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RECOMMENDATIONS

That the City Council take the following actions:

1. Authorize the Mayor, or designee, to retroactively execute a Cooperative Agreement with 
the California Department of Transportation (Caltrans) and accept funding in the amount of 
$8,913,648 to implement the Los Angeles Transitional Employment Services Litter 
Abatement Program for parolees and probationers within the Caltrans Right of Way 
(Caltrans District 7 - LAA/entura Counties) 60 mile radius, for a three-year period effective 
July 1, 2016 through June 30, 2019, and submit any other necessary agreements and 
documents relative to the implementation of this program, subject to the review and 
approval of the City Attorney as to form and legality;

2. Retroactively approve the issuance of a Request for Proposals (RFP) to solicit for the 
provision of a transitional employment services litter abatement program for Los Angeles 
area parolees and probationers, for a performance period of three years, subject to the 
availability of funds, compliance with City contracting requirements and approval of the 
City Attorney as to form and legality;

3. Approve the results of the RFP issued on May 10, 2016 and the recommended provider, 
Chrysalis Enterprises, as selected by the Mayor’s Office of Re-Entry;

4. Authorize the Mayor, or designee, to negotiate and execute a contract with Chrysalis 
Enterprises for the implementation and coordination of the Los Angeles Transitional 
Employment Services Litter Abatement Program in an amount not to exceed $8,224,693, for a
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three-year term effective from July 1, 2016 through June 30, 2019, in substantial conformance 
with the scope of work included in the RFP, subject to the approval of the City Attorney as to 
form and legality, availability of funds and compliance with the City’s contracting requirements;

5. Authorize the Mayor, or designee, to conduct a competitive bid process to solicit for a 
contractor to provide life skills related training to Los Angeles Transitional Employment 
Services Litter Abatement Program participants on an as-needed basis, in the amount of 
$65,000, effective for a three-year term from July 1, 2016 through June 30, 2019, subject to 
the approval of the City Attorney as to form and legality, availability of funds and compliance 
with the City’s contracting requirements;

6. Authorize the Controller to establish a new interest bearing fund entitled 2016 Caltrans 
Transitional Employment Services Fund No. XXX/46, recognize a receivable in the amount 
of $8,913,648, receive and disburse the funds upon presentation of documentation or 
proper demand from the Mayor’s Office, and create new appropriation accounts within the 
new Fund XXX/46 as follows:

Appropriation
Account Account Name Amount
46N146 Mayor Salaries $ 124,502
46N246 Salary Reserve 249,004
46N299 Related Costs 198,147
46N304 Contractual Services 8,289,693
46N601 Office and Administration 52.302

Total: $ 8.913.648

7. Upon presentation of documentation or proper demand, authorize the Controller to transfer 
up to $190,551 from the 2016 CalTrans Transitional Employment Services Fund No. 
XXX/46 as follows:

FROM:
Fund/Dept. Account No. Account Name Amount
XXX/46 46N146 Mayor Salaries $ 124,502
XXX/46 46N299 Related Costs 66.049

Total: $ 190.551

TO:
Fund/Dept. Account No. Account Name Amount
100/46 001020 Grant Reimbursed $ 124,502
100/46 5346 Related Cost Reimbursement from 

Grants
66.049

Total: $ 190.551
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8. Request that the Mayor, or designee, submit invoices in a timely manner to ensure that the 
General Fund is reimbursed in a timely manner; and

9. Authorize the Mayor, or designee, to prepare Controller’s instructions and/or make any 
technical adjustments that may be required to implement the actions approved by the 
Mayor and Council on these matters, subject to the approval of the City Administrative 
Officer, and authorize the Controller to implement these instructions.

SUMMARY

The Mayor’s Office of Public Safety, Office of Re-Entry (MORE) is requesting authority to accept 
funding in the amount of $8.9 million from the California Department of Transportation (Caltrans) 
to implement a Transitional Employment Services Litter Abatement Program for parolees and 
probationers within the Caltrans Right of Way (Caltrans District 7 - LA/Ventura Counties), 60 mile 
radius of Los Angeles, effective for a three-year period from July 1, 2016 through June 30, 2019. 
Additionally, MORE also requests authority to execute a cooperative agreement with Caltrans, 
retroactive approval to issue a Request for Proposals (RFP) to select a contractor to execute the 
work program and other associated actions to implement the Transitional Employment Services 
Litter Abatement Program. This Office, with modifications as needed, is in agreement with the 
majority of recommended actions requested by the Mayor’s GRYD Office. Some of the 
adjustments made include funding amounts, contracting terms or procurement process details to 
reflect an updated or current status subsequent to the release of the Mayor’s Transmittal.

Background

The City approached Caltrans in the Fall of 2015 for consideration of establishing a transitional 
employment services litter abatement program for formerly incarcerated men and women in Los 
Angeles. In April 2016, Caltrans awarded the City with a cooperative agreement in the amount of 
$8.9 million to implement this program to provide transitional employment services to 
approximately 1,300 Los Angeles area parolees and probationers over the three-year period.

Pursuant to a formal procurement process, the City plans to partner with a contractor to act as the 
transitional service employment agency for the placement of Los Angeles area parolees and 
probationers in work crews to perform various labor activities including litter removal, weed/brush 
removal, drain cleaning, graffiti abatement and other general maintenance. In accordance with 
Caltrans requirements, the City or contractor will be tasked with the supervision, care and control 
of the transitional workers. A total of six, eight person work crews will be deployed within the 
Caltrans Right of Way for an eight hour work day, five days a week, excepting holidays. The City 
will provide transitional worker participants with the higher of the prevailing minimum hourly wage 
(State of California or City of Los Angeles) for the duration of the program.

Potential participants will be referred by the Los Angeles County and Federal Probation 
Departments and the California Department of Corrections and Rehabilitation to allow for a 
sufficient number of parolees and probationers to staff and sustain the litter abatement program.



CAO File No.

0130-02067-0000
PAGE

4

Request for Proposals - Transitional Employment Services

On May 10, 2016 the MORE issued a Request for Proposals (RFP) to identify a contractor to 
implement a transitional employment services litter abatement program for Los Angeles area 
parolees and probationers. The RFP was advertised to potential applicants on the City’s Business 
Assistance Virtual Network (LA BAVN). Technical assistance was provided through a Pre-Proposal 
Conference and a Questions and Answers reference document on the LA BAVN internet site. A total of 
five proposals were received by the June 21st deadline.

