failure of Contractor/Consultant to comply with all 
applicable reporting requirements or to implement lawfully served Wage and 
Earnings Assignment Orders and Notices of Assignment or the failure of any 
principal owner(s) of Contractor/Consultant to comply with any Wage and 
Earnings Assignment Orders and Notices of Assignment applicable to them 
personally shall constitute a default by the Contractor/Consultant under the 
terms of this Contract, subjecting this Contract to termination where such 
failure shall continue for more than ninety (90)days after notice of such failure 
to Contractor/Consultant by City; Any subcontract entered into by the 
Contractor/Consultant relating to .. this Contract, to the extent allowed 
hereunder; shall be subject to the provisions of this paragraph and shall 
incorporate· the provisions of the. Child Support Assignment Orders 
Ordinance. Failure of the Contractor/Consultant to obtain compliance of its 
subcontractors shall constitute a default by the Contractor/Consultant under 
the terms ofthis contract, subjecting this Contract to termination where such 
failure shall continue for more than ninety (90) days after notice of such failure 
to Contractor/Consultant by the City. 

Contractor/Consultant shall comply with the Child Support Compliance Act of 
1998 of the State of California Employment Development Department. 
Contractor/Consultant assures that to the best of its knowledge it is fully 
complying with the earnings assignment orders of all employees, and is 
providing the names of all new employees to the New Hire Registry 
maintained by the Employment Development Department as set forth in 
subdivision (1) of the Public Contract Code 7110. 

17. 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 is in excess of 
$25,000 and a contract term of at least three (3) months, and certain 
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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 Attachment 9, "First 
Source Hiring Ordinance" for further information regarding the requirements of 
the Ordinance. · 

The Anticipated Job Opportunities Form (FSH0-1) and Subcontractor 
Information Form (FSH0-2) contained in the Attachment/Appendix shall only 
be required of the Bidder/Proposer that is selected for award of a contract. 

18. Contract Solicitations Under Charter Section 470(c)(12) 

Persons who submit a response to this solicitation (bidders) are subject to 
Charter section 470(c)(12) and related ordinances. As a result, bidders may 
not make campaign contributions to and or engage in fundraising for certain 
elected City officials or candidates for elected City office from the time they 
submit the response until either the contract is approved or, for successful 
bidders, 12 months after the contract is signed; The bidder's principals and 
subcontractors performing $100,000 or more in work on the contract, as well 
as the principals of those subcontractors, are also subject to the same 
limitations on campaign contributions and fund raising. 

Bidders must submit CEC Form 55 (provided in Attachment 3) to the 
awarding authority at the same time the response is submitted. The form 
requires bidders to identify their prinCipals, their subcontractors performing 
$100,000 or more in Work on the contract, and the principals of those 
subcontractors. Bidders must also notify their principals and subcontractors 
in writing of the restrictions and include the notice in contracts with 
subcontractors. Responses submitted without a completed CEC Form 55 
shall be deemed nonresponsive. Bidders who fail to comply with City law 
may be subject to penalties, termination of contract, and 
debarment Additional information regarding these restrictions and 
requirements may be obtained from the City Ethics Commission at (213) 978-
1960 or ethics.lacity.org. 

B. STATEMENTS REQUIRED WITH PROPOSAL (Upload online) 

1. Nondiscrimination, Equal Employment Practices and Affirmative Action 
Program 

Non-construction services to or for the City for which the consideration is 
$1,000 or more shall comply with the provisions of Los Angeles Administrative 
Code Sections 10.8.3., Equal Employment Practices Provisions. All 
Bidders/Proposers shall complete and upload, the Non-Discrimination/Equal 
Employment Practices Affidavit (two (2) pages) available on the City of Los 
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Angeles' Business Assistance Virtual Network (BAVN) residing at 
www.labavn.org prior to award of a City contract valued at $1,000 or more. 

2. Equal Benefits Ordinance 

All Bidders/Proposers shall complete and upload, the Equal Benefits 
Ordinance Affidavit (two (2) pages) available on the City of Los Angeles' 
Business Assistance Virtual Network (BAVN) residing at www.labavn.org prior 
to award of a City contract, the value of which exceeds $5,000. 

3. Slavery Disclosure Ordinance 

Unless otherwise exempt, in accordance with the provisions of the Slavery 
Disclosure Ordinance, any contract awarded pursuant to this RFB/RFP/RFQ 
will be subject to the Slavery Disclosure Ordinance, Section 10.41 of the Los 
Angeles Administrative Code. 

All Bidders/Proposers shall complete and upload, the Slavery Disclosure 
Ordinance Affidavit (one (1) page) available on the City of Los Angeles' 
Business Assistance Virtual Network (BAVN) residing at www.labavn.org prior 
to award of a City contract. 

Bidders/Proposers seeking a waiver from the requirements of the SDO shall 
refer to Attachment/Appendix_ or visit · the Bureau of Contract 
Administration's web site at www.bca.lacity.org and download the form. The 
SDO Exemption Form (0CC/SD0~2) must be returned with the bid/proposaL 

C. STATEMENTS REQOIRE:D WITH PROPOSAL (See Attachments) 

1. Bidder Certification CEC Form 50 

All proposers must submit a completed Bidder Certification CEC Form 50. 
Please review the following link for more information on the City's Municipal 
Lobbying Ordinance: http://ethics.lacity.org/PDF/Iaws/law mlo.pdf 
(See Attachmenf2 for Bidder Certification CEC Form 50). 

NOTE: Failure to submit this completed CEC Form 50 will result in the 
proposer being deemed non-responsive and the proposal will be rejected. 

2. Bidder Certification Form CEC 55 

Bidders must submit a CEC Form 55 (provided in Attachment 3) to the 
awarding authority at the same time the response is submitted. Responses 
submitted without a completed CEC Form 55 shall be deemed 
nonresponsive. Additional information regarding these restrictions and 

22 



City of Los Angeles Housn1g department 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

requirements may be obtained from the City Ethics Commission at (213) 978-
1960 or ethics.lacity.org. 

3. Proposer Workforce Information/Non-Collusion Statement 

Proposers shall submit with their proposal a statement indicating their 
headquarters address, as well as the percentage of their workforce residing in 
the City of Los Angeles. Proposer shall also submit the Non-Collusion 
Statement. (See Attachment 5: Proposer's Workforce Information/Non­
Collusion Statement.) 

4. Collaborator Agreements 

Proposals shall include completed forms from each organization intending to 
formally collaborate with the proposers·· (See Attachment 6: Business 
Services Implementation Plan Collaborator Agreements). 

5. Contractor Responsibility Ordinance (CRO) Questionnaire 

All proposers shall submit a completed ORO Questionnaire signed under 
penalty of perjury with their proposal (See Attachment 7: City of Los 
Angeles Responsibility Questionnaire). If a proposer will have subcontractors 
in the project, a list of the subcontractors must also be submitted with the 
proposal. 

6. Business Inclusion Outreach Program and MBE/WBE/OBE Outreach 

All Bidders/Proposers shall submit proof of registration· and account 
activation in the Los Angeles Business Assistance Virtual Network 
(LABAVN) (Website: www.labavn.org) [See Attachment 8]; if 
applicable, identify the organization's certification in any of the 
following categories: Minority Business Enterprise (MBE), Women 
I?usiness Enterprise (WBE), Other Business Enterprise (OBE), Small 
Business Enterprise (SBE), Emerging Business Enterprise and 
Disabled Veteran Business Enterprise; identify sub-contracting 
opportunities and comply with the City's Business Inclusion Outreach 
program. · 

D. CONTRACT EXECUTION REQUIREMENTS 

If recommended for funding, the proposer shall be required to enter into an 
agreement with the City of Los Angeles and comply with the requirements listed 
below. Failure to comply with these requirements will result in non-execution 
of the contract. A copy of the City's Standard Agreement is available upon request 
The agreement with the selected proposer(s) will be on a to-be-negotiated fee-for­
performance basis. 
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1. Nonprofit Status Documentation from the Internal Revenue Service (IRS): 
Proposers must submit a copy of their notice from the IRS designating the 
agency as a 501 (c)(3) organization or other evidence of its tax exempt status 
form the IRS. 

2. Insurance Certificates 

Contractors may be required to maintain insurance at a level to be determined 
by the City's Risk Manager, with the City named as an additional insured. 
Contractors who do not have the required insurance should include the cost of 
insurance in their bid. Contractors will be required to provide insurance at the 
time of contract execution. 

3. Secretary of State Documentation 

All contractors are required to submit one copy of their Articles of 
Incorporation, partnership, or other business organizational documents (as 
appropriate) filed with the Secretary ol the State.·.·. Organizations must be in 
good standing and authorized to do business in California. 

4. Corporate Documents 

All contractors who are organized as a corporation or a limited liability 
company are required to submit a Secretary of State Corporate Number, a 
copy of its By-Laws, a current list of its Board of Directors, and a Resolution of 
Executorial Authority with a Signature Specimen. 

5. City Business License Number 

All contractors are required to submit one copy of their City of Los Angeles 
Business License, Tax Registration Certificate or Vendor Registration Number. 
To obtain a Business Tax Registration Certificate (BTRC) call the Office of 
Finance at (213) 473-5901 and pay the respective business taxes. The 
address is as follows: City of Los Angeles, City Hall, Room 101, Office of 
Finance, Tax and Permit Division, 201 North Main Street, Los Angeles, CA 
90012. 

· 6. Proof of IRS Number (W-9) 

All contractors are required to complete and submit Proof of IRS Number 
(W-9) Form. 
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7. City Business Tax Registration Certificate 

All proposers are required to submit a Copy of the Agency's City of Los 
Angeles Business Tax Registration certificate (BTRC) as filed with the City 
Clerk. 

8. Certifications 

Contractor shall provide copies of the following documents to the City: 

a. A Certificate Regarding Ineligibility, Suspension and Debarment as 
required by Executive Order 12549. 

b. Certification and Disclosure Regarding Lobbying (not required for contracts 
under $1 00,000). Contractor shall also file a Disclosure Form, at the end 
of each calendar quarter during which any event requiring disclosure, or 
which materially effects the accuracy of the information contained in any 
previously filed Disclosure Form, occurs 

c. A Certificate Regarding Drug-Free Workplace Requirements, if applicable. 

d. A Certificate Regarding Compliance with the Service Contract Worker 
Retention Ordinance and the Living Wage Ordinance of the City of Los 
Angeles, if applicable. 

e. A Certification of Compliance with Equal Benefits Ordinance/Reasonable 
Measures Proposal for Equal Benefits Ordinance, if applicable. 

f. An affidavit regarding Slavery Disclosure Ordinance requirement, if 
applicable. 

9. Affirmative Action Plan 

All contractors who are awarded contracts in excess of $5,000 are required to 
comply with the City's Affirmative Action Policies and must submit an 
Affirmative Action Plan. 

1 0. Collaboration 

The City may, at its discretion, require two or more proposers to collaborate 
as a condition to contract execution. 
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E. CONTRACTOR EVALUATION 

At the end of the contract, the City will conduct an evaluation of the Contractor's 
performance. The City may also conduct evaluations of the Contractor's 
performance during the term of the contract. As required by Section 10.39.2 of the 
Los Angeles Administrative Code, evaluations will be based on a number of criteria, 
including the quality of work product or service performed, the timeliness of 
performance, the Contractor's compliance with budget requirements, and the 
expertise of personnel that the Contractor assigns to the. contract. A copy of the 
Contractor Evaluation Form is available upon reque~t. 'The Contractor will be 
provided with a copy of the final City evaluation and all()wed fourteen (14) calendar 
days to respond. The City will use the final City evaluatior1, and any response from 
the Contractor, to evaluate proposals and to conduct reference checks when 
awarding other contracts. 
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IV. PROPOSAl PACKAGE 

A. GENERAL PREPARATION GUIDELINES 

If a proposer does not follow these instructions and/or information is left out 
or a particular attachment is not submitted, the proposer may be determined 
to be ineligible and excluded from the review. 

1. The proposal must be submitted in the legal name of the firm or corporation 
and the corporate seal must be embossed on the original proposal. An 
authorized representative of the proposer organization who has legal authority 
to bind the organization in contract with the City must sign the proposal. 

. . ·. 

. ·. 

2. Proposers must submit one original and five (5) stapled copies~ The original 
must be marked "Original" on the cover ancf must bear the actual "wet" 
slgnature(s) of the person(s) authorized to sign the proposal. The copies must 
be numbered on the upper right hand side of the cover to indicate "Copy No. 

" Staple all pages firmly in the upper left-hand corner. Specialized 
coverings, paper clips, or other removable fasteners are not acceptable. 

3. All proposals must be accompanied by a cover letter that should be limited to 
one page. The letter must 

o include the title, address, telephone number, fax number, and e-mail of 
the person(s) who will be authorized to represent the proposer and 
each collaborator. 

e be signed by the person(s) authorized to bind the agency to all 
commitments made in the proposal and, if applicable, be accompanied 
by a copy of the Board Resolution authorizing the person(s) to submit 
the proposaL lf a Board Resolution cannot be obtained prior to 
proposal submission, it may be submitted no later than one (1) 
cal£u1darweek after the proposal submission deadline. 

o identify the individual or firm, which prepared or assisted in preparing 
the proposal. If that individual or firm will not participate in the 
implementation of the project, describe how the transfer of responsibility 
will occur to ensure timely implementation. 

4. Proposals must be submitted in the English language. Numerical data must 
be in the English measurement system; costs must be in United States 
dollars. 
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5. Narratives are limited to the number of pages indicated and must follow these 
standards: 

• Font size - 12 points 
• Margins - At least 1 inch on all sides 
$ Line spacing - Single-spaced 
• Single-sided, plain white paper 

Pages in excess of the stated limits will not be read and will not be 
considered in scoring. 

6. Each page of the proposal, including attachments, must be numbered 
sequentially at the bottom of the page to indicate Page_ of_. 

7. Please use the indicative mood (will, shall, etc.) in narratives rather than the 
subjective (would, should, etc.) so that proposals can be easily converted to 
contract form. 

8. The Proposal Checklist lists all narratives, attachments and certifications that 
must be included in the proposaL In assembling the completed proposal, 
please insert the attachments and certifications where they are indicated in 
the Proposal Checklist. The Proposal Checklist will serve as your Table of 
Contents (See Attachment 1). 

