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PREAMBLE 
 

The County of Los Angeles seeks to collaborate with its community partners to enhance 
the capacity of the health and human services system to improve the lives of children 
and families.  These efforts require, as a fundamental expectation, that the County’s 
contracting partners share the County and community’s commitment to provide health 
and human services that support achievement of the County’s Strategic Plan Mission, 
Values, Goals and performance outcomes. 

 
The County’s vision is to improve the quality of life in the County by providing 
responsive, efficient and high quality public services that promote the self-sufficiency, 
well-being and prosperity of individuals, families, business and communities.  This 
philosophy of teamwork and collaboration is anchored in the County’s shared values of:  
1) Accountability; 2) A Can-Do-Attitude; 3) Compassion; 4) Customer Orientation;  
5) Integrity; 6) Leadership; 7) Professionalism; 8) Respect for Diversity; and  
9) Responsiveness. 

 
These shared values are encompassed in the County Strategic Plan’s  
Goal 3) Integrated Service Delivery – maximize opportunities to measurably improve 
client and community outcomes and leverage resources through the continuous 
integration of health, community, and public safety services.   This requires 
coordination, collaboration and integration of services across functional and 
jurisdictional boundaries, by and between County departments/agencies and community 
and contracting partners. 
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1.0 GENERAL INFORMATION  

The Los Angeles County Department of Public Social Service (DPSS) is issuing this 
Request for Proposals (RFP) to solicit proposals for a Contract with an organization who 
can provide Case Record Storage and Retrieval Services. 

This RFP describes the specific services, minimum proposal requirements, proposal 
submission instructions, and proposal evaluation methodology required by DPSS.  
Prospers are encouraged to read this RFP carefully and follow all instructions set forth 
hereunder when submitting their proposals to ensure proper consideration is given to 
each proposal 

1.1 BACKGROUND OF CASE RECORD STORAGE AND RETRIEVAL SERVICES  

DPSS has contracted Case Record Storage and Retrieval Services (CRSRS) 
since 1985.  Under the contract, cases and documentation are be transported from 
102 DPSS District/Regional offices and stored in a manner that allows for rapid 
retrieval upon the County of Los Angeles (County) request.  Currently, there are 
600,000 boxes and 10 million open and closed case records being stored for 
DPSS.  This includes case records from the Department of Community and Senior 
Services and Department of Children and Family Services under two separate 
Memorandums of Understanding.  Efforts are underway to destroy approximately 
300,000 boxes and 3 million Legacy cases by the contract award date.  

1.2 PURPOSE OF THE RFP  

The purpose of the RFP is to obtain proposals from qualified Bidders to provided 
Case Record Storage and Retrieval Services for the DPSS.  The Contractor shall 
be required to store records and documents in a manner that allows the Contractor 
to provide rapid retrieval of records and documents at the County’s request.   

1.3 OVERVIEW OF SOLICITATION DOCUMENT 

 This Request for Proposals (RFP) is composed of the following parts: 

 GENERAL INFORMATION:  Specifies the Proposer’s minimum requirements, 
provides information regarding the requirements of the Contract and the solicitation 
process. 

 COUNTY’S POLICIES AND PROGRAMS: Specifies Federal, State and County’s 
Policies and Programs Proposers shall adhere to and failure to comply with 
may be cause for termination of a contract or initiation of debarment 
proceedings against the noncompliant Contractor. 

 PROPOSAL SUBMISSION REQUIREMENTS:  Includes instructions to Proposers in 
how to prepare and submit their proposal. 

 SELECTION PROCESS AND EVALUATION CRITERIA:  Includes information on 
how the proposals will be selected and evaluated. 
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 APPENDICES : 

 A:  SAMPLE CONTRACT:  Identifies the terms and conditions in the Contract. 

 B: STATEMENT OF WORK:  Explains in detail the required services to be 
performed by the Contract. 

 C: STATEMENT OF WORK (SOW) TECHNICAL EXHIBITS:  Exhibits to the 
Statement of Work. 

 D:    REQUIRED FORMS:  Forms that must be completed and included in the 
proposal. 

 E: TRANSMITTAL FORM TO REQUEST A SOLICITATION 
REQUIREMENTS REVIEW: Transmittal sent to Department 
requesting a Solicitation Requirements Review 

 F: COUNTY OF LOS ANGELES POLICY ON DOING BUSINESS 
WITH SMALL BUSINESS:  County policy. 

 G: JURY SERVICE ORDINANCE: County Code 

 H: LISTING OF CONTRACTORS DEBARRED IN LOS ANGELES 
COUNTY:  Contractors who are not allowed to contract with the 
County for a specific length of time. 

 I: IRS NOTICE 1015: Provides information on Federal Earned Income Credit. 

 J: SAFELY SURRENDERED BABY LAW: County program 

 K: DETERMINATION OF CONTRACTOR NON-RESPONSIBILITY 
AND CONTRACTOR DEBARMENT 

 L: BACKGROUND AND RESOURCES: CALIFORNIA CHARITIES 
REGULATION: An information sheet intended to assist Nonprofit 
agencies with compliance with SB 1262 - the Nonprofit Integrity Act 
of 2004 and identify available resources. 

 M: DEFAULTED PROPERTY TAX REDUCTION PROGRAM: County 
Code.N:  

 N:: HEALTH INSURANCE PORTABILITY ACCOUNTABILITY ACT OF 
1996 

 O: NOTICE OF INTENT TO REQUEST A PROPOSED CONTRACTOR 
SELECTION REVIEW 

 P: TRANSMITTAL FORM TO REQUEST A RFP PROPOSED 
CONTRACTOR SELECTION REVIEW 
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 Q: TRANSMITTAL FORM TO REQUEST A RFP COUNTY REVIEW 
PANEL 

 R: TRANSMITTAL FORM TO REQUEST A RFP DISQUALIFICATION 
REVIEW 

1.4 Terms and Definitions 

Throughout this RFP, references are made to certain persons, groups, or 
Departments/Agencies.  For convenience, a description of specific definitions 
can be found in RFP, Attachment A, Sample Contract, Section 2. Definitions. 

1.5 Minimum Mandatory Requirements 
Interested and qualified Proposers that can demonstrate their ability to 
successfully provide the required services outlined in RFP, Appendix B, 
Statement of Work, of this RFP are invited to submit proposal(s), provided they 
meet the following requirement(s): 

• Have (or will have by the time of the Contract award) a minimum of five years’ 
experience within the last ten years providing case record storage and 
retrieval services or services equivalent or similar to the services identified in 
Appendix  B, Statement of Work.  

• Have (or will have by the time of the Contract award) a business office 
located within the County of Los Angeles, with a responsible person(s) to 
maintain all administrative records related to the proposed Contract and 
financial reports that are required herein.   

• Have (or will have by the time of the Contract award) a Contract Manager 
with a minimum of five years’ experience in the performance of case record 
storage and retrieval services or similar to the services required in this RFP.  

• Have (or will have by the time of the Contract award) a Backup Contract 
Manager with a minimum of three years’ experience in the performance of 
case record storage and retrieval services or similar to the services required 
in this RFP.  

• Demonstrate a proven record of hiring CalWORKs/GAIN participants or attest 
to a willingness to consider CalWORKs/GAIN participants for any future 
employment opening if they meet the minimum qualifications for the opening.  
Please see RFP Required Forms, Form D-9.   

• Comply with the Proposal’s format and requirements set forth in the Business 
Proposal  Format and the Cost Proposal Format, (see RFP, Section 3.0, 
Subsections 3.12 and Subsection 3.13.) 
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•  Has no record of unsatisfactory performance, lack of integrity or poor 
business ethics, as required by California Operations Manual Section 23-
601.243. 

1.6 County Rights & Responsibilities 

The County has the right to amend the RFP by written addendum.  The County 
is responsible only for that which is expressly stated in the solicitation document 
and any authorized written addenda thereto.  Such addendum shall be made 
available to each person or organization which County records indicate has 
received this RFP.  Should such addendum require additional information not 
previously requested, failure to address the requirements of such addendum 
may result in the Proposal not being considered, as determined in the sole 
discretion of the County.  The County is not responsible for and shall not be 
bound by any representations otherwise made by any individual acting or 
purporting to act on its behalf. 

1.7 Contract Term 

The Contract term shall be for a period of five years.  The Contract is expected 
to commence on July 1, 2013, the start date is subject to change at the 
convenience of the County, following approval by the Los Angeles County Board 
of Supervisors (Board) and upon execution by the parties.  A transition period of 
30 days will commence upon execution of the Contract, to allow the transfer of 
cases to the new Contractor and to provide training to the Contractor's staff.  
Direct case record storage and retrieval services shall commence effective 30 
days after execution of the Contract.  Appendix A, Sample Contract, Section 4.0, 
provides additional information regarding the proposed term of the contract.   

1.8 Contractor’s Monthly Flat Fee 

The Contractor’s monthly flat fee shall remain firm and fixed for each service 
area for the five-year term of the Contract for performing the services, as set 
forth in Appendix D, RFP Required Forms, Form D-11 “Pricing Sheet”.  