The applications were duly reviewed and scored according to the City’s standard competitive bid 
review procedures. A three person review panel was convened to evaluate, score and rank the 
applications. The panel was comprised of representatives from various disciplines including 
academia, community development, and law enforcement. Reviewers assigned scores to each 
application and the average of all panelist scores was calculated to determine the application’s 
final score. The following criteria were used for scoring: adequate staff experience, organizational 
capability, well-developed project and operations plan, cost reasonableness, quality references or 
City performance evaluations. All applicants received written notification of their final score, 
ranking and instructions on proposal appeal procedures. Chrysalis Enterprises received the 
highest score. One applicant submitted a request for appeal. On July 15, 2016 an independent appeals 
board was convened to consider the appeal and after discussion and review of the evidence presented at 
the hearing, the board reached a decision to deny the appeal.

Based on the results of the RFP process, MORE recommends approval of Chrysalis Enterprises as the 
selected contractor and requests authority to negotiate and execute a contract in an amount not to exceed 
$8,224,693 for three-year performance period effective from July 1, 2016 to June 30, 2019, subject to the 
availability of funds, compliance with City contracting requirements and approval of the City Attorney as to 
form and legality. The MORE has allocated $65,000 for the provision of additional life skills trainings for 
participants but has not yet determined whether it is necessary to procure a separate contractor for this 
activity. If necessary, this Office recommends authority to conduct a competitive bid process and report 
back to Council on the results of the bid process and selection of a proposed contractor.

Grants Budget

Funding is allocated for personnel ($578,814), contractual services ($8,289,693), and 
management and administrative costs ($45,141) and shown in the following chart:

Item Description Year 1 Year 2 Year 3 Total
Salaries $ 141,274 $ 141,274 $ 141,274 $ 423,822
Related Costs (Fringe Benefits) 51,664 51,664 51,664 154,992
Contractual Services 2,572,991* 2,779,727 2,936,975 8,289,693
Office and Administration 15,047 15.047 15.047 45.141

Total: $2,780,976 $2,987,712 $3,144,960 $8,913,648
‘Includes $65,000 for life skills training services

Since Cost Allocation Plan (CAP) 38 rates are pending approval and will result in a significant 
increase in related costs, this Office recommended budget revisions to incorporate the increase. The
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MORE provided a revised budget for personnel ($571,653), contractual services ($8,289,693) and 
office and administration ($52,302) and is shown below.

Revised Budget:
Item Description Year 1 Year 2 Year 3 Total
Salaries $ 124,502 $ 124,502 $ 124,502 $ 373,506
Related Costs (Fringe Benefits) 66,049 66,049 66,049 198,147
Contractual Services 2,572,991* 2,779,727 2,936,975 8,289,693
Office and Administration 17.434 17.434 17.434 52.302

Total: $2,780,976 $2,987,712 $3,144,960 $8,913,648
‘Includes $65,000 for life skills training services

Staffing is comprised of one (1) Full-Time and two (2) Part-Time positions in the Mayor’s Office of 
Re-Entry. Salary costs for the three-year period is as follows: one Program Manager ($230,452 - 
100%) with responsibility for the overall implementation of the City’s Transitional Employment 
Services Litter Abatement Program and the primary point of contact for all partners; one 
Partnership Project Coordinator ($92,739 - 50%) tasked with oversight of partnership coordination 
including the contractor, Caltrans, Los Angeles County and Federal Departments of Probation 
and the California Department of Corrections and Rehabilitation; and one Accountant ($50,316 - 
25%) with responsibility for tracking and execution of fiscal activities including grant expenditures, 
timely and accurate invoice submission, reimbursements and compliance with accounting 
procedures. A total of $198,147 in fringe benefit costs was calculated using Cost Allocation Plan 
(CAP) 38 rates. The balance of the partnership project coordinator and accountant salary and 
fringe benefit costs not paid by the Caltrans agreement over the three-year period is $372,961. Of 
this amount, $124,321 in first year costs is included in the 2016-17 Mayor’s Adopted Budget.

FISCAL IMPACT STATEMENT

Acceptance of the 2016 CalTrans Cooperative Agreement in the amount of $8,913,648 and 
approval of grant-related actions will result in the implementation of the City’s Transitional 
Employment Services Litter Abatement Program and provide transition employment for over 
1,300 parolees and probationers. The cooperative agreement provides funding for program 
implementation through personnel, contractual services and office and administration costs; 
financing the majority of activities with the exception of a portion of the Mayor’s Office of Re-Entry 
salaries and fringe benefits. The amount for Year 1 totals $124,321 and is included in the 2016-17 
Mayor’s Adopted Budget so no additional appropriation is necessary at this time. Accepting the 
grant and approving the recommendations would be in compliance with the City’s Financial 
Policies in that budgeted General Fund revenues plus grant revenues are available to support the 
cost of this program. Funding to continue the programs beyond the performance periods is 
dependent on receipt of additional grant funds or General Fund appropriations.

MA S:A CA:CLF:02170012c
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Attachment

REQUEST FOR PROPOSAL
CITY OF LOS ANGELES 

MAYOR’S OFFICE OF PUBLIC SAFETY

DATE ISSUED: May 10, 2016

TITLE: CALTRANS/LA EXPANSION PAROLEE WORK CREW PROGRAM

DESCRIPTION:

The City of Los Angeles, through the Mayor’s Office of Re-entry, is 
seeking a Contractor to administer a transitional work and permanent job 
placement program (“Program”), enlisting at least 400 Los Angeles area 
residents annually for a period of three (3) years who are currently either 
on parole under the jurisdiction of California Department of Corrections 

' and Rehabilitation or on supervised probation under the jurisdiction of Los 
Angeles County Probation Department.