9. Answers should be as concise as possible while providing all the information 
requested. 

10. In completing the narratives and attachments, including the budget, please 
include and clearly identify the services to be provided by and the 
demonstrated ability of subcontractors, if any. 

B. NARRATIVES 

Narrative 1- Demonstrated Ability- limit to 5 pages 

Respond to the following questions to describe your qualifications and capability 
to provide the services solicited. (You do not need to answer questions 
individually.) Use concrete language and quantifiable measurements whenever 
possible. 

a) Summarize your organization's qualifications that make you the best 
qualified to successfully advance the goals of the REAP and UMP 
Outreach Program. 

b) State your philosophy and approach to landlord/tenant outreach as well as 
your competitive strengths as they relate to this RFP. 

c) Identify the specific individuals who will be working on the project. Include 
team member biographies, client references, and a description of sub-
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contractors. Substitution of personnel or subcontractors during the 
contract will be allowed only if approved by the Housing Department. 

d) Describe up to three projects or campaigns created or implemented by 
your organization that indicate a capacity to advance the goals of this 
RFP. Please focus your descriptions on relevant experience. Please 
quantify the results. 

e) Please disclose if your organization (or any of your partners or 
subcontractors) has been terminated from a project during the past two 
years. If so, please provide an explanation for the termination as well as a 
contact at the client organization or agency. 

Narrative 2 - Project Concept and Design - limit to Rpages 

Respond to the following questions to explain the activities you will undertake 
and describe the deliverables you will produce in order to address the Scope of 
Work. (You do not need to answer questions individually.) Use concrete 
language and quantifiable measurements whenever possible. 

a) Describe what strategies your organization proposes for landlord/tenant 
outreach and education about the Rent Escrow Account Program. You 
must demonstrate how your proposed strategies will maximize tenant 
participation in the Rent Escrow Account Program. Submit a Proposed 
Work Plan to further articulate your project concept and design. 

b) Describe the various printed and presentation-style reports you intend to 
produce and explain how each is suitable for the REAP and UMP 
Outreach Program. 

Narrative 3 - Proposed Fee Schedule and Allocation of Costs - limit to 2 
pages 

Prepare a detailed budget identifying costs related to your proposal. 
. . .. 

Narrative 4- Additional Information (optional) -limit to 2 pages 

If certain RFP requirements are not being addressed, explain why. Present any 
critical information that has not been requested by the RFP. 

C. DOCUMENTS TO BE COMPLETED 

Proposers must complete and submit all of the Attachments and Certification forms 
listed. Do not assume that any document is not applicable. Use the Proposal 
Checklist as a guide. 
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Attachment 1 lists the documents that must be submitted with Statement of 
Qualifications. These documents do not count toward the page submission limit 
Failure to submit these documents may result in the rejection of the application as 
non-responsive. 

Section Ill, sub section C. Contract Execution Requirements lists the conditions to 
the RFP that will be required by all individuals and firms at the time of contract 
negotiations. The documents and certifications listed in the section do not have to 
be completed unless and until a contract is negotiated. 

D. PROPOSAL CHECKLIST 

The Proposal Checklist (Attachment 1) is to serve as the Table of Contents for 
your proposal and as guide for all documents, Which must be submitted with the 
RFP. It lists all Narratives, Attachments, and Certifications (if applicable) that must 
be included in the proposal. Do not assulllethat any document is not applicable. 
Indicate in the Page Number column where the information can be found in your 
proposal. In assembling the complete proposal, please insert the Attachments 
where they are indicated in the Proposal Checklist 
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ATTACHMENT 1 

RRCllJRGlS~Iiliill ~HIIi~lililiillfSmi 
- -. - - " - - -

Follow this sequence in presenting your proposal with the checklist serving as the Table of 
Contents. 

REQUEST FOR PROPOSALS (RFP) 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant 

Outreach Services 

TABLE OF CONTENTS 
Proposals must be ordered as indicatedbh this form. 

DOCUMENT Page 
Number 

Proposal Checklist (Table of Contents) 

Cover Letter 

APPLICANT FORMS 

Narrative 1 - Demonstrated Ability 

Narrative 2 - Project Concept and Design 

Narrative 3- Proposed Fee Schedule and Allocation of Costs 

Narrative 4- Additional Information (optional) 

Proposed Work Plan 

ATTACHMENTS 

Attachment 2- Bidder Certification CEC Form 50 

Attachment 3 - Bidder Certification CEC Form 55 

Attachment 4 -Technical Assistance Request Form 

Attachment 5 - PropOser Workforce Information/Non-Collusion Statement 

Attachment 6- Business Services Implementation Plan Collaborator Agreements 

Attachment 7- City of Los Angeles Contractor Responsibility Questionnaire 

Attachment 8 - City of Los Angeles Business Inclusion Program 
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ATTACHMENT 2 

"" "' "''"-'''''! 

City Ethics Commission 
200 N Spring Street 
City Hull- 24th Floor 
Los Ang.:les, CA 90012 
Mall Stop 129 

Bidder Certification 
CECForm50 

I 
' ' ' ! 
I (21J) 978.1960 . I 

··-··· ·---·---···---··----·---··---·----: -----····---··--··------·-·-·---··-····-· 
:"mn~ of Bidder: 

'CERTIFIC.HIO=" 

I certify the following on my own behalf or on behalf ofrht entity named alxwe, which I am authorized to 

represent: 

· A I am a person or entiry that i~ applying for a contnlct with the City of Lo~ Angeles. 

B. The contract for wltich I am applying is an agreement for one of the following: 
1. TI1e perfo=nce of work or service to the City or the pubhc: 
2. TI1e pr~wision of good>. equipment. mmeriak or mpplies: 
3. Receipt of a grant of Clly financial assi~tance for economic dewlopment or job growth. ns furrher de­

~cribed in Lo> Angeles Administnlt!Ye Code § I OAO. l(h) [see reverse]: or 
4. A pub he lease or liceme of City property where both of the followmg npply. a> f\.mh<-r de5cnbed in 

Los A.ngele>s Admuustratio:e Code § 10 3 71 (i) [see reverse]: 
a. I provide >eiTices on the Cny property du·ough employees. subk;see>. >nblicensees. contr~ctors. or 

subcontrnctors. and tho~e seivice>: 
L Are proYid.ed on premises thr~t are visited frequently by subsranti<1l mnnber>.of the public: or 
ii. Could be provided by City employees ifthe awarding authority had tl1e re>ources: or 
iii. Further the pmpnetmy mterests of the Cny, as detenni:ned in writing by the awarding authority. 

b" I am not eligible for exemption from the City· s lim1g wage ordinance, !IS eligibihty i> de~cribed in 
Los Angeles Achrumstrative Code § I OJ 7(i)(b ). 

C. TI1e value and duration of the contract for which I am applying is one of the following: 
1. For goods or ~ervices contracts-n valt<e of more than $25,000 and a term of at least three months: 
2. For financial assistance contract~-a value of atlea~t $100.000 and~ tenn of any du:ration: or 
3. For constnKtion cox1tracts. public lease~. or licen~es--any value and dnrmion. 

D. I acknowledge and agree to comply with the disclosure requirements and prolubitions e~t<~blished in the 
Los Angeles Municipal Lobbying Orditkutce if! qualify as a lobbying entity uud<>r Los Angeles Mnnici~ 
pal Code§ 48,02. 

Dme: Siglli1htre: -----------------------------------------

T!tle: 

Un(!er Los Angeles Municipal Code§ 4iJ.09(H}, tilis form must be submifled to tile awarding authority witli 
your bid or proposal 011 !/Je comracl I?Oied above, 

32 

· ... f 



City of Los Housin~J ,Jepartment 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

Los Angeles .Adrninistratiw Code§ lOAO.l(h) 

{h) "City financial As•istance Recipient" moans any pgrson who rocoivGs from thG City 
discrg.tg financial assist11ncg. in tlw ;;mount of Om:~ Hundr~;~d Thou.and Doll11rs ()100,000.00) 
or mor.;. for ~;~conomic dGv9loprmmt or job growth oxprossly artkulotod and idontifiod by 
thG Cit~'· as contrastGd with gGrwralizg.d financial assistancg such as through tax logislation. 

CatGgorios of such assistane<;) shall indudG, but ana not limitGd to, bond financing, planning 
<~Ssist<~nco, tax incn:~rnont financing oxclusivoly by th~;~ City, and tax crGdits, and shall not 
includ9 ussistanc9 providgd by thg Community DG.YGlopmGnt Bank. City staff assistancG 
shall not bg rGgilrdg.d as financi<1l <1ssistancG for purpos9s of this ilrticl9. A loan shaH not b9 
rggardg.d as financial asshtanc9. Thg forgiv<mGss of a loon sh<1ll bG n;>gard9d os financi;;;l 
<1SsistancG. A loan shall bG ro;ogardGd as financial assistance to thG GXtGnt of any diffgrgntii1t 
bGtWG9n tho amount of thg loan <~nd tho;o pn;,sgnt valuG of th.;. paym.;.nts th.;.rgundg.r, 
discountoo ovg.r thg lif.;. of tho loan by thg applicablg fo;od>;>ral ratg as usGd in 26 U.S. C. 
SGctions 1274(d), 7872(f). A rgcipi<:mt sh<1ll not bG deomgd to include lGSSQQS and 
sublgssggs, 

Los Angeles Admin.istratixe Code§ 10.37.1{i) 

(i) "Public lease or liceme". 
(a) ExcGpt as providgd in {i)(b), "Public ltJasg or licgnsG" m9<1ns a t.~asG or lkgnsg of City 

proporty on which S9Jvicgs arg rgndGrGd by Gmployggs of thg. public 195599 or Uconsg.o 
or subl9S59G or sublicgnsgg, or of <1 contractor or subcontractor, but only whgm any of 
thg foHowing <~ppligs; 
(I) ThG sgrvic<;>s arg r.;.nd9ro'?d on premh9s at l9ust a portion of which is visitGd by 

substantial mrmbors of thg public on 11 frgqug.nt basis (including, but not limitt>d 
to, airport passgng;;;r tormlnals, parking lots, golf c:oursgs, rgcrt>i1tional faciliti9s); 
or 

(2) Any of tlw sorvict>s could fGaslbly bG pGriormGd by City GmployGGs if thg. awarding 
authority had thG roquisito financial and staffing msourcos; or 

(3) Tho DAA has dotgrminod in writing that covGri1go would furthGr tho;o propriot11ty 
intgrgsts of thG City. 

(b) A public h~s59G or lict>nsge will be GX9mpt from thg rgqui!;;;~mgnts of this artido subjoct 
to th9 following limitations: 
("!) Thg \9SSG9 or liconsoo has annual gross r9Y911U9S of h;>ss th11n tht> annual gross 

n?vGnug thrgshold, thrgg htmdrGd fifty thousand dollars ($350,000), from businGss 
conduct9d on City prop9rty; 

(2) ThG k•ssGG or Uc~;~nsGG omploys no morG than SQVQn (7) pqoplo total in t!w 
company on and off City propGrty; 

(3) To qualify for this 9XGmption, thq l.-:lSS99 or licGnsGo must provido proof of its 
gross rGvGnug.s and numbor of poopiG it omploys in thG cornpony's g.ntiro 
workforco to thG awarding autholity as rg.quirod by rogulation; 

(4) WhgthGr llnnual gross rGvonugs <tro lo;.ss than thrgg hundrod fifty thousand doll<trs 
($.350,000) sh<tH bg detgrminod bas,;.d on th.;_:, gross rtJvgnugs for tho last tax ygar 
prior to application or such othGr pGriod as m11y b,:;. GstabUshgd by rogulation; 

(5) Tho annual gross rov.-:lnuo throshold sh<1ll bg adjustg.d annually at the samo mtg 
and at thG s.amg timo as thG living wago;o is adjustgd undgr s9ction 10.37.2. (a): 

(6) A lossg.o or !iconsgo shall bo d9omGd to Gmploy no more than sov,:;.n {7) pgoplo if 
thG company's Gntiro workforc9 workgd an averago of no mor9 th<m onG thousand 
t\Na·hllndn<d fourtGGn ("1,214) hours p9r month for at [g.ast thHIG·fourths (3/4) of 
thG timo po1iod that tl19 rGvoml9 limitation is memurGcl; 

(7) Public: lgasgs and licGnsg.s shall b9 d99111Qd to includg. public subl,;.asgs and 
sub\ic:gnsos; 

(B) If a public !Gaso or liconso has a torm of mor9 than two (2) y9ars, tho;o 9X9mption 
gr<~ntgd pltr"SU<1nt to this sgction shall Gxpim aftor two (2) y9ars but shaH bG 
rGnGwablg in two-yGar incrom&nts upon mggting thG rgquirGm9nts tlwmfor at tho 
tim!? of th9 rgngwa\ upplic<~tion or such pGriod Gstablish9d b)l n~gulation. 
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ATTACHMENT 3 

City Ethics Commission 
200 N Spring Street 
City Hall- 24th Floor 
Los Angeles, CA 90012 
Mall Stop 129 

Bidder Con 
CECForm55 

----------- ------------1 

I (213) 978-1960 
.....• .J 

ALL BOXES MUST BE COMPLETED 

Bid/Coll!rael :\"nmt~r: Date Bid Submiued: 

! 
...... _J 

· D~orription ofContraci: 
j 

D•partment: 

- ------·- ·--------------------·-- ----·-····-----. . ····· ······-·---------------------------------·--·· ·----------·-··-··-·····-···----···- -- ··----··--···-···- .... -··-···-· ·- ........ ...1 

BIDDER 

Nan1~=------------------------------------------------------------------------------

Address: --------------------------------------------------------

Email (optwnal): -------------------------- Phone ___________ _ 

PR.II'\CIPALS 

Please identify the nrunes and titles of all pnncipal> (attach additional sheet> if necessmy). Principals include a 
bidder's board chair, president, chief executive officer, chief operating officer, and individuals who serve in the 
functional equival~nt of one or more of those positions_ Princtpals also include mclivtduals who hold m1 owner­
ship intere~t in the bidder of at least 20 percent or are authorized by the bid or proposal to represent the btdder 
before the Ctty. 