The County may, consistent with any County or State budget reductions should 
they occur, re-negotiate the Contract Rates 

1.9 Days of Operation 

The Contractor shall be required to provide Case Record Storage and Retrieval 
Services, Monday through Friday, from 8:00 a.m. To 5:00 p.m.  The Contractor is 
not required to provide services on County-recognized holidays.  The County’s 
Contract Administrator will provide a list of the County holidays to the Contractor 
at the time the Contract is approved, and annually, at the beginning of the 
calendar year. 
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1.10 Contact with County Personnel 

All contact regarding this RFP or any matter relating thereto must be in writing 
and may be mailed or e-mailed as follows: 

Pamela Blanton, Contract Administrator 
Department of Public Social Services  

Contract Management Division  
12900 Crossroads Parkway South 

East Annex, 2nd Floor 
City of Industry, CA 91746 

Or  
PamelaBlanton@dpss.lacounty.gov 

 
If it is discovered that Proposer contacted and received information from any 
County personnel, other than the person specified above, regarding this 
solicitation, County, in its sole determination, may disqualify their proposal from 
further consideration. 

1.11 Final Contract Award by the Board of Supervisors 

Notwithstanding a recommendation of a Department, agency, individual, or 
other, the Board of Supervisors retains the right to exercise its judgment 
concerning the selection of a proposal and the terms of any resultant agreement, 
and to determine which proposal best serves the interests of the County.  The 
Board is the ultimate decision making body and makes the final determinations 
necessary to arrive at a decision to award, or not award, a contract.  

1.12 Mandatory Requirement to Register on County’s WebVen 

Prior to a contract award, all potential Contractors must register in the County’s 
WebVen.  The WebVen contains the Vendor’s business profile and identifies the 
goods/services the business provides.  Registration can be accomplished online 
via the Internet by accessing the County’s home page at 
http://lacounty.info/doing_business/main_db.htm. Contractor must register using 
Commodity Code No. 52505.  Commodity Code No. 52505 consists of: a) Code 
No. 505 assigned to Archival Storage Materials (Acid Free); and b) Sub-Code 
No. 05 assigned to Case Record Storage and Retrieval Services. 

1.13 County Option to Reject Proposals 
The County may, at its sole discretion, reject any or all proposals submitted in 
response to this RFP.  The County shall not be liable for any costs incurred by 
the Proposer in connection with the preparation and submission of any proposal.  
The County reserves the right to waive inconsequential disparities in a submitted 
proposal. 
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1.14 Protest Policy Review Process 

1.14.1 Under Board Policy No. 5.055 (Services Contract Solicitation Protest), 
any prospective Proposer may request a review of the requirements 
under a solicitation for a Board-approved services contract, as described 
in Section 1.14.3 below.  Additionally, any actual Proposer may request 
a review of a disqualification or of a proposed contract award under 
such a solicitation, as described respectively in the Sections below.  It is 
the responsibility of the Proposer challenging the decision of a County 
Department to demonstrate that the Department committed a sufficiently 
material error in the solicitation process to justify invalidation of a 
proposed contract award. 

1.14.2 Throughout the review process, the County has no obligation to delay or 
otherwise postpone an award of contract based on a Proposer protest.  
In all cases, the County reserves the right to make an award when it is 
determined to be in the best interest of the County of Los Angeles to do 
so. 

1.14.3 Grounds for Review  

 Unless state or federal statutes or regulations otherwise provide, the 
grounds for review of a solicitation for a Board-approved services 
contract provided for under Board Policy No. 5.055 are limited to the 
following: 

 Review of Solicitation Requirements (Reference Sub-paragraph 3.7 
in the Proposal Submission Requirements Section) 

 Review of a Disqualified Proposal (Reference Sub-paragraph 4.4 in 
the Selection Process and Evaluation Criteria Section) 

 Review of Proposed Contractor Selection (Reference Sub-paragraph 
4.7.2 in the Selection Process and Evaluation Criteria Section) 

1.15 Notice to Proposers Regarding The Public Records Act 

1.15.1 Responses to this solicitation shall become the exclusive property of the 
County.  Absent extraordinary circumstances, at such time as (a) with 
respect to the recommended Proposer's proposal, DPSS completes 
contract negotiations and obtains a letter from an authorized officer of 
the recommended Proposer that the negotiated contract is a firm offer of 
the recommended Proposer, which shall not be revoked by the 
recommended Proposer pending the Department's completion of the 
process under Board Policy No. 5.055 and approval by the Board of 
Supervisors (Board) and (b) with respect to each Proposer requesting a 
County Review Panel, the County Review Panel convenes as a result of 
such Proposers' request, and (c) with respect to all other Proposers,  
DPSS recommends the recommended Proposer(s) to the Board and 
such recommendation appears on the Board agenda, proposals 
submitted in response to this solicitation become a matter of public 
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record, with the exception of those parts of each proposal which are 
justifiably defined as business or trade secrets, and, if by the proposer, 
plainly marked as "Trade Secret," "Confidential," or "Proprietary." 

1.15.2 The County shall not, in any way, be liable or responsible for the 
disclosure of any such record or any parts thereof, if disclosure is 
required or permitted under the California Public Records Act or 
otherwise by law.  A blanket statement of confidentiality or the 
marking of each page of the proposal as confidential shall not be 
deemed sufficient notice of exception.  The Proposers must 
specifically label only those provisions of their respective proposal 
which are "Trade Secrets," "Confidential," or "Proprietary" in 
nature. 

1.16 Indemnification and Insurance  

Contractor shall be required to comply with the indemnification provisions 
contained in the, Appendix A, Sample Contract, Subsection 8.35.  The 
Contractor shall procure, maintain, and provide to the County proof of insurance 
coverage for all the programs of insurance along with associated amounts 
specified in the A, Sample Contract, Subsection 8.36 and 8.37. 

1.17 SPARTA Program 

A County program, known as ‘SPARTA’ (Service Providers, Artisan and 
Tradesman Activities) may be able to assist potential Contractors in obtaining 
affordable liability insurance.  The SPARTA Program is administered by the 
County’s insurance broker, Merriwether & Williams.  For additional information, 
Proposers may call Merriwether & Williams toll free at (800) 420-0555 or can 
access their website directly at www.2sparta.com. 

1.18 Injury & Illness Prevention Program (IIPP) 

 Contractor shall be required to comply with the State of California’s Cal OSHA’s 
regulations.  Section 3203 of Title 8 in the California Code of Regulations 
requires all California employers to have a written, effective Injury and Illness 
Prevention Program (IIPP) that addresses hazards pertaining to the particular 
workplace covered by the program.   

1.19 Background and Security Investigations 

 Background and security investigations of Contractor’s staff may be required at 
the discretion of the County as a condition of beginning and continuing work 
under any resulting Contract. The cost of background checks is the responsibility 
of the Contractor. 
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1.20 Confidentiality and Independent Contractor Status 

 As appropriate, Contractor shall be required to comply with the Confidentiality 
provision contained in Subsection 7.6 and the Independent Contractor Status 
provision contained in Subsection 8.34 in Appendix A, Sample Contract.   

1.21 Conflict of Interest 

 No County employee whose position in the County enables him/her to influence 
the selection of a Contractor for this RFP, or any competing RFP, nor any 
spouse or economic dependent of such employees, shall be employed in any 
capacity by a Proposer or have any other direct or indirect financial interest in 
the selection of a Contractor.  Proposer shall certify that he/she is aware of and 
has read Section 2.180.010 of the Los Angeles County Code as stated in 
Appendix D, RFP Required Forms, Form D-5, Certification of No Conflict of 
Interest. 

1.22 Determination of Proposer Responsibility 
1.22.1 A responsible Proposer is a Proposer who has demonstrated the 

attribute of trustworthiness, as well as quality, fitness, capacity and 
experience to satisfactorily perform the contract.  It is the County’s policy 
to conduct business only with responsible Proposers. 

1.22.2 Proposers are hereby notified that, in accordance with Chapter 2.202 of 
the County Code, the County may determine whether the Proposer is 
responsible based on a review of the Proposer’s performance on any 
contracts, including but not limited to County contracts.  Particular 
attention will be given to violations of labor laws related to employee 
compensation and benefits, and evidence of false claims made by the 
Proposer against public entities.  Labor law violations which are the fault 
of the Subcontractors and of which the Proposer had no knowledge 
shall not be the basis of a determination that the Proposer is not 
responsible. 

1.22.3 The County may declare a Proposer to be non-responsible for purposes 
of this contract if the Board of Supervisors, in its discretion, finds that the 
Proposer has done any of the following: (1) violated a term of a contract 
with the County or a nonprofit corporation created by the County; (2) 
committed an act or omission which negatively reflects on the 
Proposer’s quality, fitness or capacity to perform a contract with the 
County, any other public entity, or a nonprofit corporation created by the 
County, or engaged in a pattern or practice which negatively reflects on 
same; (3) committed an act or omission which indicates a lack of 
business integrity or business honesty; or (4) made or submitted a false 
claim against the County or any other public entity. 

1.22.4 If there is evidence that the apparent highest ranked Proposer may not 
be responsible, the Department shall notify the Proposer in writing of the 
evidence relating to the Proposer’s responsibility, and its intention to 
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recommend to the Board of Supervisors that the Proposer be found not 
responsible.  The Department shall provide the Proposer and/or the 
Proposer’s representative with an opportunity to present evidence as to 
why the Proposer should be found to be responsible and to rebut 
evidence which is the basis for the Department’s recommendation.   

1.22.5 If the Proposer presents evidence in rebuttal to the Department, the 
Department shall evaluate the merits of such evidence, and based on 
that evaluation, make a recommendation to the Board of Supervisors.  
The final decision concerning the responsibility of the Proposer shall 
reside with the Board of Supervisors. 