The Program shall consist of the following three components: (1) litter 
removal at various locations in coordination with the California Department 
of Transportation (“Caltrans”) (“Transitional Employment Services”); (2) 
Permanent Job Services when Program Participants are not participating 
in Transitional Services; and (3) Job Retention and Case Management 
Services for 12 months following placement in permanent full-time 
employment.
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PRELIMINARY SCHEDULE: Event Date

REQUEST FOR PROPOSAL RELEASE May 10, 2016

PRE-PROPOSAL CONFERENCE (MANDATORY) May 25, 2016
10:00 a.m. (PST)

Location: Los Angeles City Hall
200 N. Spring Street, Rm TBD (10th Floor) 
Los Angeles, CA 90012

DEADLINE FOR SUBMITTING PROPOSAL: June 21, 2016
3:00 p.m. (PST)

PROPOSAL DELIVERY ADDRESS: Kristina Gannon
Contract Specialist
Mayor’s Office
200 N. Spring Street,
Room 303
Los Angeles, CA 90012 
kristina.aannonOlacitv.orq 
Phone: 213-978-0503

TECHNICAL ASSISTANCE: Requests should be made 
in writing using the 
attached form (Exhibit M) 
by email no later than
10:00 a.m., Pacific Time, 
June 15, 2016 to Kristina 
Gannon, Email: 
Kristina.gannon@lacity.org
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L SCOPE OF SERVICES
§101. SERVICES SOLICITED 

A. Overview

The City of Los Angeles, through the Mayor’s Office of Re-entry, is 
seeking a Contractor to administer the Program, enlisting at least 
400 Los Angeles area residents annually for a period of three (3) 
years who are currently either on parole under the jurisdiction of 
California Department of Corrections and Rehabilitation or on 
supervised probation under the jurisdiction of Los Angeles County 
Probation Department (“Program Participants”).

The Program shall consist of the following three components:
(1) litter removal at various locations in coordination with the 
California Department of Transportation (“Caltrans”) (“Transitional 
Employment Services”); (2) Permanent Job Services when 
Program Participants are not participating in Transitional Services; 
and (3) Job Retention and Case Management Services for twelve 
(12) months following placement in permanent full-time 
employment.

The Program’s Three (3) Components:

1. Transitional Employment Services

The Selected Contractor shall coordinate Transitional 
Employment Services with Caltrans for litter abatement and 
maintenance work at various locations within a 60-mile 
radius of each of the three (3) Caltrans regional staging 
areas as designated in Exhibit P. This work includes, but is 
not limited to, litter and debris removal, weed control, graffiti 
abatement, trimming or removing vegetation, restoring and 
replanting vegetation, and other general maintenance.

Each Program Participant shall be eligible to participate in up 
to seventy-five (75) business days of Transitional 
Employment Services.

In order to provide Transitional Employment Services, the 
Selected Contractor shall:

a. Coordinate with the Los Angeles County Probation 
Department and the California Department of 
Corrections and Rehabilitation to guarantee sufficient 
amount of referrals to sustain and adequately staff the 
program. The Selected Contractor shall give priority 
to recruits residing within the City of Los Angeles.

b. Dispatch six (6) Work Crews per day. Each work 
crew shall consist of a maximum of up to eight (8)
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Program Participants. Each Work Crew shall work 
eight (8) hours a day, five (5) days per week, Monday 
through Friday, excluding holidays. When no litter is 
present, Program Participants can also perform 
weed/brush removal, drain cleaning.

c. Provide each Program Participant with a fair wage. 
This wage must be the higher of the prevailing 
minimum hourly wage for the State of California or the 
City of Los Angeles during their participation in litter 
removal under this program.

d. Obtain and maintain worker’s compensation 
insurance.

e. Be solely responsible for the employment supervision, 
well-being and behavior of Work Crews. The 
Selected Contractor must hire a non
parolee/probationer, supervisor (“Supervisor”) to 
supervise each Work Crew. The Supervisor shall 
possess a valid California driver’s license and also be 
responsible for driving the Work Crews to the job sites 
each day. The Supervisor will receive a flat rate per 
Work Crew per day. The Supervisor must have a 
working communication device (e.g. cell phone) on 
their persons at all times while working.

f. Obtain the equipment necessary to conduct litter 
abatement, including trash bags, litter pickers, and 
hand tools from Caltrans.

g. Provide work crew trash bag counts on a daily basis 
to Caltrans. Trash bag counts shall consist of the 
number of bags of trash collected per work crew per 
day.

h. Provide transitional Program Participants with work 
breaks and lunch periods consistent with applicable 
employment laws.

i. Provide each of its Work Crews with a passenger van 
for transporting Program Participants to and from the 
work site, shall tow a clean and stocked portable toilet 
to each work site, and shall transport drinking water 
for Work Crew members to and from their work sites.

2. Permanent Job Services

Concurrent with providing Transitional Employment
Services, the Selected Contractor shall provide each
Program Participant who is in full compliance with its
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program requirements: (a) a Job Readiness Assessment; (b) 
Life Skills Education; (c) Job Preparation; and (d) Permanent 
Job Placement.

Selected Contractor shall network as well as develop and 
maintain relationships with employers/potential employers in 
order to achieve the goal of placing each Program 
Participant in a permanent job.

a. Job Readiness Assessment

Selected Contractor shall conduct an orientation and
job readiness assessment as soon as Program
Participants join the program.

i. The Readiness Assessment activities shall 
include, but not be limited to, work-readiness, 
education, and retention strength and 
challenges assessments. The Readiness 
Assessment shall also identify Participants’ 
barriers to employment (such as drug and/or 
alcohol addiction), education and literacy 
levels, charges/convictions, employment 
history and personal goals.

ii. The Readiness Assessment should include an 
individual employment plan that outlines the 
anticipated activities and referrals necessary to 
achieve employment

iii. If Program Participant is deemed unable to 
secure fulltime employment by the Readiness 
Assessment, the Selected Contractor must 
have the Program Participant work with a job 
coach to address barriers to employment.

b. Life Skills Education
Selected Contractor shall provide Program
Participants with five (5) days of life skills training that
addresses employment essentials to include:

i. Introduction to, and rehearsal of, the skills and 
behaviors needed to successfully function in 
the workplace and overcome the stigma of a 
criminal past;

ii. Interactive and role playing exercises to help 
build client competence and confidence to go 
out on interviews and once hired, to retain the 
job; and
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iii. Resume writing techniques, job-searching 
skills, personal presentation, basics of 
communication, how to discuss conviction and 
criminal history in an interview, and appropriate 
workplace behavior.

c. Job Preparation

Selected Contractor shall provide Program 
Participants with job readiness education and job 
development. Selected Contractor shall ensure that 
transitional jobs lead to full time employment and will 
be accountable for long-term employment 
performance. All Job Preparation training shall take 
place at a location secured by the Selected 
Contractor.