Name: ____________________ _ Title: ________________ _ 

Name: ________________________ _ Title ________________ _ 

Name: _________________________ _ 

Name: ____________________________ _ 

Title: _______________ _ 

additional sheets are attached. Q Bidder is m1 individual with no principals. 

SCBCOl'ITR.-\CTORS 

Please identify all subcontractor> \Vhose subcontra<:ts are wo1th $100,000 or more (attach additional sheets 1f 
necessary) 

St1bcontractor: ---------------------------------------------~-

Subcontractor: -----------------------------------------------

Subcontractor: ------------------------------------------------------------

Subcontractor----------------

additiona I sheets are attached_ 0 Bidder has no subcontractors on this bid or proposal 
whose subcontracts are worth $100,000 or more. 

1 ot 2 



City of L.os An~Jeles Hous1n~J department 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
:C:anli,...gc 

City Ethics Commission 
100 N Spring Street 
Chy Hall -24th Floor 
Los Angeles, CA 90012 
Mail Stop 129 
(213) 978-1960 

. PRli"CIPALS OF St:BCOXTR\CTORS 

~--~ .... -- ~~ ~~ ~- --···-----------------~------ ............ _, __ -·-···l 
Bidder Contributions 

CECForm55 I 
.................. J 

• Please identify the names m1d titles of all principals for each subcontractor identit!ed on page 1 {attach additional 
: sheets if nece~sruy). Principals include a subcontractor" s board chair. presidenL chief executive officer, duef 
' operatmg officer, and indivtduals 1vho serve in the fimctional equivalent of ono;> or moro;> of thoso;> positions. Prin­
• cipals also include i.ndividu.als who hold an ownership i:ntt'rest m the subcontractor of at least 20 percent or Me 
: authorized by the btd or proposal to represent the- subcontractor before the City_ 

[ 

i Name=--------------~----~ Title: _________________ _ 

Subcontractor: --------------------~---------------

• Nmne:_~------------------

Subcontractor: ------------------------------------

• Nmue: ___________________ ~ Title: _________________ _ 

Subcontractor: ------------------------------------

'Name-: ___________________ ~ Title: ___________________ ~ 

Subcontractor: ------------------------------------

Title: _________________ _ 

Subcontractor: ------------------------------------

CJ Of the subcontractors ldennfiecl on page 1, the following are individuals with no principals (attach additional 
sheets if necessary): 

Subcontractor: -------------------------------------

Subcontractor: -~-----------------------------------

Subcontractor ----------------'----------------------

additional sheets are attached. 

: CERTITICATIO:."." 

CJ Bidder has no subcontractors on this bid or propos.al 
whose ~ubcontracts are worth $100.000 or more-. 

·I certi.f)· that I understand, vn.ll comply with, and will notify my principals and subcontractors of the requu'€'-
• me:nts and reshictions in Los Angeles City Chatier sectJOn470(c)(12) and ruty related ordu1ances. I certifY that 
• the mfommtion provided above 1s tme and complete. I understand that I must amend this fonu within five bus1~ 
• ness ci.'lys if the i.nfonnation above changes. 

• Date: 

Name: 

Title: 

Under Los Angeles City Charter§ 470{c)(t2r this form must be submitted to II?B flWHtding au!ll<xi!y with your bid or pmposa!. 
A /J1d or proposal/hat does no! include a completed Form 55 will be deemed nonresponsiv1ve. 

May2011 2 of 2 
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ATTACHMENT 4 
City of los Angeles 

los Angeles Housing Department 

Technical Assistance Request Form 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) 

Tenant Outreach Services 

This form can bee-mailed to lahd rfp compliance@lacity.org or returned by fax to 
(213) 808-8818. 

All questions and answers will be available to all 
bidders on the LAHD website at http://lahd.lacity.org 

Agency Name: I I 
~--~------------------------------------------~ 

Contact Person: _____________ _ Title: -------------1 

Address: 

Phone No.: __________ _ Fax No.: ________ _ 

E-mail:--------------~--

Question (please reference page number from RFP in your question): DATE: ____ _ 

Answer: 

Date Received: 

Date Answered: Answered by: 
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CAy uf L.os t trr:c::nt 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

ATTACHMENT 5 

PROPOSER WORKFORCE INFORMATION I NON-COMPLIANCE STATEMENT 

A. General Information 

Proposer;s Name (legal name of entity)----~-------------

Headquarters of Firm: -------------------------

Street Address: _________________ .;__,; _________ _ 

City: ____________ State ------'-_Zip Code: ______ _ 

Contact Person: Email ------------------------ -----------------------
Telephone: ___________________ __ Fax: -------------------------
Number of Employees Residing in the City of Los Angeles: -----------

Total Number of Employees: ___________ _ 

Percentage of Employees Residing in the City of Los Angeles: ----------

The proposal is submitted as a firm and fixed request valid 
and open for 90 days from the submission deadline. 

This proposal is genuine, and no sham or collusive, nor 
made in the interest or in behalf of any person not herein 
named; the proposer has not directly or indirectly induced or 
soliCited any other proposer to put in a sham proposal and 
the proposer has not I any manner sought by collusion to 
secure for himself or herself an advantage over any other 
proposer. 

To my knowledge, this proposal does not duplicate facilities 
or services available in the area that are funded by other 
sources of funds. 

In addition, this organization and its members are not now 
and will not in the future be engaged in any activity resulting 
in a conflict of interest, real or apparent, in the selection, 
award, or administration of a subcontract supported by these 
funds. 

AUTHORIZED SIGNATURE & DATE 

PRINT NAME & TITLE 
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City of Los Housinq 
Rent Escrow Account Program {REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

ATTACHMENT 6 

REQUEST FOR PROPOSALS 
BUSINESS SERVICES IMPLEMENTATION PLAN 

COLLABORATOR AGREEMENTS 

This sheet must be completed by each Collaborating Agency. Please make copies 
as needed. The signature page must be signed by the authorized representative 
and embossed with the corporate seal, r ~rplicable, ofeach Lead Agency and 
Collaborator. Mark Box if NOT applicable. .·· 

On behalf of my organization, I acknowledge our intent to formally collaborate with the 
Proposer (Lead Agency) in providing tenant relocation assistance services for the City of 
Los Angeles. I have read the proposal and it accurately reflects my organization's proposed 
role and commitment. The amount of the proposed ·subcontract is 
$ 

Legal Name of Lead Agency 

Address of Lead Agency 

Affix Corporate Seal 

Authorized Signature for Lead Agency Date 

Name and Position of Authorized Signatory 

Telephone No. E-mail 

Legal Name of Collaborator .· 

Address of Collaborator 

Affix Corporate Seal 

Authorized Signature for Collaborator Date 

Name and Position of Authorized Signatory 

Telephone No. E-mail 
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Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
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ATTACHMENT 7 

CITY OF LOS ANGELES 
RESPONSIBILITY QUESTIONNAIRE 

SERVICE 

RESPONSES TO THE QUESTIONS CONTAINED IN THIS QUESTlONNAlRE MUST BE SUBMITTED ON THIS FORM. 
In responding to the Questionnaire, neither the City form, nor any of the questions contained therein, 
may be retyped, recreated, modified, aftered, or changed in ;my way, in whole or in part. Bidders or 
Proposers that submit responses on a form that has been retyped, recreated, modified, altered, or 
changed in any way shall be deemed non·responsive. 

The s1gnatory of this Questionnaire guarantees the truth and accuracy of all statements and answers to the 
questions herein. Failure to complete and return this questionnaire, any false statements, or farlure to answer 
(a) question(s) when required, may render the bid/proposal non-responsive. AI! responses must be typewritten 
or printed in ink. Where an explanation is required or where additional space is needed to explain an answer, 
use the Responsibility Ouestronnaire Attachments. Submit the completed form and all attachments to the 
<Jwarding authority. Retain a copy of thrs completed form for future reference. Contractors must submit 
updated information to the awarding authority if changes have occurred that would render any of the responses 
inaccurate in any way. Updates must be submitted to the av•arding authority within 30 days of the change{s). 

A. CONTACT INFORMATION 

CITY DEPARTMENT INFORMATION 

City DepartmenttDivision A·N:.mling Contmct City Cont<~ct Person Pf1one 

City Bid or Contract Number (if applic<lble) and Projecj Title 

BIDDER/CONTRACTOR INFORTv1ATION 

Bidder/Proposer BusJness Name 

Stre-et .. ".ddress State Zip 

Contact Person, Title Pl1one 

TYPE OF SUBMISSION: 

The Questionnaire being subrn1tted is: 

0 An initi<J! submission of a completed Questionnaire. 

0 An update of a prior Questionnaire dated / ___ . --~ 

0 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 Responsibility Questionnaire dated 
was submitted by the finn. Attach a copy of that Questionnaire and sign belo·w. 

Print Name, Title SignDture 

TOTAL NUMBER OF PAGES SUBMITTED, INCLUDING ALL ATTACHMENTS: 

Re.spcn,;ibiiity Questionnaire (Rev. 05!1 0102) 
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City of Los AngGies Housin~J LJepartment 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

SERVICE 

B. BUSINESS ORGANIZATION/STRUCTURE 
Indicate the organizational structure of your firm. "Firm" includes a sole proprietorship, corporation, joint 
venture, consortium, association, or any combination thereat 

D Corporation: Date incorporated: __ ,) __ ~;--~ State of incorpomhon: -----· 
Ust the corporation's current officers. 

Presi<lent 

Vice Presiclent· 

Secretar. : 

Treasurer 

D Check the box only if your finn is a publicly traded corporation. 
List those who own 5% or more of the corporation's stocks. Use Attachment A if more space is needed. 
Publicly traded corporatrons need not list the owners of 5% or more of the corporation's stocks. 

0 Limited Liability Company: Da1e of formation: __ l ___ i __ State of formation: _____ _ 
List members who own 5c;.-o or more of the company. Use Attachment A if more space is needed. 

D P<~rtnership: Date formed: ___ / ___ / __ ~ State of formation: _____ _ 
List all partners in your firm. Use Attachment A if more space is needed. 

D Sole Proprietorship: Date started: __ / __ / __ 
List any ffrm(s) that you have been associated with as an owner, partner, or officer for the last frve years. 
Use Attachment A if more space is needed. Do not mdude ownership of stock in a publicly traded 
company in your response to this question. 

D Joint Venture: Date formed:---'--~/--~ 
List ('I) each firm th<Jt JS a member of the jornt venture and (2) the percentage of ownership the firm will 
have in the JOint venture. Use Attachment A if more space is needed. E.:1.ch member of the Joint 
Venture must complete <:~ sep<:~rate Questionn<:lire for the Joint Venture's submission to be 
considered as responsive to the invitation. 

ResprnsiiliU!y Cl uestionnl'ire (Rev. 0511 DID2) 

40 



City or Los Housing LJepartment 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

SERVICE 

C. OWNERSHIP AND NAME CHANGES 

'!. ls your firm a subsidiary, parent, holding company, or affiliate of another firm? 

0 Yes D No 

lf Yes, explain on Attacl1ment A the relationship between your firm and the associated firms. lndude 
information about an affiliated firm onry if one firm owns 50% or more of another fmn, or if an owner, 
partner or officer of your firm holds a similar position in <:mother firm. 

2. Has any of the firm's owners, partners, or officers operated a similar business in the past five years? 

DYes 0 No 

If Yes, list on Attacl1ment A the names and <Jdc!resses of all such businesses, and the person who 
operated the business. Include informa1ion about a similar business only if an owner, partner or officer of 
your firm holds a similar position in another firm. 

3. Has the firm changed names in the past five years? 

LJ Yes 0 No 

If Yes, list on Attachment A aH prior names, addresses, and the dates they were used. Explain the reason 
tor each name change in the last five years. 

4. Are any of your firm's licenses held in the name of a corporation or partnership? 

0 Yes 0 No 

If Yes, list on Att21chment A the name of the corporation or partnership that actually holds the license. 

Bidders/Contractors must continue on to Section D and answer all remaining questions 
contained in this Questionnaire. 

The responses to the remammg questions in this Questionnaire will not be posted on the 
internet but will be made available to the public for review upon request. Contact the 
appropriate Designated Administrative Agency. 

Responsibi!ity Questionnaire (Re~i 0511 OJ'Ct:') 
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Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

SERVICE 

D. FINANCIAL RESOURCES AND RESPONSIBiliTY 

5. ls your f;rm now, or has it ever been at any time in the last five years, the debtor in a bnnkruptcy case? 

DYes DNo 

If Yes, explain on Attachment B the circumstances surrounding e<:<ch instance. 

6. Is your company in the process of, or 1n negotiations toward, being sold? 

::J Yes ::J No 

If Yes, explain the circumstances on Attachment B. 

E. PERFORMANCE HISTORY 

7. How many years has your firm been in business? ____ Years. 

8. Has your firm ever held any contracts with the City of Los Angefes or any of its departments? 

DYes 0 No 

lf, Yes, list on an Attachment 8 all contracts your firm has had with the City of Los Angeles for the last ·1 0 
years. For each contract listed in response to this question, include: {a) entity name; (b) purpose of 
contract; {c) total cost; {d) starting elate; o:~nd (e) ending date. 

9. Ust on Attuchrnent B all contracts your firm has had with any private or governmental entity (other than the 
City of Los Angeles) over the last five yems that are similar to the work to be performed on the contract for 
which you are bidding or proposing. 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. 

u Cl1eck the box if you have not had any similar contracts in the last five years 

·t 0. ln the past five years, has a governmental or private entity or individual terminated your film's contract prior 
to completion of the contract? 

::::J Yes ::::J No 

lf Yes, explain on Attachment B the circumstances surrounding each tnstance. 

1·1. In the past five years, has your firm used any subcontractor to perform ·.vork on a government contract 
when you knew that the subcontractor had been debarred by a governmental entity? 

0 Yes 0 No 

If Yes, explain on Attachment B the circumstances surrounding each instance. 

12. In the past five years, has your firm been debarred or determined to be a non-responsible bidder or 
contractor? 

DYes D No 

If Yes, explain on Attachment B the crrcumstances surrounding each instance. 

4 
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Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

SERVICE 

F. DISPUTES 

!3. ln the past five years, has your firm been the defendant in court on a matter related to any of the following 
issues? For parts (a) and (b) below, check Yes even if the matter proceeded to arbitration without court 
Htigatron. For part (c), check Yes only if the matter proceeded to court litigation. If you answer Yes to <:my of 
the questions below, explain the circumstances surrounding each instance on Attachment B. You must 
include the following in your response: the name of the plaintiffs in each court case the specific causes of 
action m each case· the date each case was filed; and the disposition/current status of each case. 