1.22.6 These terms shall also apply to proposed Subcontractors of Proposers 
on County contracts. 

1.23 Proposer Debarment 

1.23.1 The Proposer is hereby notified that, in accordance with Chapter 2.202 
of the County Code, the County may debar the Proposer from bidding or 
proposing on, or being awarded, and/or performing work on other 
County contracts for a specified period of time, which generally will not 
exceed five years but may exceed five years or be permanent if 
warranted by the circumstances, and the County may terminate any or 
all of the Proposer’s existing contracts with County, if the Board of 
Supervisors finds, in its discretion, that the Proposer has done any of 
the following: (1) violated a term of a contract with the County or a 
nonprofit corporation created by the County; (2) committed an act or 
omission which negatively reflects on the Proposer’s quality, fitness or 
capacity to perform a contract with the County, any other public entity, or 
a nonprofit corporation created by the County, or engaged in a pattern 
or practice which negatively reflects on same; (3) committed an act or 
offense which indicates a lack of business integrity or business honesty; 
or (4) made or submitted a false claim against the County or any other 
public entity. 

1.23.2 If there is evidence that the apparent highest ranked Proposer may be 
subject to debarment, the Department shall notify the Proposer in writing 
of the evidence which is the basis for the proposed debarment, and shall 
advise the Proposer of the scheduled date for a debarment hearing 
before the Contractor Hearing Board. 

1.23.3 The Contractor Hearing Board shall conduct a hearing where evidence 
on the proposed debarment is presented.  The Proposer and/or 
Proposer’s representative shall be given an opportunity to submit 
evidence at that hearing.  After the hearing, the Contractor Hearing 
Board shall prepare a tentative proposed decision, which shall contain a 
recommendation regarding whether the Proposer should be debarred, 
and, if so, the appropriate length of time of the debarment.  The 
Proposer and the Department shall be provided an opportunity to object 
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to the tentative proposed decision prior to its presentation to the Board 
of Supervisors. 

1.23.4 After consideration of any objections, or if no objections are received, a 
record of the hearing, the proposed decision and any other 
recommendation of the Contractor Hearing Board shall be presented to 
the Board of Supervisors.  The Board of Supervisors shall have the right 
to modify, deny or adopt the proposed decision and recommendation of 
the Contractor Hearing Board. 

1.23.5 If a Proposer has been debarred for a period longer than five years, that 
Proposer may, after the debarment has been in effect for at least five 
years, submit a written request for review of the debarment 
determination to reduce the period of debarment or terminate the 
debarment.  The County may, in its discretion, reduce the period of 
debarment or terminate the debarment if it finds that the Proposer has 
adequately demonstrated one or more of the following:  (1) elimination 
of the grounds for which the debarment was imposed; (2) a bona fide 
change in ownership or management; (3) material evidence discovered 
after debarment was imposed; or (4) any other reason that is in the best 
interests of the County. 

1.23.6 The Contractor Hearing Board will consider requests for review of a 
debarment determination only where (1) the Proposer has been 
debarred for a period longer than five years; (2) the debarment has been 
in effect for at least five years; and (3) the request is in writing, states 
one or more of the grounds for reduction of the debarment period or 
termination of the debarment, and includes supporting documentation.  
Upon receiving an appropriate request, the Contractor Hearing Board 
will provide notice of the hearing on the request.  At the hearing, the 
Contractor Hearing Board shall conduct a hearing where evidence on 
the proposed reduction of debarment period or termination of debarment 
is presented.  This hearing shall be conducted and the request for 
review decided by the Contractor Hearing Board pursuant to the same 
procedures as for a debarment hearing. 

1.23.7 The Contractor Hearing Board’s proposed decision shall contain a 
recommendation on the request to reduce the period of debarment or 
terminate the debarment.  The Contractor Hearing Board shall present 
its proposed decision and recommendation to the Board of Supervisors.  
The Board of Supervisors shall have the right to modify, deny, or adopt 
the proposed decision and recommendation of the Contractor Hearing 
Board. 

1.23.8 These terms shall also apply to proposed Subcontractors of Proposers 
on County contracts.  

1.23.9  Appendix H provides a link to the County’s website where there is a 
listing of Contractors that are currently on the Debarment List for Los 
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Angeles County. 

1.24 County’s Option to Cancel the RFP or Subsequent Contract 

 The County, in its sole discretion, retains the right to cancel and terminate this 
RFP at any time. 
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2.0 COUNTY POLICIES AND PROGRAMS 

2.1 Proposer’s Adherence to County’s Child Support Compliance  

 Program 

 Proposers shall: 1) fully comply with all applicable State and Federal reporting 
requirements relating to employment reporting for its employees; and 2) comply 
with all lawfully served Wage and Earnings Assignment Orders and Notice of 
Assignment and continue to maintain compliance during the term of any contract 
that may be awarded pursuant to this solicitation.  Failure to comply may be 
cause for termination of a contract or initiation of debarment proceedings against 
the non-compliant Contractor (County Code Chapter 2.202). 

2.2 Gratuities 

2.2.1 Attempt to Secure Favorable Treatment 

 It is improper for any County officer, employee or agent to solicit 
consideration, in any form, from a Proposer with the implication, 
suggestion or statement that the Proposer’s provision of the 
consideration may secure more favorable treatment for the Proposer in 
the award of the Contract or that the Proposer’s failure to provide such 
consideration may negatively affect the County’s consideration of the 
Proposer’s submission.  A Proposer shall not offer or give either directly 
or through an intermediary, consideration, in any form, to a County 
officer, employee or agent for the purpose of securing favorable 
treatment with respect to the award of the Contract. 

2.2.2 Proposer Notification to County 

 A Proposer shall immediately report any attempt by a County officer, 
employee or agent to solicit such improper consideration.  The report 
shall be made either to the County Contract Administrator charged with 
the supervision of the employee or to the County Auditor-Controller’s 
Employee Fraud Hotline at (800) 544-6861.  Failure to report such a 
solicitation may result in the Proposer’s submission being eliminated 
from consideration. 

2.2.3 Form of Improper Consideration 

 Among other items, such improper consideration may take the form of 
cash, discounts, services, the provision of travel or entertainment, or 
tangible gifts. 

2.3 Notice to Proposers Regarding the County Lobbyist Ordinance 

The Board of Supervisors of the County of Los Angeles has enacted an 
ordinance regulating the activities of persons who lobby County officials.  This 
ordinance, referred to as the "Lobbyist Ordinance", defines a County Lobbyist 
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and imposes certain registration requirements upon individuals meeting the 
definition.  The complete text of the ordinance can be found in County Code 
Chapter 2.160.  In effect, each person, corporation or other entity that seeks a 
County permit, license, franchise or contract must certify compliance with the 
ordinance.  As part of this solicitation process, it will be the responsibility of each 
Proposer to review the ordinance independently as the text of said ordinance is 
not contained within this RFP.  Thereafter, each person, corporation or other 
entity submitting a response to this solicitation, must certify that each County 
Lobbyist, as defined by Los Angeles County Code Section 2.160.010, retained 
by the Proposer is in full compliance with Chapter 2.160 of the Los Angeles 
County Code and each such County Lobbyist is not on the Executive Office’s 
List of Terminated Registered Lobbyists by completing and submitting the 
Familiarity with the County Lobbyist Ordinance Certification, as set forth in 
Appendix D, RFP Required Forms, Form D-6, as part of their proposal. 

2.4 Federal Earned Income Credit 

The Contractor shall notify its employees, and shall require each subcontractor 
to notify its employees, that they may be eligible for the Federal Earned Income 
Credit under the federal income tax laws.  Such notice shall be provided in 
accordance with the requirements set forth by the Internal Revenue Service 
(IRS) Notice 1015.  The IRS website to access the most recent version of the 
IRS Notice 1015 is provided in Appendix I.    

2.5 Consideration of GAIN/GROW Participants for Employment 

As a threshold requirement for consideration for contract award, Proposers shall 
demonstrate a proven record of hiring participants in the County’s Department of 
Public Social Services Greater Avenues for Independence (GAIN) or General 
Relief Opportunity for Work (GROW) Programs or shall attest to a willingness to 
consider GAIN/GROW participants for any future employment openings if they 
meet the minimum qualifications for that opening.  Additionally, Proposers shall 
attest to a willingness to provide employed GAIN/GROW participants access to 
the Proposers’ employee mentoring program, if available, to assist these 
individuals in obtaining permanent employment and/or promotional opportunities.  
Proposers who are unable to meet this requirement shall not be considered for 
contract award.  Proposers shall complete and return the form, Attestation of 
Willingness to Consider GAIN/GROW Participants, as set forth in Appendix D, 
RFP Required Forms, Form D-9, along with their proposal. 

2.6 County’s Quality Assurance Plan 
After contract award, the County or its agent will evaluate the Contractor’s 
performance under the contract on a periodic basis.  Such evaluation will include 
assessing Contractor’s compliance with all terms in the Contract and 
performance standards identified in the Statement of Work.  Contractor’s 
deficiencies which the County determines are severe or continuing and that may 
jeopardize performance of the Contract will be reported to the County’s Board of 
Supervisors.  The report will include improvement/corrective action measures 
taken by the County and Contractor.  If improvement does not occur consistent 
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with the corrective action measures, the County may terminate the Contract in 
whole or in part, or impose other penalties as specified in the Contract. 

2.7 Recycled Bond Paper 

Proposer shall be required to comply with the County’s policy on recycled bond 
paper as specified in Appendix A, Sample Contract, Sub-paragraph 8.51. 