The Selected Contractor shall develop and maintain 
relationship with employers and potential employers.
It will be their role to identify and create job 
opportunities for Program Participants. The Selected 
Contractor must match qualified Program participants 
with non-subsidized work opportunities.

Selected Contractor shall provide:
i. Education, training, and assistance to increase 

the Program Participant’s understanding of the 
local labor markets, enabling a more informed 
vocational choice. This includes salary and 
benefit information, and job 
education/experience requirements;

ii. Education and training that enables the 
Program Participant to identify suitable job 
openings, and to schedule interviews;

iii. Soft skills training regarding punctuality, 
reliability, appropriate dress and attitude, 
understanding workplace etiquette, and 
effective interviewing skills.

iv. Education on disability awareness, for 
appropriate disclosure of disability information, 
including how to effectively self-advocate for 
reasonable accommodations, services, and 
equipment;

d. Permanent Job Placement

The Selected Contractor shall also provide direct 
services necessary to assist the Program Participant
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in entering suitable employment, in accordance with 
the Participant’s rehabilitation plan. Services shall 
include:

i. Scheduling job interviews, providing job leads, 
and follow up services with employers to 
facilitate hiring actions and successful job 
placement.

ii. When necessary and appropriate, 
accompanying a Program Participant on job 
interviews, assist with the identification of 
required job accommodations.

iii. Making recommendations to the referring 
agency for supplies or services specifically 
required for the Participant to secure and 
maintain suitable employment.

iv. Meet face-to-face with Participant being 
provided job placement at least once during 
each 30 day period or more frequently if the 
situation dictates.

v. Provide at least five documented and viable job 
leads (unless fewer are required).

vi. Provide weekly corresponding reports that 
document the Participant’s job placement 
activity to Probation and the Participant.

3. Job Retention Services

Selected Contractor must provide continued follow up and 
guidance after Program Participants has been placed into 
and retained permanent employment for twelve (12) months 
from the job start date. Selected Contractor shall:

a. Provide job placement follow-up services to ensure a 
smooth transition into the job market as necessary, 
provide more extensive follow-up prior to declaration 
of “rehab-ready” to ensure stability on the job.

b. Meet face-to-face with Participant being provided Job 
Retention Services at least once during each thirty 
(30)-day period or more frequently if the situation 
dictates.

c. Provide the Offender with incentives (e.g. gift cards) 
for retaining employment as verified by current pay 
stub.
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d. Provide monthly corresponding reports that document 
the Participant’s job placement activity to Probation 
and the Participant.

e. Obtaining verification of participant employment.

f. Maintaining regular contact with Program Participants 
and addressing any issues that might arise after 
unsubsidized job placement.

g. Referring Program Participants that lose their job 
back for further placement services.

B. Workplace Safety

The Selected Contractor shall:

1. Seek and comply with technical direction and safety 
instructions from Caltrans relating to all technical and safety 
aspects of the litter abatement portion of this program.

2. Ensure that Program Participants utilize at all times the 
safety equipment provided to them by Caltrans, including 
road warning signs and personal protective equipment (such 
as hard hats, safety vests, gloves, and eye protection).

3. Utilize and place warning signs furnished to it by Caltrans at 
work crew sites in accordance with Caltrans instructions. 
Selected Contractor shall coordinate with Caltrans to ensure 
adequate traffic control measures are enacted.

4. Ensure that Program Participants do not operate complex 
equipment or heavy machinery at any time. Only qualified 
Caltrans employees may operate such equipment.

5. In the event that a Program Participant is injured while in the 
performance of his or her duties, the Selected Contractor 
shall ensure that the injured person receives appropriate 
medical care, and shall be responsible for the administration 
of any claim by said participant.

C. Program Management

Selected Contractor shall ensure that the following tasks are 
performed by its personnel:

1. Overseeing all program operations, including managing 
client files.

2. Supervising employment support services.
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3. Establishing, maintaining, and overseeing effective staffing 
management systems to ensure the Selected Contractor 
achieves all milestones and goals.

4. Coordinating with Selected Contractor on all programmatic 
matters.

5. Creating operational procedures and developing policy.

6. Reporting program outcomes and measures to all 
stakeholders.

D. Case Management
Selected Contractor shall document each Program Participant’s 
engagement, with full documentation of all activities within a 
detailed tracking system.

E. Reporting Requirements

Selected Contractor shall submit the following regularly occurring 
reports to the Mayor’s Office:

1. Monthly Progress Reports
Selected Contractor shall track and verify monthly data 
including, but not limited to:
a. The number of referrals to the program;

b. The number of total participants;

c. The amount of and reasons for participant attrition;

d. The status and number of work crews and work crew 
participants;

e. The number of program participants receiving job 
preparation services;

f. The number of Program Participants having 
completed life skills education;

g. The number of Program Participants receiving full
time job placement assistance;

h. The number of Program Participants receiving case 
management services; and

i. The status of ongoing employment and retention 
efforts (i.e. post-placement services).

2. Quarterly Narrative Report

Selected Contractor shall submit a quarterly narrative report 
to the Mayor’s Office discussing successes experienced,
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obstacles encountered, staffing updates, and the status of 
any partnerships, upcoming events, and also any additional 
relevant comments.

3. Other Data Collection Efforts

Selected Contractor shall assist the City in developing and 
collecting other forms of measurable data as requested, 
including data regarding Program Participants, to evaluate 
the success of program outcomes, including:

a. The zip code for each participant:
b. Guarterly retention rates up to one year from 

enrollment:

c. Guarterly retention rates up to one year from 
placement;

d. Guarterly recidivism rates up to one year following 
enrollment:

e. Participant perception of outcomes before and after 
participation in the program, including their level of 
satisfaction, quality of life, and self-sufficiency: and

f. Participation self-evaluation of behavioral status 
before and after participation, including substance 
abuse and mental health.

F. Meeting Attendance

Selected Contractor shall attend meetings with the Mayor’s Office 
and Caltrans as requested.

G. Internal Monitoring

Selected Contractor shall conduct periodic programmatic and fiscal 
monitoring reviews of the programs to ensure compliance with 
applicable federal, state, and City requirements.