(a) Payment to subcontractors? 

0 Yes D No 

(b) Work performance on a contract? 

0 Yes 0 No 

(c} Emptoyment~related litigation brought by an employee? 

0 Yes 0 No 

14 Does your firm have any outstanding JUdgements pending agamst 1t? 

0 Yes 0 No 

lf Yes, explain on Attachment B the mcumstances surrounding each instance. 

15. In the past five years, has your firm been assessed liquidated damages on a contract? 

u Yes 0 No 

If Yes, explain on Attachment B the circumstances surrounding each instance and identify all such 
projects, the amount assessed and paid, and the name and address of the project owner. 

G. COMPLIANCE 

16. In the past five years, has your firm or any of its owners, pa1tners 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 Attachment C (P<.Jge 9}? For ihis question, the 
term "owner" does not indude owners of stock in your firm if your firm is <J publicly traded corporation. 

0 Yes 0 No 

if Yes, explain on Attachment B the circumstances surrounding each instance, including the entity that was 
involved, the dates of such instances, and the outcome. 

17. If a license IS reqUired to perform any services provided by your firm in the past five years, has your firm, 
or any person employed by your firrn, been investigated, cited, assessed any penalties, subject to any 
disciplinary action by a licensmg agency, or found to have violated any licensmg bws? 

DYes 0 No 

lf Yes, explain on Attachment B the circumstances surrounding each instance in the last five years. 

Res~onsi!Jiiityauestionneir·e (Rev. 0511CV02) 5 
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of Los HotiSinq ,)f'partment 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

SERVICE 
·1s. In the past five years, has your firm, any of its owners, patiners, m officers, ever been penalized or given a 

letter of warning by the City of Los Angeles for failing to obtain authorization from the Ctty for the 
substitution of a Minonty-owned (r·.f!BE), Women-owned (WBE), or Other (OBE) I)UStness enterprise? 

:::J Yes D No 

!f Yes, explain on Attachment 8 the circumstances surrounding each instance in the last five years. 

H. BUSINESS INTEGRiTY 

19. For questions (a), (b), and (c) below, check Yes if the situation applies to your firm For these questions, 
the term "firm" includes any owners, partners, or officers in the firm. The term "owne( does not include 
owners of stock in your firm if the firm is a publicly traded corporation. If you check Yes to any of the 
questions below, explain on .Attac!1ment B the circumstances surroundinq each instance. 

(a) ls a governmental entity or public utility currently investigating your firm for making (a) false cbim(s) or 
material rnrsrepresentation(s)? 

:::J Yes ::J No 

(b) ln the past five years, has a governmental entity or public utHity alleged or determined that your firm 
made (a) false daim(s} or material rnisrepresentation(s)? 

DYes :::J No 

(c) In tile past five years, has your firm been convicted or found liable in a civH suit for, maktng (a) false 
daim(s) or material misrepresentation(s) lo any governmental entity or public utility? 

DYes D No 

20. ln the past five years, has your firm or any of its owners or officers been corwrctecl 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 fr<Jud, theft, embezzlement, perjLUy, bnbety? For this question, the 
term "owner" does not include those who own stock in <1 publicly traded corporation 

::::J Yes :J No 

lf Yes, explain on Attachment B the circumstances surrounding each instance. 

CERTIFICATION UNDER PENALTY Of PERJURY 

l certify under penalty of perjury under the laws of tile Stute of California that 1 h<we read ancl understand the 
questions contained in this questionnaire and the responses contained on a!! Attachments. l further certify that 
i have provided full and complete ansv•ers to each question, and that all information provided rn response to 
this Questionnaire is true and accurate to the best of my knowledge and belief. 

Print Name, Title Signature Date 

Respon~ibiiity Questionnaire (Re'" 05110102,1 6 
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SERVICE 

ATTACHMENT A FOR SECTIONS A THROUGH C 

VVhere additional information or an explanation is required, use the space below to provide the information or 
explanation. Information submitted on this sheet must be typewritten or printed in ink. Include the number of 
the question for wh1ch you are subrnittmg additional information. Information submitted on this Attachment in 
response to Questions in Sections A t11rough C will be posted on the internet for public review. Make copies of 
this Attachment if additional pages are needed. 

P<'!lge __ 

Respcn><ihliiiY Ques,tionnaire (Re<" 051 I 0!'021 7 
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SERVICE 

ATTACHMENT B FOR SECTIONS D THROUGH H 

Where additional information or an explanation is required, use the space below to provide the information or 
explanation. Information submitted on this sheet must be typewritten or printed in ink. lnclude the number of 
the question for which you are submitting additional information. Information submitted on th1s Attachment in 
response to Questions in Sections 0 through H will not be posted on the mternet but wil! be made available to 
the public tor review upon request. Make copies of this Attachment if additional pages are needed .. 

Page __ 

Resp-cm>ibiiity Questionnaire (Rev 0:5!1 D/D2i 
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SERVICE 
ATTACHMENT C: GOVERNMENTAL ENTITlES FOR QUESTION N0.16 

Check Yes in response to Ouestion No. 16 if your firm or any of 1ts. 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 f!rrn is u publicly traded corporation. If you answered Yes, provide an explanation on Attachment 8 
of the circumstances surrounding each instance, including the entity involved, the dates of such inst.:mces, and 
the outcome" · 

FEDERAL ENTITIES 

Fedeml Department of labor 
4 American 'Nith Disabilities Act 
4 Immigration Reform and Control Act 
• Family Medical Leave Act 
• Fair Labor Standards .Act 
4 Davis-Bacon and !a¥/S covering 'Nage requirements 

for federal government contract workers 
~ Migrant and Seasonal Agricultural Vl/orkers 

Protection Act 
~ Immigration and Naturalization Act 
• Occupational Safety and Health Act 
e anti-d~scritmnaiion provisions applicable to 

government contractors and subcontractors 
• whist!eblower protectton law·s 

Fecleml Department of Justice 
• Civil Rtghts Act 
• American with Disabiltties Act 
• Immigration Reform and Control Act of "1986 
* bankruptcy fr;:wd <~nd abuse 

Federal Department of Housing and Ur!Hm 
Development (HUD) 
~ anti-discrirmn<'!tion provisions in federally 

substdlzed/assJstedlsponsored housing programs 
e prevaifmg wage requirements applicable to HUD 

related programs 

Federt1l Environmental Protection Agency 
o Environmental Protection Act 

National Labor Relations Board 
~ National Labor Relations Act 

Federal Equal Employment Opporwni!y 
Commission 
e Ci1n! R1ghts Act 
e Equal Pay Act 
e Age Discrimination in Employment Act 
• Rehabiht::~tion Act 
~ Americans with Disabilities Act 
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STATE ENTITIES 

Califomto's Department of Industrial Relations 
~ wage and labor standards, and licensing and 

reglstrat;on 
~ occupational safety and health standards 
~ •Norkers' compensation self insurance plans 
e v'V'orkers· Compensation Act 
~ wage, hour. and working standards for app1·entices 
• any provision of the Cal1fornia Labor Code 

California's Department of Fair Employment and 
Housing 
• California Fair Employment and Housing Act 
.. Unruh Civ1! Rights Ac\ 
$ Ralph Civil Rights .Act 

CuHfornia Depurtment of Consumer Affnirs 
• licBnsing, reg1strahon, and certif1caton 

requirements 
occupational licensing requirements 3dministered 
and/or enforced by any of the Departmenfs 
boards, inch.td1ng the Contmctors· Stette Licensing 
Board 

CaHfornin's Depurtment of Justice 

LOCAL ENTJTIES 

City of Los Angeles or any of its subdivisions for 
violations of any l3w, ordinance, code, rule, or 
regulation administered and/or enforced by the City, 
including any letters of warning or sanctions iss~1ed !Jy 
the City of Los Angeles for an unauthorized substitution 
of subcontractors. or unauthorized reductions ~n cloll8r 
amounts subcontracted. 

OTHERS 

Any other federal, stule, local governmental entity 
for violation of any other federal, stale., or loca! l<Nl or 
regulation relating to wages. labor, or other terms and 
conditions of employment. 
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ATTACHMENT 8 

CITY OF LOS ANGELES BUSINESS INCLUSION PROGRAM (BIP) 
FOR A REQUEST FOR PROPOSAL (RFP) 

Performance of a BIP outreach to Minority Business Enterprises (MBE), Women 
Business Enterprises (WBE), Small Business Enterprises (SBE), Emerging Business 
Enterprises (EBE), Disabled Veteran Business Enterprises (DVBE), and Other 
Business Enterprises (OBE) subconsultants must be completed on the Business 
Assistance Virtual Network (BAVN), www.labavn.org. 

All BIP outreach documentation must be submitted on the BAVN by 4:30p.m. on the 
first calendar day following the day of the RFP response submittal deadline. 

The LOS ANGELES HOUSING DEPARTMENT anticipated levels of 

MBE Participation: 18% 

WBE Participation: 4% 

SBE Participation: o;o 

EBE Participation: o;o 

DVBE Participation: o/o 

NOTE: BIP outreach information and/or assistance may be obtained in your LAHD 
RFP Contact Information Sheet. 
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CITY OF LOS ANGELES' POLICY 
BUSINESS INCLUSION PROGRAM (BIP) FOR A REQUEST FOR PROPOSAL (RFP) 

SUMMARY 

This policy sets forth the City of Los Angeles' rules and procedures to be followed by 
respondents on advertised personal services contracts in regards to the City's BIP 
outreach requirements. In general, this policy provides that respondents for 
contracts must demonstrate compliance with the indicators relating to an active 
outreach program to obtain participation by MBEs, WBEs, SBEs, EBEs, DVBEs, and 
OBEs. Failure to demonstrate an outreach on the BAVN to comply with the 
indicators will render the bid non-responsive. 

A. GENERAL 

This policy statement explains how the City's SIP will be administered within the 
Awarding Authority for personal services contracts. The Awarding Authority is 
committed to ensuring full and equitable participation by minority, women, small, 
emerging, disabled veteran, and other businesses in the provision of all goods and 
services to the Department on a corltractuE3l basis. The. SIP is set forth in this policy 
Statement. Respondents to the Awarding Authority shall be fully informed 
concerning the requirements of this Program.·· Failur~. to comply with the City's BIP 
outreach requirements .. will render the response noh.::responsive and result in its 
rejection. 

B. DEFINITIONS 

1. Minority or Women Business Enterprise (MBE or WBE): For the purpose of 
this program, Minority or Women Business Enterprise shall mean a business 
enterprise that meets both of the following criteria: 

a. A business that is at least 51 percent owned by one or more minority 
persons or women, in the case of any business whose stock is publicly 
held, at least 51 percent of the stock is owned by one or more minority 
persons orwomen; and 

b. A business whose management and daily business operations are 
controlled by one or more minority persons or women. 

2. Small Business Enterprise (SBE): For the purpose of this program, Small 
Business Enterprise shall mean a business enterprise that meets the 
following criteria: 
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a. A business (personal or professional services, manufacturer, supplier, 
vendor) whose three (3) year average annual gross revenues does not 
exceed $7 million. 

b. A business (construction contractors) whose three (3) year average 
annual gross revenues does not exceed $14 million. 

3. Emerging Business Enterprise (EBE): For the purpose of this program, 
Emerging Business Enterprise shall mean a business enterprise whose three 
(3) year average annual gross revenues does not exceed $3.5 million. 

4. Disabled Veteran Business Enterprise (DVBE): !=or the purpose of this 
program, Disabled Veteran Business Enterprise shall mean a business 
enterprise that meets the following criteria: 

a. A business that is at least 51 percent owned by one or more disabled 
veterans. 

b. business whose daily business operations must be managed and 
controlled by one or more disabled veterans. 

5. Other Business Enterprise (OBE): For the purpose of this program, Other 
Business Enterprise shall mean any business enterprise which either does 
not otherwise qualify or has not been certified as a Minority, Women, Small, 
Emerging, and/or Disabled Veteran Business Enterprise. 

6. Minority person: For the purpose of this program, the term "Minority personn 
shall mean African Americans; Hispanic Americans;· Native Americans 
(including American.lndians, Eskimos, Aleuts, and Native Hawaiians); Asian­
Pacific Americans (including persons whose origins are from Japan, China, 
Taiwan, Korea, Vietnam, Laos, Cambodia, the Philippines, Samoa, Guam, the 
United States· Trust Territories of the Pacific, Northern Marianas); and 
Subcontinent Asian Americans (including persons whose origins are from 
India, Pakistan and Bangladesh). 

7. Disabled Veteran: For the purpose of this program, the term "Disabled 
Veteran" shallmean a veteran of the U.S. military, naval, or air service; the 
veteran musfhave a service-connected disability of at least 10% or more; and 
the veteran must reside in California. 

8. Certification must be current on the date the Awarding Authority awards a 
contract for the project if credit is to be allowed towards the anticipated levels 
of MBE, WBE, SBE, EBE, and/or DVBE participation on this contract. 

a. Certification as a Minority or Women Business Enterprise: an MBEIWBE 
must be certified by 1) City of Los Angeles, Bureau of Contract 
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Administration; 2) State of California Department of Transportation 
(CalTrans); 3) Los Angeles County Metropolitan Transportation Authority 
(Metro); 4) Southern California Minority Business Development Council 
(SCMBDC) for MBE certifications only; or 5) any certifying agency that is a 
part of the State of California Unified Certification Program (CUCP) so 
long as the certification meets all of the City of Los Angeles' MBE/WBE 
certification requirements. 