2.8 Safely Surrendered Baby Law 

The Contractor shall notify and provide to its employees, and shall require each 
subcontractor to notify and provide to its employees, a fact sheet regarding the 
Safely Surrendered Baby Law, its implementation in Los Angeles County, and 
where and how to safely surrender a baby.  The fact sheet is set forth in 
Appendix J of this RFP and is also available on the Internet at 
www.babysafela.org for printing purposes. 

2.9 County Policy on Doing Business with Small Business 
2.9.1 The County has multiple programs that address small businesses.  The 

Board of Supervisors encourages small business participation in the 
County’s contracting process by constantly streamlining and simplifying 
our selection process and expanding opportunities for small businesses 
to compete for our business. 

2.9.2 The Local Small Business Enterprise Preference Program requires the 
Company to complete a certification process.  This program and how to 
obtain certification are further explained in Subsection 2.11 of this RFP. 

2.9.3 The Jury Service and Living Wage Programs, provide exceptions to the 
Programs if a company qualifies as a Small Business.  It is important to 
note that each Program has a different definition for Small Business.  
You may qualify as a Small Business in one Program but not the other.  
Further explanations of these two Programs are provided in Subsection 
2.10, Jury Service Program.  

2.9.4 The County also has a Policy on Doing Business with Small Business 
that is stated in Appendix F. 

2.10 Jury Service Program  
The prospective contract is subject to the requirements of the County’s 
Contractor Employee Jury Service Ordinance (“Jury Service Program”) (Los 
Angeles County Code, Chapter 2.203).  Prospective Contractors should carefully 
read the Jury Service Ordinance, Appendix G, and the pertinent jury service 
provisions of the Appendix A, Sample Contract, Subsection 8.13, both of which 
are incorporated by reference into and made a part of this RFP.  The Jury 
Service Program applies to both Contractors and their Subcontractors.   

Proposals that fail to comply with the requirements of the Jury Service Program 
will be considered non-responsive and excluded from further consideration. 
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2.10.1 The Jury Service Program requires Contractors and their 
Subcontractors to have and adhere to a written policy that provides that 
its employees shall receive from the Contractor, on an annual basis, no 
less than five days of regular pay for actual jury service.  The policy may 
provide that employees deposit any fees received for such jury service 
with the Contractor or that the Contractor deduct from the employee’s 
regular pay the fees received for jury service.  For purposes of the Jury 
Service Program, “employee” means any California resident who is a 
full-time employee of a Contractor and “full-time” means 40 hours or 
more worked per week, or a lesser number of hours if:  1) the lesser 
number is a recognized industry standard as determined by the County, 
or 2) the Contractor has a long-standing practice that defines the lesser 
number of hours as full-time.  Therefore, the Jury Service Program 
applies to all of a Contractor’s full-time California employees, even those 
not working specifically on the County project.  Full-time employees 
providing short-term, temporary services of 90 days or less within a 12-
month period are not considered full-time for purposes of the Jury 
Service Program. 

2.10.2 There are two ways in which a Contractor might not be subject to the 
Jury Service Program.  The first is if the Contractor does not fall within 
the Jury Service Program’s definition of “Contractor”.  The Jury Service 
Program defines “Contractor” to mean a person, partnership, 
corporation of other entity which has a contract with the County or a 
Subcontract with a County Contractor and has received or will receive 
an aggregate sum of $50,000 or more in any 12-month period under one 
or more County contracts or subcontracts.  The second is if the 
Contractor meets one of the two exceptions to the Jury Service 
Program.  The first exception concerns small businesses and applies to 
Contractors that have 1) ten or fewer employees; and, 2) annual gross 
revenues in the preceding 12 months which, if added to the annual 
amount of this Contract is less than $500,000, and, 3) is not an “affiliate 
or subsidiary of a business dominant in its field of operation”.  The 
second exception applies to Contractors that possess a collective 
bargaining agreement that expressly supersedes the provisions of the 
Jury Service Program.  The Contractor is subject to any provision of the 
Jury Service Program not expressly superseded by the collective 
bargaining agreement. 

2.10.3  If a Contractor does not fall within the Jury Service Program’s definition 
of “Contractor” or if it meets any of the exceptions to the Jury Service 
Program, then the Contractor must so indicate in the Certification Form 
and Application for Exception (Appendix D, RFP Required Forms, Form 
D-10 and include with its submission all necessary documentation to 
support the claim such as tax returns or a collective bargaining 
agreement, if applicable.  Upon reviewing the Contractor’s application, 
the County will determine, in its sole discretion, whether the Contractor 
falls within the definition of Contractor or meets any of the exceptions to 
the Jury Service Program.  The County’s decision will be final. 
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2.11 Local Small Business Enterprise Preference Program 

2.11.1 The County will give Local SBE preference during the solicitation 
process to businesses that meet the definition of a Local Small Business 
Enterprise (Local SBE), consistent with Chapter 2.204.030C.2 of the Los 
Angeles County Code. 

2.11.2 A business which is certified as small by the Small Business 
Administration (SBA) or which is registered as small on the federal 
Central Contractor Registration data base may qualify to request the 
Local SBE Preference in a solicitation. 

2.11.3 Businesses must complete the Required Form - Request for Local SBE 
Preference Program Consideration and CBE Firm/Organization 
Information Form D-7 in Appendix D, RFP Required Forms with their 
proposal.  Sanctions and financial penalties may apply to a business 
that knowingly, and with intent to defraud, seeks to obtain or maintain 
the Local SBE Preference. 

2.12 Local Small Business Enterprise (SBE) Prompt Payment  Program 

 It is the intent of the County that Certified Local SBEs receive prompt payment 
for services they provide to County Departments.  Prompt payment is defined as 
15 calendar days after receipt of an undisputed invoice. 

2.13 Notification to County of Pending Acquisitions/Mergers by Proposing 
Company 

 The Proposer shall notify the County of any pending acquisitions/mergers of their 
company.  This information shall be provided by the Proposer on RFP Required 
Forms, Form D-1, Proposer’s Organization Questionnaire/Affidavit.  Failure of 
the Proposer to provide this information may eliminate its proposal from any 
further consideration. 

2.14 Transitional Job Opportunities Preference Program 

2.14.1 In evaluating proposals, the County will give preference to businesses 
that are certified by the County as Transitional Job Opportunity vendors, 
consistent with Chapter 2.205 of the Los Angeles County Code.  A 
Certified Transitional Job Opportunity vendor is, and has been such for 
three years, an entity: 1) that is a non-profit organization recognized as 
tax exempt pursuant to section 501 (c) (3) of the Internal Revenue 
Service’s Code; set forth, under penalty of perjury, such information as 
requested by the County on either electronic or hard copy forms, along 
with their application form and three most recent annual tax returns to 
the Department with their proposal response to the contracting 
solicitation for which they are competing; 2) has been in operation for at 
least one year providing transitional job and the related supportive 
services to program participants; and 3) provide a profile of their 
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program with a description of their program components designed to 
assist program participants, number of past program participants, and 
any other information requested by a contracting Department. 

2.14.2 Transitional Job Opportunities vendors must request the preference in 
their solicitation response and may not receive the preference until their 
certification has been affirmed by the applicable Department.  County 
must verify the Transitional Job Opportunity vendor certification prior to 
applying the preference.  Sanctions and financial penalties may apply to 
a Proposer that knowingly and with intent to defraud seeks to obtain or 
maintain certification as a Transitional Job Opportunities vendor. 

2.14.3 To request the Transitional Job Opportunities Preference, Proposer 
must complete the Transitional Job Opportunities Preference Application 
in Appendix D, RFP Required Forms, Form D-16 and submit it along 
with all supporting documentation with their proposal. 

2.15 Contractor’s Obligations as a “Business Associate” Under the Health 
Insurance  Portability and Accountability Act of 1996 and Health 
Information Technology for Economic and Clinical Health Act  
Contractor shall be required to comply with the Administrative Simplification 
requirements of the federal Health Insurance Portability and Accountability Act of 
1996 (HIPAA) as in effect and as may be amended, and with applicable 
provision of the Health Information Technology for Economic and Clinical Health 
(HITECH) Act, as contained in Appendix A, Sample Contract, Section 9.0, 
Unique Terms and Conditions, Subsection 9.1, and Appendix N. 

2.16   Proposer’s Charitable Contributions Compliance  

2.16.1 California’s “Supervision of Trustees and Fundraisers for Charitable 
Purposes Act” regulates receiving and raising charitable contributions.  
 Among other requirements, those subject to the Charitable Purposes 
Act must register.  The 2004 Nonprofit Integrity Act (SB 1262, Chapter 
919) increased Charitable Purposes Act requirements.  Prospective 
Contractors should carefully read RFP, Appendix L, Background and 
Resources: California Charities Regulations.  New rules cover California 
public benefit corporations, unincorporated associations, and trustee 
entities and may include similar foreign corporations doing business or 
holding property in California.  Key Nonprofit Integrity Act requirements 
affect executive compensation, fund-raising practices and 
documentation.  Charities with over $2 million of revenues (excluding 
funds that must be accounted for to a governmental entity) have new 
audit requirements. 

2.16.2 All prospective contractors must determine if they receive or raise 
charitable contributions which subject them to the Charitable Purposes 
Act and complete the Charitable Contributions Certification, Form D-15 
as set forth in Appendix D, RFP Required Forms.  A completed Form D-
15 is a required part of any agreement with the County. 
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2.16.3 In Form D-15, prospective contractors certify either that: 
 

 they have determined that they do not now receive or raise 
charitable contributions regulated under the California Charitable 
Purposes Act, (including the Nonprofit Integrity Act) but will comply if 
they become subject to coverage of those laws during the term of a 
County agreement,  

- OR - 
 they are currently complying with their obligations under the 

Charitable Purposes Act, attaching a copy of their most recent filing 
with the Registry of Charitable Trusts. 