§102. PRE-PROPOSAL CONFERENCE

Conference Schedule

A mandatory Pre-Proposal Conference regarding this RFP will be held as 
follows:

May 25, 2016, 10:00 a.m. (Pacific Time)
Los Angeles City Hall
200 N. Spring Street, Rm TBD (10th Floor)
Los Angeles, CA 90012
** Please note that parking will not be provided or arranged.**
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A. Submittal of Written Questions

At the Pre-Proposal Conference, City representatives will be 
available to reply to relevant questions from prospective Proposers 
concerning this RFP. To maximize the effectiveness of the 
conference, Proposers must email any questions in writing to the 
attention of Mayor’s Office Contract Specialist Kristina Gannon at 
Kristina.Gannon@lacity.org no later than 10:00 a.m., May 23, 2016.

B. Attendance at Conference

Attendance at the Pre-Proposal Conference is MANDATORY. 
Proposers who fail to attend the mandatory Pre-Proposal 
Conference will not be eligible for this project.
No minutes will be taken at the Pre-Proposal Conference, nor will 
copies of the RFP be available. Attendees at the conference will be 
responsible for taking their own notes and bringing their own RFP 
copies.

§103. ELIGIBLE PROPOSERS

Proposals will be accepted only from Contractors that meet all of the
following requirements:

A. The Proposer must be qualified to conduct business in the State of 
California;

B. Must be in good standing with the Secretary of State, if a 
Corporation or Limited Liability Company;

C. The Proposer has not been determined to be non-responsible nor 
has the Proposer been debarred by the City pursuant to the 
Contractor Responsibility Ordinance;

D. The Proposer has not been debarred by the federal government, 
State of California, or local government;

E. If the Proposer had contracted with the State of California or the 
City of Los Angeles, it must not have an outstanding debt which 
has not been repaid or for which a repayment agreement plan has 
not been implemented. If it has contracted with the City of Los 
Angeles, it must not have an outstanding disallowed cost or other 
liability to the City;

F. Financial stability and ongoing ability to provide services proposed;

G. Availability of adequate staffing, including support and backup staff, 
with sufficient experience and technical expertise;

H. Proposer must have attended the mandatory Proposer conference.

I. Proposer must possess the certifications specified by this RFP.

J. Ability to work independently and efficiently with a very rigorous
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timeline.

§104. SOURCE OF FUNDS

The source of funds for the RFP is from Caltrans for a period of three (3) 
years, with a performance period of July 1,2016 to June 30, 2019.

Funding for all periods of this RFP and subsequent contract is subject to 
City of Los Angeles Council approval and the continuing availability to the 
City of state funds for this project.

§105. BUDGET

As part of the proposal, Proposer shall submit a comprehensive budget 
which details the proposed costs for the services described in Section I. 
(§101). The ensuing contract shall be on a fixed fee for performance 
basis.

§106. CONTRACT TERM

The initial performance period of the contract is contemplated to be from 
July 1, 2016 through June 30, 2019.

§107. PRELIMINARY SCHEDULE

Event Date

Request for Proposals Released May 10, 2016

Pre-Proposal Conference (MANDATORY) May 25, 2016 at
10:00 a.m. (PST)

DEADLINE FOR SUBMITTING PROPOSAL: June 21, 2016 at
3:00 p.m. (PST)

§108. TECHNICAL ASSISTANCE

All technical assistance questions must be submitted by email or fax, 
using the attached Technical Assistance Request Form (Exhibit M). Email 
is the preferred way to contact City staff. Please identify the RFP title on 
the subject line of your message.
To ensure fair and consistent distribution of information, all questions will 
be answered on a Question-and-Answer (Q&A) document available on the 
City of Los Angeles Business Assistance Virtual Network at 
www.labavn.org. No individual answers will be given. The Q&A 
document will be available by fax or for pick-up at the address on the front 
cover.

Technical Assistance questions submitted after June 15, 2016, 10:00 a.m. 
(PST) will NOT be accepted.
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§109. ATTENDANCE AT PRE-PROPOSAL CONFERENCE

Attendance at the Pre-Proposal Conference is mandatory. Proposers 
who do not attend the mandatory pre-proposal conference will not be 
eligible to submit proposals. No minutes will be taken at the Pre-Proposal 
Conference. Attendees at the conference will be responsible for taking 
their own notes. All questions will be addressed at this conference and 
any available new information will be provided at that time. If you have 
further questions regarding the RFP, please refer to technical assistance 
guidelines.

Questions raised at the Pre-Proposal Conference may be answered orally. 
If any substantive new information is provided in response to questions 
raised at the pre-proposal conference, it will also be memorialized in a 
written addendum to this RFP, which will be posted on the website at 
www.labavn.org.

BRING YOUR OWN COPY OF THE RFP. NO COPIES WILL BE 
PROVIDED AT THE CONFERENCE.

§110. DEADLINE FOR SUBMISSION OF PROPOSALS

One (1) original proposal, together with three (3) complete copies and 
one electronic copy on USB flash drive, must be hand-or courier- 
delivered in a sealed package by the deadline date on the cover of this 
document. The original must be marked “Original” on the cover and must 
bear the actual “wet” signature(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.___.” Proposals must be submitted in 3-
ring binders. Proposals must be submitted by 3:00 p.m. (PST) on June 
21,2016.
Proposals must be addressed to:

Kristina Gannon, Contract Specialist 
Office of the Mayor 
Department of Public Safety 
200 N. Spring Street, Room 303 
Los Angeles, CA 90012
Persons who deliver a proposal will be issued a “Notice of Receipt of 
Proposal.” The original copy of the submitted proposal will be marked with 
a time and date stamp. Timely submission of the proposal 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 delivered after the stated deadlines will not be accepted and will 
be returned unopened to the Proposer.

Proposals submitted via U.S. Mail, facsimile, or e-mail will not be 
accepted.
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§111. EVALUATION FACTORS

Proposals shall be evaluated on the following categories and may include 
consideration of any or all of the listed factors at the City’s sole discretion.

SELECTION CRITERIA POINTS
Project Plan (see Narrative 1) 50
Staff Experience and References (see Narrative 2) 20
Contractor’s Demonstrated Ability (see Narrative 3) 20
Cost (see Narrative 4) 10

Total Possible 100
A. Project Plan (50 points)

1. Thoroughness, quality, and completeness of responses to 
questions outlined in Narrative 1.

2. Practicality, efficiency, and effectiveness of the proposed 
strategies and methodologies.

B. Staff Experience (20 points)

1. Thoroughness, quality, and completeness of responses to 
questions outlined in Narrative 2.

2. Depth and quality of staff experience relating to their 
assigned role.

3. Staff knowledgebase.

4. Quality and relevance of any references provided.

C. Contractor’s Demonstrated Ability (20 points)

1. Thoroughness, quality, and completeness of responses to 
questions outlined in Narrative 3.

2. The Contractor’s financial stability and ability to provide the 
services proposed.

3. Availability of adequate staffing, including support and 
backup staff, and the experience and technical expertise of 
assigned staff.