Applications for certification and directories of MBE/WBE certified firms 
are available at the following locations: 

1. City of Los Angeles 
Bureau of Contract Administration, Office of Contract Compliance 
1149 S. Broadway, Suite 300, Los Angeles, CA 90015 
Telephone: (213) 847-2684 FAX: (213) 847-2777 
Internet address: http://www.lacity.org/BCA 

2.Ca1Trans 
Caltrans Division of Procurement and Contracts/Material and Distribution 
Branch/Publication Unit 
1900 Royal Oaks Drive, Sacramento, CA 95815 
To order a directory, call (916) 445-3520 
Internet address: http://www.dot.ca.gov/hq/bep/ 

3. Los Angeles County Metropolitan Transportation Authority 
Equal Opportunity Department 
1 Gateway Plaza, Los Angeles, CA 90012 
Telephone: (213) 922'-2600 FAX: (213) 922-7660 
Internet address: http://www.mta.net 

4.Southern California Minority Business Development Council, Inc. (for a 
fee) 
800 W. 6th Street, Suite 850, Los Angeles, CA 90017 
Telephone: (213) 689-6960 Fax: (213) 689-1707 
Internet address: http://www.scmbdc.org 

b. Certiflcationas a Small or Emerging Business Enterprise: An SSE or EBE 
firm must be certified by either: 1) City of Los Angeles, Bureau of Contract 
Administration; or 2) State of California, Office of Small Business & 
Disabled Veterans Business Enterprise Services so long as the 
certification meets all of the City of Los Angeles' SSE or EBE certification 
criteria. Note: The State of California does not offer EBE certifications. 
For the purposes of this program, the State's microbusiness certification 
will be considered synonymous with the City's EBE certification. 

51 



C1ty of Los Angeles HouslfliJ tJepartrnent 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

c. Certification as a Disabled Veteran Business Enterprise: A DVBE must be 
certified by State of California, Office of Small Business & Disabled 
Veterans Business Enterprise Services. 

9. Business Inclusion Program Outreach Documentation: The respondent must 
take affirmative steps prior to submission of their RFP response to ensure that 
a maximum effort is made to recruit subconsultants. Minority, women, small, 
emerging, disabled veteran owned and controlled businesses must be 
considered along with other business enterprises whenever possible as 
sources of subconsulting services. Affirmative steps for BIP Outreach 
Documentation are outlined in Paragraph C herein. The BIP Outreach 
Documentation must be submitted as described in Paragraph C herein. 
Failure to submit the BIP Outreach Documentation will render the response 
non-responsive. 

10. Subcontract For the purpose of this program, the term ''Subcontract" 
denotes an agreement between the prime Consultant and an individual, firm 
or corporation for the performance of a particular portion(s) of the work which 
the prime Consultant has obligated itself. 

11. Subconsultant: An individual, firm, or corporation having a direct contract with 
the consultant for the performance of a part of the work which is proposed to 
be constructed or done under the contract or permit, including the furnishing 
of all labor, materials, or equipment For the purposes of this Program, a 
subconsultant may also be referred to as a subcontractor. 

12. Vendor and/or supplier: A firm that owns, operates or maintains a store, 
warehouse, or other establishment in which the materials or supplies required 
for the performance ofthe contract are bought, kept in stock, and regularly 
sold to the public in the usual course of business. The firm must engage in, 
as its principal business, and its own name, the purchase and sale of the 
products in question. A vendor and/or supplier of bulk items such as steel, 
cement, stone and petroleum products need not keep such products in stock, 
if it owns or operates distribution equipment. 

13. Manufacturer: A firm that operates or maintains a factory or establishment 
that produces on the premises the materials or supplies obtained by the 
contractor. 

14. Broker: A firm that charges for providing a bona fide service, such as 
professional, technical, consultant or managerial services and assistance in 
the procurement of essential personnel, facilities, equipment, insurance or 
bonds, materials or supplies required for performance of the contract. The 
fee or commission is to be reasonable and not excessive as compared with 
fees customarily allowed for similar services. 
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15. Participation Recognition: This applies to recognition as an MBE, WBE, SBE, 
ESE,DVSE 

a. All listed MSE, WSE, SBE, ESE, and/or DVBE firms must be certified as 
defined under Paragraph B, Definitions, Item 4, on the date the Awarding 
Authority awards a contract for the project before credit may be allowed 
toward the respective MSE, WBE, SSE, EBE, and/or DVBE pledged 
participation level. 

b. Work performed by a prime consultant will not be considered for credit in 
computing any pledged levels of MBE, WSE, $BE, EBE, and/or DVBE 
participation for this project. The prime consultant will be required to make 
a SIP Outreach to obtain reasonable anticipated participation levels 
through subconsulting or materials and supplies acquisition. 

c. Recognition for materials and/or supplies is limited to 60 percent of the 
amount to be paid to the vendorfor such materials/supplies in computing 
the pledged levels of MBE, WSE, SSE, EBE, and/or DVSE participation, 
unless the vendor manufactures or substantially alters the 
materials/supplies. 

d. MBE, WSE, SSE, ESE, and/or DVBE credit for brokers required for 
performance of the contract is limited to the reasonable fee or commission 
charged, as not considered excessive, as compared with fees customarily 
allowed for similar services. 

e. A firm which qualifies as both a MBE and a WBE will be credited as either 
MBE participation or as WSE participation, but will not-be credited for both. 
However, a fV1SE and/or WSE firm may also receive SSE, ESE and/or 
DVBEcredit if so qualified. 

f. A listed MBE, WE3E, SSE, ESE, and/or DVBE firm must be potentially 
. available to perform a commercially useful function, i.e., must be 
potentially responsible for the execution of a distinct element of the work 
and.· potentially available to carry out its responsibility by performing, 
managing andsupervising the work . 

. : . . . · ... 

g. /WBE credit shall not be given to a Joint Venture partner listed as a 
subconsultant by a Joint Venture respondent. 

h. A SBE, EBE, DVBE prime consultant shall receive pledged participation 
credit for the work performed by its own workforce. 
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C. BIP OUTREACH DOCUMENTATION 

It is the policy of the City of Los Angeles to provide Minority Business Enterprises 
(MBEs), Women Business Enterprises (WBEs), Small Business Enterprises (SBE), 
Emerging Business Enterprises (EBE), Disabled Veteran Business Enterprises 
(DVBE), and all Other Business Enterprises (OBEs) an equal opportunity to 
participate in the performance of City contracts. In order to maximize this 
participation while minimizing the administrative impact on city staff and RFP 
respondents alike, the Mayor's Office has developed a Business Inclusion Program 
(BIP). The BIP requires City departments to set anticipated participation levels 
based on the opportunities presented in their advertised contracts and department's 
achievement of its annual goals. A respondent's BIP Outreach to MBEs, WBEs, 
SBEs, EBEs, DVBEs, and OBEs shall be determined by their compliance with the 
following BIP Outreach process which will be performed on the City's Business 
Assistance Virtual Network (BAVN). The BAVN can be accessed by going to the 
City's Webpage (http://www.lacity.org) and linking onto "Bids, RFPs & Grants" or 
directly at www.labavn.org. Failure to meet the anticipated MBE, WBE, SSE, EBE, 
and/or DVBE participation levels will not by itself be the basis for disqualification or 
determination of noncompliance with this policy. However, failure to comply with the 
SIP Outreach documentation requirements as described in this section will render 
the RFP response non-responsive and will result in its rejection. Compliance with 
the BIP Outreach requirements is required even if the proposer has achieved the 
anticipated MBE, WBE, SBE, EDE, and DVBE participation levels. Adequacy of a 
bidder's BIP Outreach will be determined by the Awarding Authority after 
consideration of the indicators of BIP Outreach as set forth below. 

Any technical difficulties while utilizing the BAVN should be reported immediately 
using the following steps: 

1. Email BAVN Support at sugport@labavn.org. 
2. Email [Kim.Ly@Lacity.org]. 
3. If you are not contacted within 15 minutes during normal City working hours 

(7:00a.m. to 4:30p.m. Monday-Friday), call [Kim Ly at(213) 808-8493]. 

If the above procedures are not followed as stipulated, incomplete outreach and/or 
incomplete documentation may not be accepted. 

Each indicator (2-6) is evaluated on a pass/fail basis. All indicators (2-6) must be 
passed to be deemed responsive. Only BIP Outreach documentation submitted 
under the bidders name will be evaluated. Therefore submission by a third party will 
result in the bidder being deemed non-responsive. 

1. LEVEL OF ANTICIPATED MBE/WBE PARTICIPATION 

The proposer has performed a BlP Outreach in an attempt to obtain potential 
subconsultant participation by MBEs, WBEs, SSEs, EBEs, DVBEs and OSEs 
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which could be expected by the Board to produce a reasonable level of 
participation by interested business enterprises, including the MBE, WBE, 
SBE, EBE and DVBE anticipated percentages set forth on Page 1 herein and 
to have the proposer meet the subconsulting expectations for the project 

2. ATTENDED PRE-BID MEETING 

The proposer attended the pre-proposal meeting scheduled by the Project 
Manager to inform all proposers of the requirements for the project for which 
the contract will be awarded. This requirement may be waived if the proposer 
certifies it is informed as to those project requirements and has participated in 
a City-sponsored or City-approved matchmaking event in the prior 12 months. 

Required Documentation: An employee of the proposer's company must 
attend the pre-submittal meeting scheduled for this project. Credit may not be 
given if the employee arrives late or fails to sign the pre-submittal meeting 
attendance roster. This requirement will be waived if the proposer both 
certifies in writing that it is informed as to the BIP Outreach requirements for 
the project and has participated in a City-sponsored or City-approved 
matchmaking event in the prior 12 months as is evidenced by the event 
attendance documents. 

Note: If the RFP states that the pre-submittal meeting is mandatory, then 
attendance at the pre-submittal meeting is the only way to pass this indicator. 

3. SUFFICIENT WORK IDENTIFIED FOR SUBCONSULTANTS 

The proposer has identified the minimum number, as· determined by the 
Awarding Authority, of specific items of work that will be performed by 
subconsultants. This will ensure an opportunity for subconsultant participation 
among MBE:s, WBEs, SBEs, EBEs, DVBEs, and OBEs. 

Required Docum'entation: Outreach via e-mail in the selected potential work 
items. This outreach must be performed using the BAVN's BIP Outreach 
system. The outreach must be to potential MBE, WBE, SBE, EBE, DVBE, 
and OBE subconsultants who are currently registered on the BAVN. Failure 
of the proposer to outreach in all of the potential work items selected by the 
City as potential subconsulting work items may result in the RFP response 
being deemed non-responsive. 

Note: City staff will access the BAVN and verify compliance with this indicator 
after the RFP submission deadline. 

4. WRITTEN NOTICES TO SUBCONSULTANTS 
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All notifications must be provided utilizing BAVN, and made not less than 
fifteen ( 15) calendar days prior to the date the Prime Bid/Proposal is required 
to be submitted. In all instances, proposers must document that invitations for 
subcontracting bids were sent to available MBEs, WBEs, SBEs, EBEs, 
DVBEs and OBEs for each item of work to be performed. 

Required Documentation: E-mail notification in each of the selected potential 
work items to potentially available MBEs, WBEs, SBEs, EBEs, DVBEs and 
OBEs for each anticipated work item to be performed. The notification must 
be performed using the BAVN's BIP Outreach system. The notification must 
be to potential subconsultants currently registered on the BAVN. If the 
proposer is aware of a potential subconsultant that is not currently registered 
on the BAVN, it is the proposer's responsibility to encourage the potential 
subconsultant to become registered so that the proposer can include them as 
part of their outreach. Letters must contain areas of work anticipated to be 
subconsulted, City of Los Angeles project name, name of the proposer, and 
contact person's name, address, and telephone number. Proposers are 
required to send notifications to a sufficient number of firms comprised of 
MBEs, WBEs, SBEs, EBEs, DVBEs and OBEs in each potential work item 
chosen, as determined by the City. What is considered sufficient will be 
determined by the total number of potential subconsultants in each specific 
work item. 

The City will determine each work area by the North American Industry 
Classification System (NAICS) code. The following table shows the sufficient 
number of MBE, WBE, SBE, EBE, DVBE and OBE subcontractors that need 
to be notified for each work area. 

# of Subcontractors ih NAlCS Code %Prime Must Number Prime Must 
Notify Notify 

1-10 100% 1-10 

11-20 80% 9-16 

21,-50 60% 13-30 

51;;100 40% 21-40 

101~200 25% 26-50 
.. ·>200 10% 20+ 

A proposer's failure to utilize this notification function will result in their RFP 
response being deemed non-responsive. 

Note: Proposers will not be able to utilize the BAVN's BIP Outreach 
notification function if there are less than fifteen (15) calendar days prior to the 
RFP response submittal deadline. In utilizing the BAVN's notification 
function, proposers will receive a message if they have failed to outreach to a 
sufficient number of firms when they go to view their summary sheet. 
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Proposers will be given an opportunity to include their own customized 
statements when utilizing the notification function. However, the City will take 
into consideration the wording and may deem a proposer non-responsive if 
the wording seriously limits potential subconsultant responses. City staff will 
access the BAVN and verify compliance with this indicator after the RFP 
submission deadline. Proposers are encouraged to print their BIP 
Outreach summary sheet prior to logging out as documented proof of 
their progress. 

5. PLANS, SPECIFICATIONS AND REQUIREMENTS 

The proposer provided interested potential subconsultants with information 
about the availability of plans, specifications, and requirements for the 
selected subconsulting work. 

Required Documentation: Include iri Indicator 4, information detailing how, 
where and when the proposer will make the required information available to 
interested potential subconsultants. The notification must be performed using 
the BAVN's BIP Outreach system. 

Note: For purposes of RFPs, making a copy of the RFP available to potential 
subconsultants will meet this requirement. At the time a proposer utilizes the 
BAVN's BIP Outreach notification function, the required information will 
automatically be included in the notification. Proposers will not be able to 
utilize the BAVN's BIP Outreach notification function if there are less than 
fifteen (15) calendar days prior to the RFP response submittal deadline. 
City staff will access the BAVN and verify compliance with this indicator after 
the RFP submission deadline. 

6. NEGOTIATED IN GOOD FAITH 

The proposer has responded to every unsolicited offer sent by a Registered 
Subcontractor using BAVN and has evaluated in good faith bids or proposals 
submitted by interested MBEs, WBEs, SBEs, EBEs, DVBEs, and OBEs. 
Proposers must not unjustifiably reject as unsatisfactory a bid or proposal 
offered by a Registered Subcontractor, as determined by the Awarding 
Authority. The proposer must submit a list of all subcontractors for each. item 
of work, including dollar amounts of potential work for MBEs, WBEs, SBEs, 
EBEs, DVBEs, and OBEs, and a copy of any and all bids or proposals 
received. This list must include an explanation of the evaluation that lead to 
the bid or proposal being rejected and the explanation must have been 
communicated to the subcontractor using BAVN. 