2.16.4 Prospective County contractors that do not complete Form D-15 as part 
of the solicitation process may, in the County’s sole discretion, be 
disqualified from contract award.  A County contractor that fails to 
comply with its obligations under the Charitable Purposes Act is subject 
to either contract termination or debarment proceedings or both.  
(County Code Chapter 2.202) 

2.17 Defaulted Property Tax Reduction Program 

The prospective contract is subject to the requirements of the County’s Defaulted 
Property Tax Reduction Program (“Defaulted Tax Program”) (Los Angeles 
County Code, Chapter 2.206).  Prospective Contractors should carefully read 
RFP, Appendix M, Defaulted Tax Program Ordinance and the pertinent 
provisions of the Sample Contract, Appendix A, Subsection 8.63 and 8.64, both 
of which are incorporated by reference into and made a part of this solicitation.  
The Defaulted Tax Program applies to both Contractors and their 
Subcontractors. 

Proposers shall be required to certify that they are in full compliance with the 
provisions of the Defaulted Tax Program and shall maintain compliance during 
the term of any contract that may be awarded pursuant to this solicitation or shall 
certify that they are exempt from the Defaulted Tax Program by completing 
Certification of Compliance with The County’s Defaulted Property Tax Reduction 
Program, RFP, Appendix D, RFP Required Forms, Form D-17.  Failure to 
maintain compliance, or to timely cure defects, may be cause for termination of a 
contract or initiation of debarment proceedings against the non-compliance 
contractor (Los Angeles County Code, Chapter 2.202). 

Proposals that fail to comply with the certification requirements of the Defaulted 
Tax Program will be considered non-responsive and excluded from further 
consideration. 
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3.0 PROPOSAL SUBMISSION REQUIREMENTS 

This Section contains key project dates and activities as well as instructions to Proposers 
in how to prepare and submit their proposal. 

3.1 County Responsibility 

The County is not responsible for representations made by any of its officers or 
employees prior to the execution of the Contract unless such understanding or 
representation is included in the Contract. 

3.2 Truth and Accuracy of Representations 

False, misleading, incomplete, or deceptively unresponsive statements in 
connection with a proposal shall be sufficient cause for rejection of the proposal.  
The evaluation and determination in this area shall be at the Director’s sole 
judgment and his/her judgment shall be final. 

3.3 RFP Timetable  

The timetable for this RFP is as follows: 

 Release of RFP   .................. 12/18/12 

 Written Questions Due   .................. 12/27/12  

 Request for a Solicitation Requirements Review Due  .................. 01/03/13 

 Mandatory Proposers Conference  .................. 01/07/03 

 Questions and Answers Released   .................. 01/16/13 

 Proposals due by 12:00 p.m., Pacific Standard Time  ................. 01/22/13 

Proposers are advised that updates, including addenda(s), will be provided via 
US mail.  Additionally, all required RFP documents, including addenda(s), and 
references will be posted at the DPSS Request for Proposals website at: 
http://dpss.lacounty.gov/dpss/contracts/default.cfm and at the following County 
contracting website: http://doingbusiness.lacounty.gov/main_db.htm.  

3.4 Proposal Deadline 

Proposals are due and must be received in the DPSS office no later than 12:00 
p.m., (PST) Tuesday, January 22, 2013.  DURING THE RFP SUBMISSION 
PERIOD, PROPOSALS WILL BE ACCEPTED MONDAY THROUGH 
THURSDAY ONLY FROM 8:00 AM. To 5:00 PM. (PST).  Any proposals 
received after the scheduled closing time will not be accepted and shall be 
returned to the sender unopened.  Facsimile (Fax) or electronic mail (email) 
copies will not be accepted.  The Proposer(s), or designee(s), must timely mail 
or hand-deliver both the Business Proposal(s) and Cost Proposal(s) to: 
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Contract Management Division, Section II 
Department of Public Social Services 
12900 Crossroads Parkway South – East Annex, 2nd Floor 
City of Industry, CA 91746-3411 

It is the sole responsibility of the Proposer to see that its proposal is properly 
received by DPSS before the submission deadline.  The Proposer shall bear all 
risks associated with private delivery services or with delays in the U.S. Postal 
Service.  Submitted proposals that are not received timely nor have insufficient 
postage will not be considered and will be returned to the Proposer unopened. 

3.5 Opening of Proposals 

Proposals will not be opened prior to the due date for receipt of proposals, nor 
will the proposals be publicly opened.  However, Proposals, and all materials 
provided to County in response to this RFP are subject to RFP, Section 1.15, 
Notice to Proposers Regarding the Public Records Act. 

3.6 Proposal Withdrawals 

 All proposals shall be firm offers and may not be withdrawn for a period of one 
year following the last day of proposals submittal.  Until the proposal submission 
deadline, Proposer may make corrections and submit a revised proposal.  Upon 
expiration of the proposal submission deadline, County will not accept any 
changes to proposals. 

3.7 Solicitation Requirements Review 

Any person or entity may seek a Solicitation Requirements Review by 
submitting RFP, Appendix E - Transmittal Form to Request a Solicitation 
Requirements Review to the Department conducting the solicitation as 
described in this Section.  A request for a Solicitation Requirements Review may 
be denied, in the Department's sole discretion, if the request does not satisfy all 
of the following criteria: 

1. The request for a Solicitation Requirements Review is made within ten 
business days of the issuance of the solicitation document;  

 
2. The request for a Solicitation Requirements Review includes documentation, 

which demonstrates the underlying ability of the person or entity to submit a 
proposal. 

3. The request for a Solicitation Requirements Review itemizes in appropriate 
detail, each matter contested and factual reasons for the requested review; 
and 

4. The request for a Solicitation Requirements Review asserts either that: 

 a. application of the minimum requirements, evaluation criteria and/or 
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business requirements unfairly disadvantages the person or entity; or, 

b. due to unclear instructions, the process may result in the County not 
receiving the best possible responses from prospective Proposers. 

The Solicitation Requirements Review shall be completed and the Department’s 
determination shall be provided to the requesting person or entity, in writing, 
within a reasonable time prior to the proposal due date. 

All requests for the Solicitation Requirements Review shall be submitted only via 
U.S. mail or in person to: 

Pamela Blanton, Contract Administrator 
Department of Public Social Services  

Contract Management Division  
12900 Crossroads Parkway South 

East Annex, 2nd Floor 
City of Industry, CA 91746 

Facsimile (Fax) or electronic mail (email) copies will not be accepted. 

It is the sole responsibility of the Proposer to ensure that the, RFP, Appendix E, 
Transmittal Form to Request a Solicitation Requirements is timely received by 
DPSS.   

3.8 Proposers’ Questions  

Proposers may submit written questions regarding this RFP by mail fax or e-mail 
to the individual identified below.  All questions must be received by Wednesday, 
December 27, 2012, 5:00 p.m. (PST).  All questions, without identifying the 
submitting company, will be compiled with the appropriate answers and issued 
as an addendum to the RFP. 

When submitting questions please specify the RFP section number, paragraph 
number, and page number and quote the language that prompted the question.  
This will ensure that the question can be quickly found in the RFP.  County 
reserves the right to group similar questions when providing answers. 

Questions may address concerns that the application of minimum requirements, 
evaluation criteria and/or business requirements would unfairly disadvantage 
Proposers or, due to unclear instructions, may result in the County not receiving 
the best possible responses from Proposer. Questions should be addressed to: 

Pamela Blanton, Contract Administrator 
Department of Public Social Services  

Contract Management Division  
12900 Crossroads Parkway South 

East Annex, 2nd Floor 
City of Industry, CA 91746 

PamelaBlanton@dpss.lacounty.gov 
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Include with your questions, the following identifying statement on the outside of 
the envelope: 

 “Questions: RFP CMD# 12-06 for Case Record Storage and Retrieval 
Services” 

After the Mandatory Proposers’ Conference, no further questions (verbal or 
written) will be accepted and no verbal answers provided.  All written questions 
submitted by the deadline and all verbal questions received at the Proposers’ 
Conference will be responded to in writing and mailed to all firms/persons who 
requested this RFP.  To ensure Proposers receive this information as quickly as 
possible, we invite interested vendors to visit the RFP’s direct website for 
updates: http://dpss.lacounty.gov/dpss/contracts/default.cfm 

3.9 Mandatory Proposers Conference  

A Mandatory Proposers Conference will be held to discuss the RFP.  County 
staff will respond to questions from potential Proposers.  The conference is 
scheduled as follows: 
 
Proposers’ Conference will be held on: 

Date:    January 07, 2013 
Time: 1:30 a.m. 
Address:  DPSS Administrative Headquarters 

   12900 Crossroads Parkway, East Annex  
   Conference Room 153 
   City of Industry, CA 91746 

3.10 Proposals’ Submission  

1. All proposals must be typewritten using Arial print, font size 12 on 8 1/2" x 
11" white papers, doubled-sided, and submitted in a three ring binder.  No 
erasures permitted.  Mistakes shall be crossed out and corrections typed, 
dated and initialed.  

2. Proposers shall submit a separate Proposal (one original and four copies) 
per each service area Proposer intends to propose for.  