4. Quality and relevance of any references provided.

D. Cost (10 points)

1. Thoroughness, quality, and completeness of responses to 
questions outlined in Narrative 4.

2. Accuracy and completeness of submitted budget(s).

3. Allowableness/allocability, reasonableness, and necessity of 
costs.

4. Feasibility of budget(s).
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NOTE: Proposed costs may be compared against other proposers and 
against independent cost estimates. The lowest cost proposer may not be 
determined to be the best proposer when all the evaluation factors have 
been considered.

§112. PROPOSAL REVIEW PROCESS

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

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

B. All eligible proposals shall be reviewed, scored, and ranked;

C. 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, the project design, and its 
competitive standing as compared to all other proposals;

D. At the City’s sole discretion, oral interviews may be held with top 
scoring proposers. The results of the oral review will determine the 
final funding recommendations; and

E. Proposers shall be notified in writing about funding 
recommendations.

§113. CONTRACT AWARD

The selection of any proposal shall not imply acceptance by the City of all 
terms of the proposal, which may be subject to further negotiations and 
approvals before the City may be legally bound thereby.

If a satisfactory contract cannot be negotiated in a reasonable time, City, 
in its sole discretion, may terminate negotiations with the selected 
proposer and begin contract negotiations with the next proposer ranked by 
the Selection Committee.

§114. PROPOSAL APPEAL PROCESS

All applicants shall have the opportunity to appeal Department funding 
recommendations.

A. Errors and Omissions in RFP

Proposers are responsible for reviewing all portions of this RFP. 
Proposers are to promptly notify the individual designated in 
Section II.J, below, in writing, if the proposer discovers any 
ambiguity, discrepancy, omission, or other error in the RFP. Any 
such notification should be directed to the individual designated in 
Section II.J, below, promptly after discovery, but in no event later 
than five working days before the date for receipt of proposals. 
Modifications and clarifications will be made by addenda as
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provided below.

B. Objections to RFP Terms

Should a proposer object on any ground to any provision or legal 
requirement set forth in this RFP, the proposer must, not more than 
ten (10) calendar days after the RFP is issued, provide written 
notice to the City setting forth with specificity the grounds for the 
objection. The failure of a proposer to object in the manner set 
forth in this paragraph shall constitute a complete and irrevocable 
waiver of any such objection.

C. Change Notices
The Project Manager may modify the RFP, prior to the proposal 
due date, by issuing Change Notices, which will be posted on the 
labavn.com website. The proposer shall be responsible for 
ensuring that its proposal reflects any and all Change Notices 
issued by the Project Manager prior to the proposal due date, 
regardless of when the proposal is submitted. Therefore, the City 
recommends that the proposer consult the website frequently, 
including shortly before the proposal due date, to determine if the 
proposer has downloaded all Change Notices.

D. Term of Proposal

Submission of a proposal signifies that the proposed services and 
prices are valid for ninety (90) calendar days from the proposal due 
date and that the quoted prices are genuine and not the result of 
collusion or any other anti-competitive activity.

E. Revision of Proposal

A proposer may revise a proposal on the proposer's own initiative 
at any time before the deadline for submission of proposals. The 
proposer must submit the revised proposal in the same manner as 
the original. A revised proposal must be received on or before the 
proposal due date.
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II. GENERAL RFP INFORMATION
§201. General Proposal Conditions

A. 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, including mandatory attendance at the 
Pre-Proposal Conference, a post-submission interview, and field 
evaluation. Proposals shall not include any such expenses as part 
of the proposed budget.

B. 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 that will remain open and valid for a minimum 
of ninety (90) days from the submission deadline.

C. 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.

D. Withdrawal of Proposals

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

E. 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 City makes 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.
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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.

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 waive 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.

F. 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 of the negotiation process, the City reserves the right to:

1. 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;

2. Use other sources of funds to fund all or portions of a 
proposer’s proposal;

3. Require that a funded proposer utilize a facility designated 
by the City for purposes of implementing its project;

4. Elect to contract directly with one or more of the identified 
collaborators;
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5. Require all collaborators identified in the proposal to become 
co-signatories to any contract with the City.

G. 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.

The City will enter into an agreement only with entities that are in 
good standing with the California Secretary of State.

H. 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 sea, 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 licensing 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 10.40.3 (a) of the 
Ordinance; and (2) notify the awarding authority within thirty
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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.

I. Proprietary Interests of the City

All proposals submitted in response to this RFP shall become the 
property of the City of Los Angeles and subject to the State of 
California Public Records Act. Proposers must identify all 
copyrighted material, trade secrets or other proprietary information 
that the proposers claim are exempt from the California Public 
Records Act (California Government Code Section 6250 et seq.).

In the event a proposer claims such an exemption, the proposer is 
required to state in the proposal the following:

"The proposer will indemnify the City and its officers, employees 
and agents, and hold them harmless from any claim or liability and 
defend any action brought against them for their refusal to disclose 
copyrighted material, trade secrets or other proprietary information 
to any person making a request therefore."

Failure to include such a statement shall constitute a waiver of a 
proposer's right to exemption from this disclosure.

J. Discount Terms

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

K. City Standard Terms and Provision
Proposers acknowledge and agree that any contract awarded 
pursuant to this RFP and entered into by City shall incorporate the 
City Standard Terms and Provisions (attached hereto as Exhibit O) 
as part of the provisions of such contract.

L. Statutes and Regulations Applicable To All Grant Contracts

The project which is the subject of this RFP is contemplated to be 
funded by certain Federal/State grant funds. Thus, proposers 
acknowledge and agree that any contract awarded pursuant to this 
RFP shall be subject to, and shall incorporate into its terms, 
statutes and regulations applicable to grant contracts, which are set 
forth in Exhibit N attached hereto. Contractor shall be required to 
abide by these statutes and regulations as these statutes and 
regulations shall be incorporated into the Contract between the City 
and the Contractor regarding this project.