Required Documentation: 
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1. Schedule A MBE/WBE/SBE/EBE/DVBE/OBE Subconsultants Information 
Form; 

2. An online Summary Sheet organized by work area, listing the following: 
1 )The responses and/or bids received; 
2)The name of the subconsultant who submitted the bid/quote; 
3)A brief reason given for selection/non-selection as a subconsultant; 

3. Copies of all potential MBE/WBE/SBE/EBE/DVBE/OBE bids or quotes 
received must be submitted prior to award of a contract by the City; 

The reasons for selection/non-selection should be included in the notes 
section of the online Summary Sheet. If the proposer elects to perform a 
listed work area with its own forces, they must include a bid/quote for 
comparison purposes and an explanation must be provided and included 
on the summary sheet. All bids/quotes received, regardless of 
whether or not the proposer outreached to the subconsultant, must 
be submitted and included on the on-line Summary Sheet. To that 
extent, the City expects the proposer to submit a bid from each 
subconsultant listed on the online Summary Sheet, including those listed 
on the proposer's Schedule A All potential subcontractors with whom 
the bidder has had contact outside of the BAVN must be documented 
on the online Summary-Sheet. 

The summary sheet must be performed using the BAVN's BIP Outreach 
system and must be submitted by 4:30 p.m. on the first calendar day 
following the day of the RFP response submittal deadline. If a bid/quote is 
submitted by a firm that is not registered with the BAVN, the proposer is 
required to add that firm to their summary sheet. A proposer's failure to 
utilize the BAVN's summary sheet function will result in their RFP 
response being deemed non-responsive. 

Note: Staff will request copies of all of the bids/quotes received as part of 
the BIP Outreach evaluation process. Proposers must have a bid/quote 
from each potential subconsultant listed on their Schedule A prior to 
submission of the Schedule A The submission of the Schedule A is 
outlined in G herein. Proposers are encouraged to submit all of their 
bids/quotes with their RFP response submittal. Proposers will not be able 
to edit their summary sheet on the BAVN's BIP Outreach summary sheet 
function after 4:30 p.m. on the first calendar day following the day of the 
RFP response submittal deadline. City staff will access the BAVN and 
verify compliance with the summary sheet provision of this indicator after 
the RFP submission deadline. Proposers are required to have each of the 
subconsultants on their Schedule A registered on the BAVN prior to being 
awarded the contract. 
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7. BOND, LINES OF CREDIT, AND INSURANCE ASSISTANCE 

Each notification by the proposer shall also include an offer of assistance to 
interested potential MBEs, WBEs, SBEs, EBEs, DVBEs, and OBEs in obtaining 
bonds, lines of credit, and insurance required by the Awarding Authority or 
proposer. 

Required Documentation: Include in Indicator 4, information about the 
proposer's efforts to assist with bonds, lines of credit and insurance. The 
notification must be performed using the BAVN's BIP Outreach system. 

Note: At the time a proposer utilizes the BAVN's BIP Outreach notification 
function, the required information will automatically be included in the notification. 
Proposers will not be able to utilize the BAVN's BIP Outreach notification function 
if there are less than fifteen (15) calendar days prior to the RFP response 
submittal deadline. Proposers will be given an opportunity to include their own 
customized statements when utilizing th~ notification function. However, the City 
will take into consideration the wording and may deem a proposer non­
responsive if the wording seriously limits potential subconsultant responses or is 
deemed contrary to the intent of this indicator. City staff will access the BAVN 
and verify compliance with this indicator after the RFP submission deadline. 

The proposer shall submit completed BIP Outreach documentation either via the 
BAVN's BIP Outreach system or Qtior to award, as specified for each indicator. 
The Awarding Authority in its review of the BIP Outreach documentation may 
request additional information to validate and/or clarify that the BIP Outreach 
submission wC.~1s adequate, Any additional information submitted after the 
response due date and time will be treated at a higher level· of scrutiny and may 
require third Party documentation ih order to substantiate its authenticity. Such 
information shall be submitted promptlyupon request by the Awarding Authority. 

D. AWARD OF CONTRACT 

The Awarding AuthoritY reserves the right to reject any and all RFP responses. 
The award of a contract will be to the responsive, responsible proposer whose 
proposal complies with all requirements prescribed herein. This includes 
compliance with the required Business Inclusion Program Outreach. A positive 
and adequate demonstration to the satisfaction of the Awarding Authority that a 
BIP Outreach to include MBE/WBE/SBE/EBE/DVBE/OBE subconsultants' 
participation was made is a condition for eligibility for award of the contract. 

1n the event that the Awarding Authority considers awarding away from a 
proposer because of the proposer's failure to supply adequate BIP Outreach 
documentation, the Awarding Authority shall afford the proposer an opportunity to 
present further evidence to the Awarding Authority prior to a public hearing of the 
proposer's BIP Outreach evaluation. 
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E. SUBCONSULTANT SUBSTITUTION 

In addition to the requirements set forth in the provisions pertaining to the listing of 
subconsultants, the following shall apply for the purpose of this program: 

1. Substitution During Contract Duration: The contract award requires that the 
level of all subconsultant participation shall be maintained throughout the 
duration of the contract. To this extent, any unapproved reduction in the 
listed subcontract amount will be considered an unauthorized substitution. 

a. The Consultant shall request approval ofthe Awarding Authority 
for all substitutions of bid-listed (Schedule A) subconsultants. 

b. The request shall be in writing and submitted to the designated 
Project Manager for the Awarding Authority. The request shall 
give the reason for the substitution, the name of the subconsultant 
and the name of the replacement. 

2. MBEIWBE/SBE/EBE/DVBE/OBE Subconsultant Substitution: The 
Awarding Authority requires that whenever the Consultant seeks to 
substitute a bid-listed (Schedule A) subconsultant, the Consultant must 
make a BIP Outreach to replace the subconsultant. 

a. The Consultant shall contact some of each of the following: 
certified MBE, certified WBE, certified SBE, certified EBE, 
certified DVBE, and OBE sub-bid prospects from each trade for 
which sub-bid/subconsulting work is available and document the 
following for submittal: 

1. Name of company contacted; contact person and telephone 
number; date and time of contact. 

2. Response for each item of work which was solicited, 
including dollar amounts. 

3. Reason for selection or rejection of sub-bid prospect. 

4. In the event that the Consultant is unable to find some certified MBE, 
certified WBE, certified SBE, certified EBE, certified DVBE, and OBE sub­
bid prospects fore each trade, the Consultant should contact the Office of 
Contract Compliance at (213) 84 7-2684 for assistance prior to certifying 
under penalty of perjury that it was unable to fully meet this requirement. 
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5. ln the event that a subcontract is reduced due to a project change that will 
not be specified in a change order, the Consultant shall request approval 
for reducing the subcontract by documenting the following for submittal: 

a. The name of the company for which the subcontract reduction is 
requested and the dollar amount of the reduction. 

b. The reason for the reduction. Specific details should be given in 
order for the Consultant's request to be processed promptly. 

c. The Consultant shall submit all documentation to the Awarding 
Authority's Project Manager. 

F. SUB~AGREEMENT FALSIFICATION 

Falsification or misrepresentation of a sub-agreement as to company name, 
contract amount and/or actual work to be done by the sub-bidder/subconsultant 
will result in sanctions set forth in provisions pertaining to listing of 
subconsu ltants. 

G. SUBMITTAL DOCUMENTS 

1. MBENVBE/SBE/EBE/DVBE/OBE Subcontractors Information Form (Schedule 
A) 

Proposers . . . shall submit with their proposal the 
MBENVBE/SBE/EBE/DVBE/OBE Subcontractors Information Form, provided 
here in as Schedule A. The proposer shall list itself and the names and 
addresses of all firms to be used with a complete description of work or 
supplies to be provided by each, and the description of work to be performed. 

2. MBENVBE/SBE/EBE/DVBE/OBE Utilization Profile (Schedule B) 

During the term of the contract, the consultant must submit the 
MBENVBE/SBE/EBE/DVBE/OBE Utilization Profile (Schedule B) when 
submitting an invoice to the City. 

3. Final Subcontracting Report (Schedule C) 

Upon completion of the project, a summary of these records shall be prepared 
on the "Final Subcontracting Report" form (Schedule C) and certified correct 
by the consultant or its authorized representative. The completed form shall 
be furnished to the Awarding Authority within 15 working days after 
completion of the contract. 
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H. RESPONSIBILITY FOR IMPlEMENTATION AND MONITORING 

The Awarding Authority which acts as the City's Project Manager for the resulting 
contract will be the responsible entity for proper implementation and monitoring of 
the policy. 

!.AWARD OF CONTRACT 

Nothing herein restricts the discretion of the Awarding Authority to reject all 
proposals in accordance with Charter Section 371. 
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SCHEDULE A 
CITY OF LOS ANGELES 

MBE/WBE/SBE/EBE/DVBE/OBE SUBCONTRACTORS INFORMATION FORM 

(NOTE: COPY THIS PAGE AND ADD ADDITIONAL SHEETS AS NECESSARY, SIGN ALL SHEETS) 

I Project Title 

Proposer Address 

Contact Person Phone/Fax 

LIST OF ALL SUBCONSUL TANTS (SERVICE PROVIDERS/SUPPLIERS/ETC.) 

NAME, ADDRESS, TELEPHONE NO. OF DESCRIPTION OF WORK OR MBE/WBEI CAL TRANS/ 

-~·. 

DOLLAR VALUE 
SUBCONSULTANT SUPPLY SBE/EBE/ CITY/MTA OF SUBCONTRACT 

DVBE/OBE .. CERT. NO. 

-

PERCENTAGE OF MBE/WBE/SBE/EBE/DVBE/OBE 
PARTICIPATION 

DOLLARS PERCENT 
Signature of Person Completing this Form 

TOTAL MBE AMOUNT $ % 

TOTAL WBE AMOUNt .$ % 

TOTAL SBE AMOUNT · .... $ % 

TOTAL EBE AMOUNT $ % Printed Name of Person Completing this Form 

TOTAL DVBE AMOUNT $ % 

TOTAL OBE AMOUNT $ % Title Date 

BASE BID AMOUNT $ 

MUST BE SUBMITTED WITH PROPOSAL 
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I Project Title 

Consultant 

Contact Person 

SCHEDULE B 
CITY OF LOS ANGELES 

MBEIWBE/SBE/EBE/DVBE/OBE UTILIZATION PROFILE 

Address 

Phone/Fax 

I Contract No. 

CONTRACT AMOUNT THIS INVOICE AMOUNT INVOICED TO DATE AMOUNT 
(INCLUDING AMENDMENTS) (INCLUDE THIS INVOICE) 

MBE/WBE/SBEIEBE/DVBE/OBE SUBCONTRACTORS (LIST ALL SUBS) 

NAME OF MBEIWBE/ ORIGINAL THIS INVOICE INVOICED TO DATE SCHEDULED 

... 

SUBCONTRACTOR SBEIEBE/ SUBCONTRACT (AMOUNT NOW (INCLUDE THIS PARTICIPATION 
DVBE/OBE AMOUNT DUE) INVOICE) TO DATE 

CURRENT PERCENTAGE OF llliBEIWBE/SBE/EBE/DVBE/OBE Signature of Person Completing this Form: 

PARTICIPATION TO DATE 

DOLLARS PERCENT 
--

TOTAL MSE PARTICIPATION $ % Printed Name of Person Completing this Form: 

TOTAL WBE PARTICIPATION $ % 

TOTAL SBE PARTICIPATION $ % 
--

TOTAL EBE PARTICIPATON $ % Title: Date: 

TOTAL DVBE PARTICIPATION $ % 

TOTAL OBE PARTICIPATION $ % --
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SCHEDULE C 
CITY OF LOS ANGELES 

FINAL SUBCONTRACTING REPORT 

Project Title 

Company Name Address 

Contact Person I Phone 

Name, Address, Telephone No. of all Description of Work MBEIWBEf 
SBEIEBE/ Subconsultants Listed on Schedule B or Supply 
DVBEIOBE 

Contract No. 

Original Dollar 
Value of 

Subcontract 

* If the actual dollar value differs from the original dollar value, explain the differences and 
give details. 

Actual Dollar 
Value of 

Subcontract* 

Total Dollars Achieved Pledged Total Dollars Achieved Pledged 
Levels Levels Levels Levels 

MBE Participation WBE 
Participation 

SBE Participation EBE 
Participation 

DVBE OBE 
Participation Participation 

Signature of Person Completing this Form Printed Name Title Date 

SUBMIT WITHIN 15 DAYS OF PROJECT COMPLETION 
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The Mayor's Office Executive Directive No. 14- Business Inclusion Program ensures 
all businesses, including job-creating small businesses, have an equal opportunity to 
do business with the City and leverages the power of the internet and an existing 
internet-accessible City resource~ the Los Angeles Business Assistance Virtual 
Network (BAVN)- to connect City contracting opportunities to more businesses. 

Under the directive, each firm will be given the opportunity to identify itself among 
three additional categories of business besides Minority Business Enterprises 
(MBEs), Women Business Enterprises (WBEs) and all Other Business Enterprises 
(OBEs): (1) a certified Small Business Enterprise (SSE) (2) Emerging Business 
Enterprise (EBE), which is an especially small business (3) a certified Disabled 
Veteran-Business Enterprise (DVBE). 

The form below must be completed, signed and affixed to the bidder's copy of its 
registration and account activation in the LA BAVN. 

LABA VN CERTIFICATION 

The Proposer has visited, registered and activated an account with the Los Angeles Business 
Assistance Virtual Network (www.labavn.org). Attached is a copy (email response from 
BA VN) of the registration and activated account. 