3. The original Business Proposal as described in RFP Section 3.12 below 
and the required four copies shall be enclosed in a sealed envelope or box, 
plainly marked in the upper left-hand corner with the name and address of 
the Proposer and bear the words: 

“BUSINESS PROPOSAL FOR CASE RECORD STORAGE AND 
RETRIEVAL SERVICES RFP CMD# 12-06" 

4. The original Cost Proposal as described in RFP Section 3.13, and the 
required four copies must be submitted in a separately sealed envelope or 
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box, plainly marked in the upper left-hand corner with the name and 
address of the Proposer and bear the words: 

“COST PROPOSAL FOR CASE RECORD STORAGE AND RETRIEVAL 
SERVICES RFP CMD# 12-06" 

It is the sole responsibility of the submitting Proposer to ensure that its 
proposal is received on or before the submission deadline.  Submitting 
Proposers shall bear all risks associated with delays in the U.S. Mail.   

3.11 Preparation of the Proposal 

Two separate proposals must be submitted - a Business Proposal and a Cost 
Proposal.  All Proposals must be bound and submitted in the prescribed format.  
Any Proposal that deviates from this format may be rejected without review at 
the County’s sole discretion. 

In preparing the written proposal, the Proposer should ensure that the proposal 
responds completely and thoroughly to all requirements set forth in this RFP. 

The objective of the proposal submission is for DPSS to ascertain the Proposer’s 
ability to meet or exceed the required service level.  In addition, specific 
information is requested from all Proposers to ensure that the proposals can be 
fairly compared and evaluated in a standard manner. 

Only information that is contained in the written proposal will be evaluated.  
Proposals must adhere to the specified page limits.  The County may, in its sole 
discretion, disregard any pages over the limits.  

The one original proposal must be labeled as “Original” on the cover page.  
Copies must be labeled on the cover page as “Copy 1 of 4,” “Copy 2 of 4,” etc., 
as appropriate. The Proposal is written in English and all numerical data 
furnished are in foot, pound, and second system of units of measurement.  
Additionally, a minimum of four separate CDs, containing files in Adobe Acrobat 
7.0 Professional format, shall be labeled and submitted for each Proposal as 
follows: 

• Business Proposal (may be submitted on as many CDs to accommodate a 
complete Business Proposal) 

• Cost Proposal 

• Financial Statement 

• Documents/pages identified as trade secrets, proprietary and/or 
confidential, if none, so state.  
 

Proposers shall observe the requirements set forth in this Section 3.0, Proposal 
Submission Requirements, in the preparation of their proposal and shall agree to 
provide the County with any additional information necessary for an accurate 
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determination of the prospective Contractor(s') qualifications to perform the 
required services. 

 
The response to this RFP must be made according to the specifications for 
content and sequence set forth in Section 3.12 and 3.13, herein.  Failure to 
adhere to these specifications may be cause for rejection of the proposal.  No 
correction or re-submission shall be accepted after the proposal deadline.  The 
County reserves the right to waive any informality in a submitted proposal.  
Everything constituting the Proposal and all documents submitted by the 
successful firm in connection with the Contract shall be written in the English 
language, and all numerical data furnished herein shall use the foot, pound, and 
second system of units of measurement. 
 

3.12 BUSINESS PROPOSAL FORMAT 
The content and sequence of the proposal must be as follows: 

 Proposer’s Organization Questionnaire/Affidavit and Required Support 
Documents for Corporations and Limited Liability Companies 

 Cover Page 

 Transmittal Letter 

 Table of Contents 

 Executive Summary (Section A) 

 Proposer’s Qualifications (Section B) 
Section B.1 Proposer’s Background and Experience 
Section B.2   Minimum Mandatory Requirements  
Section B.3   Proposer’s Performance History 
Section B.4  Proposer’s Financial Capability 
Section B.5 Proposer’s Pending Litigations and Judgments 
Section B.6  Willingness to Provide Other information 

 
 Proposer’s Methodology (Section C) 

 Section C.1  Approach to Statement of Work 
 Section C.2  Plan for Providing On-Going Service  
 Section C.3 Confidentiality 
 Section C.4 Work Stoppage 
 Section C.5 Contractor’s Transition Plan 

 
 Proposer’s Staffing Plan (Section D) 

Section D.1 Qualifications of Staff 
Section D.2 Organizational Structure in Providing Services  

 Proposer’s Quality Control Plan (Section E) 

 Proposer’s Green Initiative (Section F) 
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 Terms and Conditions in Sample Contract, and Requirements of the 
Statement of Work (SOW): Acceptance of / or Exceptions to (Section G) 

 Subcontractors or Partners (Section H) 

 Business Proposal Required Forms (Section I) 

 Last Page of Proposal (Section J) 

 3.12.1 Proposer’s Organization Questionnaire/Affidavit and Required 
Support Documentation 

The Proposer shall complete, sign and date the Proposer’s Organization 
Questionnaire/Affidavit - as set forth in Appendix D, RFP Required 
Forms, Form D-1.  The person signing the form must be authorized 
to sign on behalf of the Proposer and to bind the applicant in a 
Contract. 

Taking into account the structure of the Proposer’s organization, 
Proposer shall determine which of the below referenced supporting 
documents the County requires.  If the Proposer’s organization does not 
fit into one of these categories, upon receipt of the Proposal or at some 
later time, the County may, in its discretion, request additional 
documentation regarding the Proposer’s business organization and 
authority of individuals to sign Contracts. 

If the below referenced documents are not available at the time of 
Proposal submission, Proposers must request the appropriate 
documents from the California Secretary of State and provide a 
statement on the status of the request. 

Required Support Documents: 

Corporations or Limited Liability Company (LLC): 

The Proposer must submit the following documentation with the 
Proposal: 

1) A copy of a “Certificate of Good Standing” with the state of 
incorporation/organization. 

2) A copy of the “Business Entity Detail” which can be found on 
kepler.sos.ca.gov. The “Business Entity Detail” printout must be 
within 30 days of the proposal submission due date. 

3) A conformed copy of the most recent “Statement of Information” as 
filed with the California Secretary of State listing corporate officers 
or members and managers. 
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  Limited Partnership: 

 The Proposer must submit a conformed copy of the Certificate of 
Limited Partnership or Application for Registration of Foreign Limited  

Partnership as filed with the California Secretary of State, and any 
amendments.   

3.12.2  Cover Page  

The cover may be hard or soft and shall, at a minimum, identify the 
document as a proposal stating the exact name of the RFP, RFP 
Number, proposal submission date, and the Proposer’s name.  It must 
also identify the proposal as “Original,” or “Copy x of 4,” as appropriate. 

3.12.3 Transmittal Letter   
 

The transmittal letter must be a one (1) page letter on the Proposer’s 
stationery, transmitting the proposal.  The transmittal letter must include 
the firm name, address, telephone and facsimile numbers of the 
person(s) to be used for contact, and the name of the person(s) 
authorized to make representations for the firm and an e-mail address 
for said person(s).  The transmittal letter must bear the signature of 
the person authorized to sign on behalf of the Proposer and to bind 
the Proposer in a contract.  The letter shall indicate whether or not the 
Proposer intends to perform the Contract as a single Proposer.  The 
letter must contain a statement that the Proposer will bear sole and 
complete responsibility for all work as defined in Appendix B, Statement 
of Work. The transmittal letter should also state that the proposal will 
remain in effect for one year from the due date of proposal submission. 

3.12.4 Table of Contents 

A comprehensive list all materials included in the Proposal.  Include a 
clear definition of the material, identified by sequential page numbers 
and by section reference numbers. 

3.12.5 Executive Summary (Business Proposal, Section A) Limit Two 
pages  

The Executive Summary shall condense and highlight the contents of 
the Proposer’s Business Proposal to provide DPSS with a broad 
understanding of the Proposer’s approach, qualifications, experience, 
and staffing.  The Proposer should place special emphasis on how the 
proposed scope of work and approach will meet the primary objectives 
of this RFP.  Information contained in the Executive Summary must also 
be included in the body of the proposal. 
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 3.12.6  Proposer’s Qualifications (Business Proposal, Section B) 

Demonstrate that the Proposer’s organization has the experience and 
financial capability to perform the required services.  Proposer’s 
qualifications must show that the Proposer meets the mandatory 
Minimum Requirements outlined in the RFP.  The Proposer must 
provide a detailed summary of relevant background information to 
ensure that it has the capability to perform required services and 
sufficient experience as a corporation or other entity. The Proposer’s 
Qualifications must include the following sections: 

.1 Proposer’s Background and Experience (Business Proposal, 
Section B.1)- Limit to Ten (10) Pages 

 
Provide a summary of relevant background information to 
demonstrate that the Proposer meets the Minimum Mandatory 
Requirement(s) stated in Subsection 1.5 of this RFP and has the 
capability to perform the required services as a corporation or other 
entity 
 
1. State the number of years of experience the Proposer has  had in 

providing the required or substantially similar services.  Proposer 
must explain how reported experience is substantially similar to 
the service requested in this RFP.  (Business Proposal, Section 
B.1.1) 

2. Provide an explanation of required or substantially similar 
experience of principal individuals (e.g. executive management 
staff and contract managers), working under this Agreement, in 
the Proposer’s organization.  This experience must apply solely 
to the principal individuals and not for the firm making this 
proposal.  (Business Proposal, Section B.1.2). 

3. For this RFP, Proposer must ensure the following specifics are 
included (Business Proposal, Section B.1.5): 

a. State the type of entity, such as corporation, partnership, 
individual, non-profit organization, agency, or 
combination thereof, and provide a listing of all principals 
and/or owners.   