M. Notice Regarding Los Angeles Campaign Contribution and

22



Fundraising Restrictions

Bidders/Proposers who submit a response to this solicitation are 
subject to Los Angeles City Charter section 470(c)(12) and related 
ordinances. As a result, Bidders/Proposers 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/Proposers, 12 months after the contract 
is signed. The Bidders/Proposers’ principals and subcontractors 
performing $100,000 or more in work on the Contract, as well as 
the principals of those subcontractors, are subject to the same 
limitations on campaign contributions and fundraising.

Bidders/Proposers must submit CEC Form 55 (provided in Exhibit 
K) to the awarding authority at the same time the response is 
submitted. The form requires Bidders/Proposers to identify their 
principals, their subcontractors performing $100,000 or more in 
work on the contract, and the principals of those 
subcontractors. Bidders/Proposers must also notify their principals 
and subcontractors in writing of the restrictions and include the 
notice in contracts with subcontractors. Proposals submitted 
without a completed CEC Form 55 shall be deemed 
nonresponsive. Bidders/Proposers 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.

N. City of Los Angeles Business Inclusion Program (BIP)

Performance of Business Inclusion Program (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.

The BIP outreach deadline is June 7, 2016 at 12:00 AM. All BIP 
outreach documentation must be submitted on the BAVN by 4:30 
p.m. on the first calendar day following the day of the RFP 
response submittal deadline (June 22, 2016).
The Mayor’s Office anticipated levels of participation:

MBE Participation: 18%
WBE Participation: 4%
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SBE Participation: 25%
EBE Participation: 8%
DVBE Participation: 3%

Business Inclusion Program (BIP) Policy and BAVN BIP Walk -Thru 
are attached as Exhibit F. The graphic guide, entitled, “Business 
Inclusion Program Walk Through,” can also be found at 
www.labavn.org.

BIP outreach information and/or assistance may be obtained 
through the City of Los Angeles Information Technology Agency at 
ITA.BAVN@lacitv.org.

§202. Documents Requires with Proposal

A. Proposers Workforce Information (Exhibit B)

B. Statement of Non-Collusion (Exhibit C)

C. Contractor Responsibility Questionnaire (Exhibit D)

D. Pledge of Compliance with Contractor Responsibility Ordinance 
(Exhibit E)

E. EBO Compliance Forms (labavn.org)

F. Non-Discrimination/Equal Employment Practices/Affirmative Action 
Documents (labavn.org)

G. Business Inclusion Program Outreach (Exhibit F and labavn.org)

H. Certification and Disclosure Regarding Lobbying (Exhibit G)

I. Certification Regarding Debarment (Exhibit H)

J. Drug-Free Workforce Form (Exhibit I)
K. Bidder Certification CEC Form 50 (Exhibit J)

L. Bidder Contributions CEC Form 55 (Exhibit K)
§203. 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 FIXED fee-for-performance basis OR on a line item cost 
reimbursement basis as may be applicable.
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A. 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. Bidders/Proposers shall refer to Exhibit A for 
City of Los Angeles Insurance Requirements.

B. 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 of the State. 
Organizations must be in good standing and authorized to do 
business in California.

C. 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.

D. 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 City Clerk’s Office 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.

E. Proof of IRS Number (W-9)

All contractors are required to complete and submit Proof of IRS 
Number (W-9) Form.

F. Certifications

' Contractor shall provide copies of the following documents to the 
City:
1. Certification Regarding Ineligibility, Suspension and 

Debarment as required by Executive Order 12549, is 
attached as Exhibit H.

2. Certification and Disclosure Regarding Lobbying (not 
required for contracts under $100,000). Bidders/Proposers 
shall refer to Exhibit G for Certification form.
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a. Contractor shall also file a Disclosure Form at the end 
of each calendar quarter during which any event 
requiring disclosure, or which materially affects the 
accuracy of the information contained in any 
previously filed Disclosure Form, occurs.

3. A Certificate Regarding Drug-Free Workplace Requirement 
is attached as Exhibit I.

4. A Bidder Certification CEC Form 50 as required by Los 
Angeles Municipal Code Sections 10.40.1 (h) and 10.37.1 (i) 
(b) is attached as Exhibit J.

5. Bidder Contributions CEC Form 55 as required by Los 
Angeles City Charter Section 470(c)(12) is attached as 
Exhibit K.

G. Non-Discrimination/Equal Employment Practices/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 if awarded the contract 
(Exhibit L).

H. Collaboration

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

§204. 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 request. The Contractor will be 
provided with a copy of the final City evaluation and allowed fourteen (14) 
calendar days to respond. The City will use the final City evaluation, and 
any response from the Contractor, to evaluate proposals and to conduct 
reference checks when awarding other contracts.
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III. PROPOSAL PACKAGE
§301. General Preparation Guidelines

If a proposer does not follow these instructions and/or information is 
left out or a particular exhibit is not submitted, the proposer may be 
ineligible and excluded from the review.
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 applicant organization who 
has legal authority to bind the organization in contract with the City must 
sign the proposal.

Proposers must submit one (1) original together with three (3) copies and 
one (1) electronic copy on a USB flash drive.

The original must be marked “Original” on the cover and must bear the 
actual “wet" signature(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.__.” Proposals must be submitted in 3-ring binders.

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

• 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;

• 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. If a Board Resolution cannot be 
obtained prior to proposal submission, it may be submitted no later 
than three (3) calendar weeks after the proposal submission 
deadline;

• 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

Other Proposal Requirements:

• Proposals must be submitted in the English language. Numerical 
data must be in the English measurement system; costs must be in 
United States dollars.

• Narratives are limited to the number of pages indicated and must 
follow these standards:
o Font size - 12 points
o Margins - At least 1 inch on all sides 
o Line spacing - Single-spaced
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o Single-sided, plain white paper

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

• Each page of the proposal, including exhibits, must be numbered
sequentially at the bottom of the page to indicate Page__of__ .

• 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.

• The Proposal Checklist lists all narratives, exhibits and certifications 
that must be included in the proposal. In assembling the completed 
proposal, please insert the exhibits and certifications where they 
are indicated in the Proposal Checklist. The Proposal Checklist will 
serve as your Table of Contents.