Choose a category that best describes your company (check all that applies): 

_MBE_ WBE_OBE_SBE_EBE_DVBE_Not Applicable 

Proposer's Name~~~~~~~~~~~~ 

Authorized Signature & Date~~~~~--~~-~-

Print Name and Title ---------------------
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ATTACHMENT 9 FIRST SOURCE HIRING ORDINANCE (FORMS 1 and 2) 

SUBCONTRACTORS: Please fill this form and your own FSH0-2 form. If you have your own Subcontractors 
t;e~; :Jd tier, etc.) that will work on this City contract, each of them must also fill an FSH0-1 and FSH0-2 form. 
Upon completion, submit all forms to your Prime Contractor. 
PRIME CONTRACTORS: Please compile all of your subcontractor's fotms. Fill out your own FSH0-1 and FSH0-2 
form. If you have no subcontractors, you must still fill out an FSH0-2 form. ALL completed FSH0-1 and FSH0-2 
forms must be submitted to the Contact Person kom the> City Awardiog Department that you are contracting with 
before the contract is executed. Your A · De(kJitment will then submit these forms to BCA. 

Name of Contractor: -----::~~-=-~~~~~~~~~~~~~~Contractor Phone#: ~~~~~~~~-
Designated Contractor Contact Person: Emai!:_~~~~~~~~~~-
Street Address: BAVN Company !D: -~~~~~~~-
City: -~~~~~~~~_State: Zip:_~~~~_ Federal ID (FEIN):~~~~~~~~-

1. r am completing this 
form as a: 
0 Prime Contractor 
0 Subcontractor 

Job Classification: 

Job Description: 

2. How many total employees 
currently work for your 
company? 

3. How many employees 
will be working directly 
for the City contract? 

4, Do you anticipate any job 
openings as a resu It of this 
City contract? 
0 YES- Go to Question 5. 
0 NO- Go to Section !II. 

,~- Anticipated # of Job Openings: __ 

Job Classification: ____ ~-~~--~~--~--~~- Anticipated# of Job Openings: __ 

am 
and that the information provided on this form is true and correct to the best of my knowledge. 

Executed this ____ day of··-~-----' 20~-' at~----,-::::-.,-----~··-' -------~ 
(City) (State) 

Signature Contractor Print 

Dept: __ _ Contact Person; __ _ Phone#; _____ ~- Email:---~~---

8AVN ID:_~~~~- Project Title (as listed in bid): ~~~~~~~~~~~~~~~~~~~~~-

Contract Start Contract End 
Rev. 9/11 847,2625 
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SUBCONTRACTORS: Pfease form and attach your FSHO·l form. If you have your own 
Subcontractors (Zid tier_, Jd tier_, etc.) that will work on this City contrac( each of them must also complete an 
FSHO·l and FSH0-2 form. Upon compfetion, submit all forms to your Prime Contract01~ 
PRIME CONTRACTORS: Please compile all of your subcontractor's forms. Fill out your own FSH0-1 and FSH0-2 
form. If you have no subcontractors, you must st!'ll fill out an FSH0-2 fotm. ALL completed FSHO-.t and FSH0-2 
forms must be submitted to the Contact Person ti-om the City Awarding Department that you are contracti/19 l·vit.l-, 
before the contract is executed. Your Awarding Department wtll then svbmlt these fonns to BCA. 

Name of Contractor: --·~-··~--~-.. ·-~-·---~·~-~~--Contractor Phone#: ~~~~- -~~--·-·-~~~-~ 
Designated Contractor Contact Person: Emaii:~~~~~~~~~~~~~-
Street Address:~~~"-~-----------·---:::-------- BAVN Company !D: ___ _ 
City: State: Zip: ·--- Federal ID (FEIN)#:--·~ 

2. Are you a 1 Tier, Tier, Tier, 
or Other Tier Subcontractor? 

1. I am completing this form as a: 3. Do you 
will be working with you on the 
contract? 

D Prime Contractor 
Go to Question 3. 
D S~1bcontractor 
Go to 

Subcontractor Name: 

D pt 02"d 03'd 
Dother~-
Go to 3. 

Email: 

0 YES - Go to Question 4. 
D NO - Go to Section III. 

---------------Subcontractor Phone#: 
Email: 

Subcontractor Phone#: 

Email: 

~--------------Subcontractor Phone#: 

Email: 

Subcontractor Name:_·~~~~·-·--·-· ·-----~Subcontractor Phone#: 

Email: 

Subcontractor Phone#: 

Email: 

~--------------Subcontractor Phone#: 
Email: 

I declare under peMity of petjury under the laws of the State of Califomii'l that I am authorized to bind the entity listed on this form 
and that the information provided on this form is true and correct to the best of my knowledge. 

Executed this day of , 20~-• at 
(City) (State) 

Signature of Contractor Print Name/Title 

_______ Contact Person: ~----------Phone#: _______ Email; 

_____ Project Title (as listed in bid): 

Contract End Date: Contract Amount: 
Offi(e of Contrad Complidnce, EEOE/CCA (213) 847-262 
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ATTACHMENT 10 

CITY OF lOS ANGELES 
liVING WAGE ORDINANCE 

(Los Angela:& Administrative Code Section 10.37 et Sf>q.) 

1. What is the living Wage Ordinance? 

The Uvlng Wage Ordinance (LWO) requires employers who have agreements with !he 
City lo 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 fulfowlng: 

• Pay employees working on the subject agreement a wage rate that is at least 
equal to the "living waga" rate, The ~uving wage" is adjusted annually and 
becomes effectiv<;~ July 1 of each year. Employers can obtain information about 
the Hving w.age rate currently in effect by going to Department of Public Works, 
Bureau of Contract Administration, Office of Contract Compliance (OCC} website 
at www.lac1ty,org/bcaiOCCmain.htmL 

& Provide employees with at least 12 paid days off per year for sick leave, 
vacation, or personal necessity; and at least 10 unpaid sick days off per yeac 

• Tell employees who make less than $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 wijth the City by providing access to the work sH:e and to payroll and 
related documents so that the City can determine If the employer is complyrng 
with the LWO. 

• Pledge to comply with federal laws prohibiting an employer from retaliating 
against employees for union organlzJng. 

• Not retaliate against any employee who makes claims about non-complfance 
with the LWO. 

2. When was th~ Ordinance adopted? 

The lWO was adopted in May, 1997 and amended in January, 1999. 

3. What types of agrn.emenw aro subject to the Ordinance? 

Generally, the L WO covers the following types of agreements: 

• An agreement in an amount over $25,000.00 and for at least three 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 pubHc might visit. 

• An agreement ln which the City give:s financial assistance for the purpose of 
promoting economic development or job growth. 

.. An agreement In which the City determines that applying the l WO woukf be In 
the best 1nterest of the City. 
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4. Is an agr"m.ant subj(tct to the LWO if it was entered Into ~fore May, 1997? 

Agreements executed after May, 1997 are subject to the UNO. An agreernent entered 
Into before May, 1997 may become subject to LWO if it is latt:r amended or modified In 
order to add time or money to the original agreement. 

5, Are there any requirements that would appfy to an amployerwho does not havE;~ 
an agreement with City that is sublect to the LWO? 

All employers are required to comply with the LWO's prohibcltion against retaliation, even 
if the employer does not have an agreement witil the City that Is subject to the 
Ordinance. 

6. Are all employees covered by the Ordinance? 

ln!enUonaHy left blank 8/18/06 

7. Ara an employer's subcontractors subjtlct to the requirements of the 
Ordinance? 

A subcontractor may be covered by the Ordinance rr the subcontractor performs work 
on the subj:ect agreement U so. the subcontractor must also comply wrth the 
requirements of the LWO, including aU reporting requirements. The prime contractor is 
responsible for the making sure that the subcontractor complies with the LWO. 

8. What happens if an employer ls found to b~ in violation of the Ordinanca-? 

Payments due may be withheld. Also, the amptoyer may be deemed to be In material 
breach of the agreement VVhen 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) y~ars or until 

all penalties and restitution have been furly paid, whichever occurs last 
• Bring a lawsuit agaim;t the employer for all unpaid wages and health banem 

premiums and/or seek a fine of up to one hundred doUars ($1 00.00) for each day 
the vlolaHon remains uncorrected. 

9. What if a subcontractor is round to be in vlolation of the Ordinance? 

Because the prime contractor Is responsible for making sure that all its subconl:raictors 
comply with the lWO, the sanctiDns listed in answer #8 may be applied to the prime 
contractor If the subcontractor does not correct the vlolatfon{s). 

10. What can an employee do if an empfoyer Is in viotation of the Ordinance? 

!..lYing Ws.ge Ordinano;;$ Su:nrnary- Q&i10 Page 2 
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The employee can submit a c>Omplaint to the Office Contract Compliance which wiU 
investigate the complaint Also, the employee can bring his or her ovvn lawsuit against 
the employer for: 

• Back pay ror falling to pay the correct wages or correct health benefit premlums. 
• Reinstatement and back pay for retaliation. 
a Triple the amount of H1e back pay that Is owed if the violation was found by the 

court to be wiilfu L · 

11. ArE! there any exemptions avaH.able tmder tha Ordinance? 

An employer may apply for an exemption based on the follow·lng categories: 

0/0 Service agreements that are less than 3 months Q[ $25,000 or less. 
• Agreements for the purchase of goods, property, or the rea sing of property (with 

City as the lessee). 
~ Construction contracts that do not meet !he definition of a service agreement 
• Employees who are required to have an occupational lic€nse in order to pW1llde 

services to or for the City are exempt. 
• Employers who are party to a collective bargaining agreement (CBA) that has 

language stating that the C8A shall supersede the LWO. 
.. Financial assis-tance recipients who meet the requirements stated in Section 

10.37, 1(c) of the LWO. 
.. Employers (contractors, subcontractors, financial assistance reclpmnts) 

organh::ed under IRS Code, Section 501{c)(3) who~e chief executive officer's 
hourly wage rate Is less than eight times the hourly wage rate oi the lowest paid 
worker ara be exempt. However, this exemption does not apply to child care 
workers. 

• Lessees or licensees who have no mor~ than a total of seven employees and 
who have annual gross revenue of less than $454, 016 {effective July 1, 2010). 
The qualifying annual gross revenuers adjusted every July. 

.. One-person contractors. lessees, Hcensees or financial assistance recipients who 
employ no workers, 

• Agreements that Involve other governmental entitles. 

12. Who Is responsible for the administration <:1nd enforcement of the Ordlnanc~? 

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 addHional Information, please call (213) 847-2625, or go to the Office of Contract 
Complianoo website at b,!!P://bcaJacttv.org. 
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LIVING! WA.@!J: ORDINANCE STATUTORY EgEMEDONS 

Living Wag'e Ordinance (LWO) stalutory exemptions are now divkled into the following three categories: 
1, Exemptions that do flQ! require approval from the Department of Pub!k: Works, Bureau of Con!T<'!cl 

Admlnlstratlon, Office of Contrsct Compli~nce (OCC), 
2. Exemptions that do not require OCC approval put require a Contrag_tor CGrllfj£-l!~on Qf Exemption. 
3, Exemptions that ra<wlre submission QLl'1!1.8Rnlication for Exemption and OCC atm[Q\!<tl of !he AQPlication. 

1. Il1e following exemptkms do not r~llir! QQC approyal or an}: Contractor Certifh:;fl1ion: Departments 
only rre>Od to indicate !he exemption in the approprfate catagory on the LWO Departmental Determination of 
Coverage Form. 

a. Less than three months OR less than $25,000 (LAAC 10.37.10)), Service contracts or Authority for 
Expenditures that do not meet thes.e thresholds are not covered by the LWO. 

b, Other govo&mmental entitles (!.AAC 10 .• 37.1(gJ), Agreements wHh other governmental entities such 
;$:S Los Angeles County, the Stale of California, or the Univ-ersity of California, are not covered by the 
LWn Subcontr<lctors to these entities are also not covered by the LWO. 

c. Purch<'I!:H~ of goods, property, or the loosing of property, with the City as lesse-e (LAAC 
10.37.1{j)). Such contracts are categorically exempt from the LWO unless they inctude a &e!Vice 
component that is more than just incidental {regular and recurring services is requiroo). Examples of 
such categorically exempt contracls Include contracts to purchas-e office suppl~s or to loase space to 
be occupied by City dtJpartments. 

d. Construction contracts, not conforming to the definition of a service contract (lAAC 10.37.10}). 
Such contracts are categor~cally exempt from the LVVO, Examples Include construction of buildings and 
i nfra;structure, 

e. City financial assistancE~ not mlltetlng thresholds (LAAC 1 0,.37 .1(c)}. Agreements to provide a 
contractor with City financial assistance (which typically mean gran!s or loam:; provided at Interest rates 
that are lower than the Applicanle Federal Rate) are categorically exampl from tha LWO If they meet 
QQlli of the following: 
(1) The assistance giV€n ln a 12-month poliod Is below $·1 ,000,000 AND less than $100,000 per year. 
(2) The assistance is not for eco110mlc development or job growttL 

f. BU&Iness Improvement Dtstricts (BID) (tWO Regulatfon #11). Service agreements are t.-:ategorically 
exempt from the LWO if the services are funded with ~he BID's assessment money collected by !he City 
after !he formation of the BID. Servk)e contracts In Which City money ls used to hire flrms to help in 
formlng the BtU remain sub}ect to the LWO unless the CQntfactor otherwise qualifies fur an exemption. 

2. I!w !21!mv!rm exemption ca-tegorlas do not r!imuire Qcg approval 1 bujJJ:!t contr§lwtor must stm 
submit a Cont!:l!qt!2[ ~grtlflcatfqn of Exemptlonjrom living Wag~ (0CCILW~13}. No OCC appmval l:s 
required for the ext:tmpUoo lobe valid. HOWtlver. fuQ d§o~a tile Corrtragl:Q[ Qf;!Jljjjcation 
~Q£.Qntract. 

a. 501(c)(3) Non-profit organlzaUons (lAAC 1 0.37. 1{g)): Employers (rontrac!ors, subcontractors, 
financial assistance redplents) organized under IRS Code Section 50i (c){3) an'il exempt from the LWO 
if the hourly wage rate of the corporation's nighest paid employee is less than elgtlt Hmes t»e hOurly 
wage rate .of the corporation's lowe~d paid worker Howev-er. the exemption do~ . ..r.mt extend to Child 
Care Workers as defined ln tl'!!?. LWQ.~ and Regulations (an emploY§e ~R§§ · WQrk on an 
§greem@)Jt involves lhe care or~_D!l§:im:LQf Qtli!dren 12 years or age and underC:JA£9PY of the lRS 
§01 (c}(3} t;xemption Letter wlll be raqyi[!iJsi 

b, Ono-pernon contractors with no employees (LAAC 10.:37.1(f)): Contractors, lessees, llcensoos or 
financial assistance recipients who employ no workers are exempt from the LWO. 