For Corporations, Limited Liability companies and 
Limited Partnerships, the following support 
documentation is required: 

• Corporations – Proposers must provide a copy of 
the corporation’s “Certificate of Good Standing” 
with the State of California or state of 
incorporation/organization and a conformed copy 
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of the most recent “Statement By Domestic (or 
Foreign) Stock Corporation” as filed with the 
California Secretary of State or state of 
corporation. 

• Proposers must also provide the “Business Entity 
Detail” printout which can be found on 
kepler.sos.ca.gov. The printout must be within 30 
days of the proposal submission due date. 

• Limited Liability companies – Proposer must 
provide a conformed copy of the most recent 
“Statement by Domestic (or Foreign) Stock 
Corporation” as filed with the California secretary 
of State or state of incorporation/organization. 

 
• Limited Partnership – Proposer must submit a 

conformed copy of the Certificate of Limited 
Partnership or Application for Registration of 
Foreign Limited Partnership as filed with the 
California Secretary of State, and any 
amendments.   

If the documents in either first or second bullet above 
indicate “No change in information”, the Proposer must 
submit the most recent Statement which includes a list of 
the corporate officers or members and managers. If 
these documents are not available at the time the 
proposal is submitted, Proposer must request the 
appropriate documents from the California Secretary of 
State and provide a statement on the status of the 
request. 

b. Provide proof of application for authority to conduct 
business in the State of California.   

c. Indicate the length of time in business under the current 
business name and prior business names.  If a 
corporation, provide date of incorporation.   

d. State the nature of licenses held by the Proposer (i.e., 
accreditation, licensor, joint venture, etc).   

e. Provide details regarding any controlling interest in any 
other organization, or being owned or controlled by any 
person or organization. 

f. Provide the names of persons and/or business entities 
with whom the Proposer has been associated in 
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business as partners or business associates in each of 
the last five (5) years (Section B.1). 

4. Contractor Alert Reporting Database 

I.  Proposer will be evaluated on their experience and 
capacity  as corporation or other entity to perform the 
required services based on information provided in 
Business Proposal, Section B.1 of the proposal.  

II. Proposer will be evaluated on the verification of 
references provided in the Business Proposal, Section 
B.3.  In addition to the references provided, a review will 
include the County’s Contract Database and Contractor 
Alert Reporting Database, if applicable, reflecting past 
performance history on County of other contracts.  This 
review may result in point deductions up to 100% of the 
total points awarded in this evaluation category.  
Additionally, a review of terminated contracts will be 
conducted which may result in point deductions.   

III. A review will be conducted to determine the significance 
of any litigation or judgments pending against the 
Proposer as provide in Business Proposal, Section B.5 of 
the proposal. 

.2 Minimum Mandatory Requirements (Business Proposal, Section 
B.2 – Limit to Ten (10) Pages.) 

1. Proposer shall provide the business office location within Los 
Angeles County that will have a responsible person to maintain 
all administrative records related to the Proposed Contract and 
financial reports that are required herein.  The location of the 
offices must meet the requirements outlined in RFP Section 1.0, 
Subsection 1.5, Minimum Mandatory Requirements.  (Business 
Proposal, Section B.2.1,) 

2. Provide the service office location in which the Proposer will 
provide services. The location of the offices must meet the 
requirements outlined in RFP Section 1.0, Subsection 1.5, 
Minimum Mandatory Requirement (Business Proposal, Section 
B.2.2). 

3. Demonstrate that the Contractor’s Contract Manager has met the 
minimum mandatory requirements outlined in Subsection 1.5 and 
has  a minimum of five years’ experience in the performance of 
case record storage and retrieval services or similar to the 
services required in this RFP. (Business Proposal, Section B.2.3,) 
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4. Demonstrate a proven record of hiring CalWORKs/GAIN 
participants or attest to a willing to consider CalWORKs/GAIN 
participants for any future employment opening if they meet the 
minimum qualifications for the opening.  RFP, Section 2.5. 
(Business Proposal, Section B.2.4,)  

5. Comply with the Proposal’s format and requirements set forth in 
the Business Proposal  Format and the Cost Proposal Format, 
(see RFP, Section 3.0, Subsections 3.12 and Subsection 3.13.) 
(Business Proposal, Section B.2.5,) 

6. Demonstrate that the Proposer does not have record of 
unsatisfactory performance, lack of integrity or poor business 
ethics, as required by California Operations Manual Section 23-
601.243., (Business Proposal, Section B.2.6) 

.3 Proposer’s Performance History (Business Proposal, Section 
B.3) 

The information provided to the County pursuant to RFP Subsections 
3.12.6.3.1 through 3.12.6.3.5 below may be used to contact past 
contracting agencies in order to assess Proposer’s performance 
history.  The Proposer must include the following: 

1. Prospective Contractor’s References 

Proposer must provide as a reference, a list of all contracts or 
business arrangements where the required or substantially 
similar scope of services were provided, within the last five years.  
It is the Proposer’s sole responsibility to ensure that the reference 
firm’s name and point of contact’s name, title, and phone number 
for each reference is accurate and current.   

The Proposer should list four references as described 
above.  If the Proposer has or has had any contract with DPSS 
within the last five years, the Proposer should list at least one of 
those contracts as a reference.  Should the County not be able to 
obtain information on this contract/business arrangement, the 
County may deduct points and/or deem it a failure to meet 
minimum mandatory requirements. Proposers must complete 
Appendix D, RFP Required Forms, Form D-2, Prospective 
Contractor’s References.  (Proposal Section B.3.1) 

2. Prospective Contractor’s List of Contracts with Los Angeles 
County 

 
Proposer must provide a brief description and a list of all 
contracts the Proposer has or has had within the last three years 
with Los Angeles County.  Amendments and extensions to 
contract are considered the same as the primary contract and 



PROPOSAL SUBMISSION REQUIREMENTS 
 

CASE RECORD STORAGE AND RETRIEVAL SERVICES (RFP) 2012                                                                                31 

should not be listed separately.  This list should include all 
agreements that qualify the Proposers to meet the minimum 
number of years of experience required under this RFP and may 
include duplicate references already reported under RFP Section 
3.12.6.3.1, Prospective Contractor’s References.  Failure to 
provide this information may result in point deductions and/or in a 
determination of non-responsiveness.  Proposer must complete 
the form, Prospective Contractor’s List of Contracts, Appendix D, 
RFP Required Forms, Form D-3.  (Business Proposal, Section 
B.3.2) 

 
3. Contracts Terminated 
 

Proposer must provide a brief description of contracts terminated 
within the last three years with a brief explanation of the reason 
for termination.  Proposer must complete the list of all contracts 
terminated using Appendix D, RFP Required Forms, Form D-4, 
Prospective Contractor List of Terminated Contracts Format.  If 
qualifying experience was gained in a terminated contract, please 
repeat the contract on this list.  Failure to provide this information 
may result in point deductions and/or a determination of non-
responsiveness.  (Business Proposal, Section B.3.3) 
 

4. Failure or Refusal to Complete a Contract 
 

Proposer must provide details of any failure or refusal to 
complete a contract.  Accordingly, Proposers are asked to 
provide back-up information, as deemed necessary. (Business 
Proposal, Section B.3.4) 

 
5. Other Information 
 

Disclose any other issue, finding or pending investigation, 
including any information of public record (e.g., governmental 
report, news report, contract monitoring report, program audit 
reports, etc.) that raises questions as to the Proposer’s ability to 
enter into a contract with the County or otherwise question the 
Proposer’s ability to perform satisfactorily under this proposed 
contract.  The County at its own judgment may deduct points for 
negative findings.  Proposer may include supporting 
documentation should it contest a report’s findings/statements.  
Failure to provide this information may result in point 
deductions and/or a determination of non-responsiveness.  
(Business Proposal, Section B.3.5) 

It is the Proposer’s sole responsibility to ensure that the firm’s name, 
and point of contact’s name, title and phone number for each 
reference is accurate. The same references may be listed on RFP 
Required Forms, Form D-2 and D-3. 
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 . County may disqualify a Proposer if: 
 

 references fail to substantiate Proposer’s description of the 
services provided; or 

 references fail to support that Proposer has a continuing pattern 
of providing capable, productive and skilled personnel, or 

 the Department is unable to reach the point of contact with 
reasonable effort.  It is the Proposer’s responsibility to inform the 
point of contact of normal working hours. 

.4 Proposer’s Financial Capability (Business Proposal, Section 
B.4) 

Proposer must provide adequate documentation on the financial 
status of the firm to ensure that the firm will continue in business 
through the period of the Contract and can finance the cost of 
adequate personnel and support requirements.  This includes, but is 
not limited to, the following: 

 
1. Copies of the company’s current and prior two fiscal years (for 

example 2011 and 2010) financial statements.  Statements 
should include the company’s assets, liabilities and net worth.  At 
a minimum and to the extent possible, include the Balance Sheet 
(Statement of Financial Positions), Income Statement (Statement 
of Operations), and the Retained Earnings Statement.  If audited 
financial statements are available, these should be submitted to 
meet these requirements, and they should include an explanation 
of the type of audit performed (e.g., unqualified, qualified, etc.)  
Audited Financial statements with “unqualified opinions” are 
preferred.  Do not submit Income Tax Returns to meet these 
requirements.  Financial statements will be kept confidential if so 
stamped on each page.  Failure to meet this requirement will, at 
minimum, result in minimal evaluation points, and may, at County 
discretion, result in determination of non-responsiveness. 
(Business Proposal, Section B.4.1) 

 
2. List any potential commitments that may impact assets, lines of 

credit, guarantor letters, etc., and that may affect the Proposer’s 
ability to perform the contract.  (Business Proposal Section, 
B.4.2) 

 
The Proposer must complete and include the following Required 
Forms: 
 
a. Prospective Contractor References, Form D-2 
 Proposer must provide five references where the same or similar 

scope of services was provided.   
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b.  Prospective Contractor List of Contracts, Form D-3 
 The listing must include all Public Entities contracts for the last 

three years.  Use additional sheets if necessary.      
 
c. Prospective Contractor List of Terminated Contracts, Form D-4  
 Listing must include contracts terminated within the past three 

years with a reason for termination. 
 