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

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

§302. Narratives

A. Narrative 1 - Project Plan - limit 25 pages

1. Table of Contents

The Table of Contents should outline, in sequential order, 
the major sections of the proposal as listed below, including 
all other relevant documents requested for submission. All 
pages of the proposal, including the enclosures, should be 
clearly and consecutively numbered and correspond to the 
table of contents.
Maximum 2 pages

2. Executive Summary

The Executive Summary should summarize your company’s 
qualifications and experience, describe the overall approach 
to and methodology of the project and identify the key 
project tasks and deliverables.

Maximum 2 pages
3. Overall Approach and Methodology

Address each of the requirements for the Caltrans/ LA 
Expansion Parolee Work Crew Program, including:

a. Detailed discussion on the Proposer’s overall 
approach and methodology.
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b. Discussion of the overall resources of your company 
to accomplish the work, including available personnel 
and equipment. Describe how you will staff this 
project and which task(s) would be assigned to each 
staff member(s). Describe the anticipated percentage 
of time to be dedicated to this project by each 
assigned staff member.

c. Description of current and projected workload of 
Proposer and general workload of the staff to be 
assigned to the project. Should Proposer be awarded 
a contract, describe how you would manage this 
project given the workload of other contracts.

d. For any Sub-Contractors that may be utilized, a 
description of the services to be performed and how 
Proposer plans to coordinate the work with the 
subcontractors, if utilized.

e. A list identifying: (i) each key person on the project 
team, (ii) the role each will play in the project, and (iii) 
a written assurance that the key individuals listed and 
identified will be performing the work and will not be 
substituted with other personnel or reassigned to 
another project without the City’s prior approval.

f. How you will ensure that the above-referenced project 
will adhere to the minimum specifications.

g. How you will prioritize goals, objectives, and tasks.

h. Provide any other innovative and original ideas above 
and beyond the scope of work that is requested.

B. Narrative 2 - Staff Experience and References - limit 10 pages 
(page limit does not include references or resumes. If submitted, 
resumes and/or reference must not exceed 20 pages).

Describe project staff qualifications, technical experience, and 
capability to provide the services solicited. The following are some 
guidelines; you do not need to answer questions individually:

1. Proposer’s Qualifications and Experience

In this section, the proposal should include the following:

a. A description of the Proposer’s organizational history 
and structure; years Proposer and/or firm has been in 
business providing a similar service(s), and indicate 
whether the City has previously awarded any 
contracts to the Proposer/firm.

b. A list of all principals, owners or directors.
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c. Detail regarding primary Proposer’s overall 
qualifications and experience to perform project 
management and tasks similar to the scope of work 
described in this RFP.

d. Demonstration that Proposer has previously 
completed at least two (2) and not more than four (4) 
similar projects during the past three (3) years, 
particularly with governmental entity(ies). Proposer 
must list the name of each entity, its address, 
telephone number, contact person, scope of work 
performed, project cost, and contract term for each 
entity identified. Descriptions should be limited to 
one page for each project. The City reserves the right 
to contact any entity as part of the evaluation process.

e. At least one sample of an existing service contract 
comparable in size and scope to the work product 
requested in this RFP that it has prepared within the 
past three (3) years. Any contract created by a sub
consultants) shall not satisfy this requirement.

f. A current resume of any Subcontractors or other team 
members that may be utilized on this project including 
overall experience and any unique experience that 
will be offered to the project.

2. Team Qualifications

Provide a description of the experience and qualifications of
the project team members.
a. Explain team member’s knowledgebase

b. Provide no more than one written reference for each 
team member/subcontractor; references should 
pertain to team member’s work that is similar in 
content or nature to the work that he/she will perform 
on this project.

3. References

In this section, the proposal should include the following:

a. Provide a minimum of one (1) reference on letterhead 
from former clients of the lead company, team 
member and each subcontractor, for the provision of 
similar services within the past three (3) years.
Include name of reference, contact name, period of 
time, and overall work performed. Sufficient
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documentation must be provided to determine level of 
experience.

b. Provide a list of clients that have, for whatever 
reason, discontinued to use your services within the 
past three (3) years, and indicate the reasons for the 
same.

c. References are subject to verification by the City of 
Los Angeles as part of the evaluation process. The 
City reserves the right to contact any reference as 
part of the evaluation process.

C. Narrative 3 - Contractor’s Demonstrated Ability - limit 10 pages

1. Indicate the Contractor’s financial stability.

2. Describe the availability of adequate staffing, including 
support and backup staff.

3. Describe the Contractor’s experience providing similar 
services.

4. Optional: Provide no more than three written client 
references for the Contractor; references should pertain to 
projects and services that are similar in nature.

D. Narrative 4 - Cost Proposal - limit 5 pages

1. Create an accurate and complete budget(s).
2. Substantiate how your proposed budgets) will ensure 

sufficient dedication of resources so that performance of 
each task can be completed on the schedule.

3. Describe allowableness, reasonableness, and necessity of 
costs.

E. Narrative 5 (optional) - Additional Information - limit 2 pages

Present any critical information that has not been requested in this
RFP.

§303. Documents to be Completed
Proposers must complete and submit all of the Attachments, Exhibits and 
Certification forms. Do not assume that any document is not 
applicable. Use the Proposal Checklist as a guide. Failure to complete 
and submit any of these documents may result in your ineligibility at the 
discretion of the City.
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§304. Proposal Checklist - Documents to be Submitted with Proposal

A. Narrative 1 - Project Plan

B. Narrative 2 - Staff Experience and References

C. Narrative 3 - Contractor’s Demonstrated Ability
D. Narrative 4 - Cost Proposal

E. Narrative 5 - (optional) - Additional Information

F. Proposer Workforce Information - Exhibit B

G. Statement of Non-Collusion - Exhibit C

H. Contractor Responsibility Questionnaire - Exhibit D

I. Pledge of Compliance with Contractor Responsibility Ordinance - 
Exhibit E

J. EBO Compliance Forms - labavn.org; Guide attached as Exhibit L

K. Non-Discrimination/Equal Employment Practices/Affirmative Action 
Documents - labavn.org; Guide attached as Exhibit L

L. Business Inclusion Program (BIP) outreach (labavn.org; Policy and 
Walk-Thru attached as Exhibit F)

M. Certification and Disclosure Regarding Lobbying - Exhibit G

N. Certification Regarding Debarment - Exhibit H

O. Drug-Free Workforce Form - Exhibit I

P. Bidder Certification CEC Form 50 - Exhibit J

Q. Bidder Contributions CEC Form 55 - Exhibit K
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