Form OCCJLV'MO (Re~ 6/10) 
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Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

UVING WAGE ORDlNANCE STATUTORY EXEMPTIONS (Continued} 

3. Th~ f21iowlng ex&mRtion categqfil:!'i.!:!:9Ylm submls:sion of an apQilcatiol} !2r £?fmnption and OCC 
a(!Jl;roval Qf the appUcation to be valfd .. 

01. Collective bargaining agreements (CBA} that sup-a rs~de th9 LWO (l.AAC 10.37 .12): Contrl;lctors 
whose empfoyt'!es are covemd by a CBA that supersede the requirements of the L WO are not subjer;:t 
to the L'NO. A copy oUhsLQP~th th(t wperseding laoouage or a ~r f[Qm the union indicating l:ha! 
IDe union ha.s agreed to i-J!!RYL !hfl CBA to supersede the LWO will R!it.JJ@Ufred to be submitted. 
Example: Labor agreement between park.lng contractor and a labor union wlth language that wages 
and beneflts In the CBA shall supersede the LWO, Contractors must use tha LVVO Application for Non· 
Cove-rage or Exemption form (Form OCC/LW-10} and subrn~t a copy of the CBA or a latter from the 
union. 

b. Oceupati(}M( !!c&oo& (LAAC 1{t37.1(f)): Employees required to possess an occupational license in 
order to provtde the servicas under the City agre€ment are not subjec~ to the LWO. However, only the 
lndMclual employees who are requlrod to possess an occtJpatlonallioense are exempt Employees who 
work on the City contract and are not ~ulred to possess an occupationa~ license remain subject to the 
LWO, Example: Under C:atlfomia Labor Code Sections 7375-7380, a person must be licensed by tbe 
State of C<11ifumia in order to tnspect and certify cranes and derricks used In lifting services. 
Contractors must use the LWO Apphcation for No·n"Covaraga or Exempt!oo form (Form OCCILW-10) 
and submit a flsting of the employees who possess occupational licenses and a copy ofthe licenses. 

c. Small business exel:'nptions for Public Lassee.s/Lfcen.se-es (!..AAC 10.37.1 (I)): SmaU business. I hal 
lease prop~rty trom the City may mppfy for OCC approval for LWO exemplion if the Jessee or licensee: 
(1} employs no more than a total of seven employees; and (2) J1as annual gross ravenuas oi less than 
$454.01·6 {adjusted July 1, 2010) This applies only ~o less~SBs witt1 lease agreements executed after 
Februa!Y 2:1, ;?;QQ1, and to amendments executed after E!:!hruarv 24, 2001 that add monies or extend 
term. Use the Application for "Small Business" Exempti-on (Form OGC/LW-20) and submit the 
applfcation with the documents requested on that form. 

d. City financial assistance agreements that exceed th-e LWO monetary thresholds may appfy for 
one of tile exemptions below. Applicants ano dapart!Th.3nts should refer to Regulation #3(c) for 'he 
requrrernanro and the documents that must oo submitted wlllt !he LWO Application for Non-Coverage 
or Exemption (OCCfLW0-10). 
(1) Tha City financial assistance recipient {CFAR} is in its nn.>t year of operation (LAAC 1 0.37. 1{c)). 
(2) The CFAR employs fewer than rive employeee (LAAC 10.37.1(c)). 
(3) The CFAR would faoe undue hardship because it emptoys the !on~:Herm unemployed or provides 

trainee positions to prepare employees for pem1a1lflnt posltkms (LAAC. 10.37.1(c:}), REQUIRES 
COUNCIL APPROVAL. 

Form OCCILW-iO {Re.v.13fHJ) 2 
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City of Los Housing ucpartment 
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Services 

LWO -DEPARTMENTAl EXEMPTION APPLICATION 
EXEMPTIONS THAT REQUIRE AWARDING DEPARTMENT APPROVAl 

LW-13 

This apprication for exemption must oo submitted along with your bid or proposat to the 
AWARDING DEPARTMENT, INCOMPLETE SUBMlSSlONS WILL BE RETURNED, 
los Ang>tJI(;s .AdminlWailva Code 10.37. the Uving Wage Ordinance (LWO)., pre$Umos a11 City Gtln\raclor$ (including service 
conlmdors, suboontr:actors, llnam:.l.a! .\lasis~aP~e recipient!. fessees, licensees. subtesseas <Jnd subllcen$ees) are subjed ~o thB 
Ll/lfO unless an examplion S[)plies. 

0 On1l.-Per&on Contractor&: Contractors !hat twve no 
emptoyoos are exempt from the LvVO. 11 you Mve e1np£oy~s 
in t11& fulut'ft, you m1J$l compf>;with lhe Ordin~nce. 

Fili and suomi! ~ha LW-18 Form. 

I dc~lar~ u!ldcr pmnaH)' of pel] my undor the IW/0'$ of the. Stille ol C<Ultmn!a Uli!it: (1} I !tin l!tl:l!I'Wtr;;;C~d t¢ ~ril:llhil ~ntlty liaUid abo.,.~; (2) the 
informstl~m provkled on th Ia klrm Ia true and cafrnct to 11m bQJ~t of my know~lgq; ~nli PJ tlw "'n!My qualilles for C~xemp~onn trom t~ ~WO <Jn 
the basi a !ndleatoo illb(M). By sl!jl'llr'!J befow. I fw1hor ~grue th>Jt shw.lid lh~ entity »sle~ aboYB ceage to qua lily ror M ~xerr•ptiiJ<, b<JGaL'W of a cmnge 
In llJlla!)' $l1Uell-"'¢, n\:Jn·prOfi1 :~>lnl~J$. 1he< hiril\) of amplwso&, ot My other reaaan, the enb'y •tAll nohi)<1M .<inv.2rd!IKJ P¢f;:ti1rlmezoi .;:md lhB OCG of aLJCh 
than(lil Md ~ompty ·Mltlllw LV'10'~ wage IJ,oo ti[l'le off requirenwnl&. 

Ti~la - Phofie#~~~~~~.--"c~-~~M·,·,- .. ..,Date-·-·-----· ·--------·~---·, ... ~-, ... m·--"·""'--·--· 

ANY Af'PROV,At,. Of Tt-U$ APPL!CA tiQ!~ $i~t;:(I:1El~ll.Jl.ti;J..tlliQ.900TRACTOB FROM THE L. '/VO OUitN{~ lmu'Jill:EQBNV\t±QE OF 
THiS CQNJRACT. A SUSCONTRACTOR PflflFOFtM1NC \I\ 'OR!< ON HfiS C.ONTTV\CT IS NOT £XEMf'T UNLESS THE OFFICE 01" (;(lNTRo'\CT 
COMPLJANCE HAS APPROVE[! A SEPARATE EXEMPTION FOR HiE !NPlVI!JIJAL SUtlCON'l"RACTO.":. 

' : '•S(/~);;/;~;;:JJ!d:."Ii2 · •: ~7::;:y::-;;::,:;-:~;:::~r;;,AWAI'IDING bEPARTNIEI<n:.USE ON VI; i.i:..: .: :}~,1£-=;;_;:;;i:;:· ••.' • ''f7:"'"C::"~} ' ••' ; \ .• 

Appt"''ffid I Not Approv-ed- Reason:· ·-.. ·~-~··-~ ... - ......... _._,~-·-~ ...... ~~ ...... - ........ ----~-~~-~· 

l'!y Armlysl: - .. ~~- .. -·~-~ ... ~--~~·~~----. _ . Dale:-~ --~ .. ---"-·"·" 
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City of L.os Angeles Housinr.~ 
Rent Escrow Account Program (REAP) and Utility Maintenance Program (UMP) Tenant Outreach 
Services 

LWO- OCC NON~COVERAGEIEXEMPTION APPLICATION 
OCC DETERMINATlON/APPROVAL REQUIRED 

LW-10 

Thls application for non~coverage/exemption must be submlttod by the Contractor along with its 
bid or proposal to the AWARDING DEPARTMENT. Awarding Departments may aJso apply fur an 
exemption for OCC approval, INCOMPLETE SUBMISSIONS W~LL BE RETURNED. 
Los Angele$ Admlnisl.rative Code 10.37, lhi!'! Living Wag:e Ordinanog (LWOL presumes alt City contractors (including s~rvfce 
coolractors, sulxxmtractors, financial assistanca rec!plertls, leasees.licensees. subtessees and Sil:OIIcensees} aM subject to lhe 
LWO unless an exempt!Qll:!l?Ji!!ruL"-- ~-------~·-·-- . 
i :l--:;:•:::·,,;.;. \'~;?i';•:;: :: •.•· .,, : ·'··~:··:_ .:· •·-'.' C9NT8-AC!_QB;JNFORM'~A:-:::T;;::IO:.-:-N""':'·.,---,·---:--,--;-: _ _.,:---___ :--,_,=·--:.-,----:. · i : ·'' 

i. Company Name: ___ ----------------Phon-e Number: 

2. Company Addfl(lss: ~·~-----------~---------· 
3. Ara you a Sutconlraclor? DYes [] No If YES, ;state the name of your Prime Con!rac101: 

_1. Type crf Service Provided: 
:•,;::>,;;,· .... /.::;<··· . ' ••: <: .. · ......... ···. · ' . -: NON.;QO~RAGEINf=ORMATlON:·. -· ·,·· "' ': '·- : . ' :-~~~::~::~·~--· 
; .;;,: · • ': :: •: · ... TO BE: REQUESTED BY AWARDING DEPARTMENTS OR CONTRACTORS--: ··· .·· -· ... 

REQUEST FOR NON-COVE.RAGEJ5ETERM!NATION "'"' 'sUPPORTING DOCUMEN1 ATIONREa""u"'=tR'='E'::f-D'-'--'--'---""'-~ 
Per Secfuni·o:1Ti'3''orthe LWO, contractors may-- ·-A-dehlfied memorandum expralnTtig'it)e' b.asis of !he reques1, 

request a determination of oon-<:o~rage- on any basis wh!cn may inch.Jde, bu! is not limited to: the letms of a city 
a!lowl'!d by !hit> article, rn<:ftlding, bu! not fim~ed to. r1on- financial assistance agreement p-urpose -of the contract 
coverage, for fall1.1re to sa!iafy definition of 'City i~nandal location, and work performed. OCC may request further 
assistance recipkml". 'public leasoJficen$a",. or "sef\119<1 lnfurma!ioo 10 Issue a de\e{mination 
t:Ontract'. 

-·:. ''·'"•: .-,·;,L''''i.:';•i•::;·::;•"':\·•.:;•:e:EMPTION:JNFORMATION: :.::-...... ·: <c'l~ '· . ::·•_:_; __ ;,,_ -----"·'' · 
CHECKOFF ONE SOX BELOW THAT BEST DESCRIBES THE. TYPE OF EXEMPTION YOU ARE APPL Y!NG FOR ANO A TT 1\CH Tl-1 E 
SUPPORTING 0 ON 'rHE RIGHT: 
~Q;-:?:;:'7; ,., 0<<: : · .· r;U:c-,, E:!-:S±:TE'==·-=-'o==·ssY-=::-!A""W:::::A-::R:-:::0-::-IN;-:;;G:--::D::::E::c.::·pAA:'lifENTS:-ONf.YE:;•::'.'."'i •· •; ·', ·'·\'.'·'' '.).~::\z:;.,:.:,.•:. •~:; 

EXEMPTION SUPPORTING DOCUMENTATION REQUIRED 
~ Gr$n! FundectseNfcliiC'j:Mo\'ict-od th~t lt!a gn'lnt funding Trii;(ftia o:Jp-y o! gn:mt-t11ndln<;J a!J$ncy's cmt<trminailon to th;; occ. ,_ 

1lgency looic<tbas In vm1lng ttl$! !he pro'.'lslons of the Ordir'~:ux:os 

~~¥:~'~:~;~~Ef!~·£;2~' -·':/'i·!EfS:::;' ;~l-:T~O BEREQUESl]SJ?.!'~..:.CONTRACTORS'ONt. Y,.-;j\;:~:':•h ' '• : ;~, .. ,_..,.,-;.~ .. ;;-,--,>~,.,~~i: ..,.,:<c-:-__ ,_ -,-,_.:.""":;;'"",;'."'":o-!:._,_ 

EXEMPTION SUPPORTING DOCUMENTATION REQUIRED 
r--_""0,.----..,C::;-o-.:!tfJ:-c....::tl~v~e-:b-a-rg-a,.,.ln-'Tin::;.;g=a:..:.gre--'--'-'e;:...;m_,__en~t:--w~it;f{'SI:;pt;r$'ita-sion A copy of th.e CBA wll11. the .• superseding languaga"Ciea!JY-

Ianguage "(LAAC 1 0.37. t 2}: Contractoi's who are p-arty to a marked 
c~lective- bargalnlrrg agmement (C8Al which contains OR 
specific language Indicating tt'lat the CBA w1fl supersedG !he A letter !rom the union stating tht~.t the union has agreed to 
L.WO may recefve an exa-ITlj:}tlon as to lhe employees al1ow the CBA lo supersed.;; the L\NO. 

cov~!]s!Y..~Ile CBA. --.. ·~~- .. ·-· •• ---.. ---.····--~-
Qc(;upatfonal!X;en!*l required .. (lAAC i0.37. 1{f)) On~y A listing of th-a empbyees r-equired !o possess cr;e-up<;~tiona! 

too indivf.duBI employees who are requlmd lo poosess an tlcen:ses to perform servlc:e-s to or for the City 
Occupatk:nal license to provlde services to ot (or the City are AND 
-~< Co les of eac:h.2.! U!i?sa employees' OCCUJ?!!ti9.tJ.i~.!.l~~ens;;;,s 
By a.Y,;Jning, ihe oonif~ctD'rcertit*Js under penillty of perjury <,md;.rtr;;;;;.;~ofthe Stll1e of C-'llito-rnia thalth;;-;;:;fOrm,'ltion &ut:<n!tted in 
suwort or thiii applica!ion is true and ';on'f:)Ct 10 tho I:>Os~ oiiM oonlr-eotor'~ kfXlwledgo 

Form OCC,I!.W-11l, Rav.H/09 
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