  .5 Proposer’s Pending Litigation and Judgments (Business 
Proposal, Section B.5) 

   Identify by name, case and court jurisdiction any pending litigation in 
which Proposer is involved, or judgments against Proposer in the 
past five years.  Provide a statement describing the size and scope 
of any pending or threatening litigation against the Proposer or 
principals of the Proposer. 

 
.6 Willingness to Provide Other Information (Business Proposal, 

Section B.6) 

Proposer must provide a statement as to its willingness to provide 
the County with any other information the County determines is 
necessary for an accurate determination of the prospective 
Proposer’s qualifications to perform service. 

 3.12.7 Proposers Methodology  (Business Proposal, Section C) 
 
Present a description of the methodology the Proposer will use to meet 
Contract work requirements.  Describe in detail how the services will be 
performed to meet the intent of the SOW.  The methodology should 
include, but not be limited to the following Subsections.  
 
.1  Approach to the Statement of Work (Business Proposal, Section 

C.1) – Limit to Ten (10) Pages 

Start-up Plan (Section C.1) 

Include a detailed start-up plan for provisions of Case Record 
Storage and Retrieval Services in accordance withal specification 
outlined in this RFP, Appendix B, Statement of Work, Section 4.0 
Specific Tasks & Deliverables, including training, acquisition or use 
of a facility/facilities, equipment, etc., as described below: 

• Describe a plan at no cost to the County to transfer and 
inventory approximately 10 million case records and a minimum 
of 600,000 boxes of other records/documents for the current 
contractor, input of inventory data onto the Inventory System 
and placement of all case records and boxes in storage by 
contract effective date. 
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•  Provide a plan for an Inventory System with alpha-numeric case 
record numbering capability and safeguards to ensure against 
loss, and provided for timely and efficient storage and retrieval 
of case records, boxes of IHSS timesheets, boxes of GR/NAFS 
OR GR/NACF or GR/NACF case records and documents, 
boxes of Court/Audit case records and Special Investigation 
records.  

•  List equipment to be acquired (purchased or lease) and the cost 
to of all equipment to be used for the performance of this 
contract.   

•  List equipment currently owned by the Proposer which will be 
used in the performance of the Contract.  

•  Identify the facility/facilities proposed for use in delivering the 
required services, including the location (address/addresses, 
square footage, and amenities).  Specify whether the facility is 
owned, or leased, if leased indicated the term of the lease.  
Identify the type of building and date of any building inspections 
which are necessary to comply with legal and regulatory laws 
governing storage facilities.   

.2 Plan for Providing On-Going Services (Business Proposal, 
Section C.2) Limit to Three (3) Pages 

 Cleary describe the Proposer’s understanding of the scope of 
services required by the County and demonstration of the Proposer’s 
capacity to meet the County requirement.  On-going services plan 
should incorporate items provided in the start-up plan, as 
appropriate; and should include plans for reconciling duplicate 
records.   

.3  Confidentiality ( Business Proposal, Section C.3) Limit to One  
Pages 

The Proposer shall describe its plan for maintaining the 
confidentiality of welfare case record information that will be revealed 
during the course of providing the required services.  (See Appendix 
A, Sample Contract, Subsection 8.15, Confidentiality.) 

.4 Work Stoppage (Business Proposal, Section C.4) Limit to One  
Pages 

The Proposer shall describe its plan for providing qualified trained 
personnel in the event the Contractor incurs a work stoppage, 
stoppage, or labor action (sickout, slowdown, etc.) as specified in 
Appendix B, Statement of Work, Subsection 1.3, Quality Control. 
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.5 Contractor’s Transition Plans (Business Proposal, Section C.5) 
  

The Proposer must provide two comprehensive transition plans as 
follows: 

1. The first plan must explain the Proposer’s specific 
 implementation plans, including but not limited to, plans 
for assumption of services from the predecessor, to 
ensure high quality services effective from the first day of 
operation.  The implementation plan shall include, but not 
be limited to, staff recruitment, any acquisitions deemed 
appropriate by the Proposer and any non-County 
provided training.  

 
2.  The second plan must explain how services will be 

transitioned at no cost to the County to another 
Contractor when the Contract ends.  This plan must 
include a statement of cooperation should a transition to a 
new provider be necessary. 

 
3.12.8 Proposers Staffing Plan (Business Proposal, Section D) 
 

The Proposer must provide a detailed staffing plan that will ensure full 
compliance with the Contract’s requirements and the Proposer’s stated 
methodology of providing employment services.  The plan must be 
supported by and consistent with the Proposer’s Budgeted Costs.  
 
In submitting a proposal, Proposers are asked to specifically address 
the manner in which they will ensure staffing needs are met for delivery 
of case record storage and retrieval as described in the Appendix B, 
Statement of Work. 
 
.1 Qualifications of Staff (Business Proposal, Section D.1) Limit to 

Five Pages 
 

1. The Proposer must identify and provide a resume for the 
Contractor’s Contract Manager who will be responsible for 
addressing staffing required service changes and monitoring this 
Contract.  The Contractor’s Contract Manager will act as a liaison 
with DPSS and will be responsible for the overall management 
and coordination of this Contract.  The Contract Manager’s 
resume and all resumes noted below will include, at minimum, 
the following: 

 
a. The current position and years with the firm. 

b. The academic background, covering all education at the high 
school level and above, includes the names of the 
institution(s) and dates of attendance.  
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c. The experience background, including the number of years’ 
experience, position/titles, and functions, while gaining 
experience in the provision of the services to be delivered 
under the Contract. 

d. Three relevant business references, including the contact 
person’s name and current telephone and facsimile numbers.  

The Contractor’s Contract Manager must meet the minimum 
mandatory requirements outlined in RFP, Subsection, 1.5 
Minimum Mandatory Requirements.  If the Contractor’s Contract 
Manager is not hired by the Contract award date the Proposer 
must include with its proposal the complete job specifications for 
this position, including but not limited to the required number of 
years’ experience in the area of case records storage services, 
the minimum educational background, if any, and minimum 
management experience, if any.  (Business Proposal, Section 
D.1.1)  

2. Availability of Qualified Back-up Staff 

Similarly, the Proposer is to provide a resume for the required 
Back-Up Contract Manager who will assume the Contractor’s 
Contract Manager’s responsibilities in his/her absence.  Include 
resumes with, at minimum, the criteria listed in this RFP Section 
3.12.8.1.1 (a through d), above.  If not yet hired, the Proposer 
must include with its proposal the complete job specifications for 
this position, including, but not limited to, the required number of 
years of experience in the area of case record storage and 
retrieval services, the minimum educational background, if any 
and minimum management experience, if any.  (Business 
Proposal, Section D.1.2) 

3. Proposer’s Management Staff Qualifications 

The Proposer must include a list of main management personnel 
who will be assigned in a management capacity on any part of 
this project, how each will be utilized in the management of the 
required services.  Include resumes with, at minimum, the criteria 
listed in RFP, Section 3.12.8.1.1. (a through d), above.  (Business 
Proposal, Section D.1.3) 

4. Proposer’s Non-Management Qualifications 
The Proposer must include a complete list of all staff (by job 
classification/functional title, not by name); explain how the staff 
will be utilized to provide employment services.  

 
Provide detailed job specifications for all positions.  These 
positions include clerical support, other required positions 
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(Appendix A, Sample Contract, Subsection 7.3), and any other 
administrative support personnel.  (Business Proposal, Section 
D.1.4)   

.2 Organizational Structure in Providing Services (Business 
Proposal, Section D.2) – Limit to Two Pages 

 
The Proposer must explain the organizational structure proposed in 
the Proposer’s plan.  This structure should include a narrative 
explaining how it arrived at the structure  

3.12.9 Proposer’s Quality Control Plan (Business Proposal, Section E) - 
Limit to Five Pages 
 
Present a comprehensive Quality Control Plan to be utilized by the 
Proposer as a self-monitoring tool to ensure the required services are 
provided as specified in Appendix B, Statement of Work and Appendix 
C, SOW Technical Exhibit C-1, Performance Requirements Summary 
Chart.   
 
The following factors may be included in the plan: 
 
 Activities to be monitored to ensure compliance with all Contract 

requirements; 
 

 Monitoring methods to be used; 
 
 Frequency of monitoring; 

 
 Samples of forms to be used in monitoring; 

 
 Title/level and qualifications of personnel performing monitoring 

functions; 
 
 Documentation methods of all monitoring results, including any 

corrective action taken; and 
 

 Plan to file all monitoring results, including any corrective action 
taken. 

 
3.12.10  Proposer’s Green Initiatives (Section F) 

 
Present a description of proposed plan for complying with the green 
requirements as described in Section 5.0 of the SOW. Describe your 
company’s current environmental policies and practices and those 
proposed to be implemented. 
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3.12.11 Acceptance of / or Exceptions to Terms and Conditions in Sample 
Contract, and Requirements of the Statement of Work (SOW)  
(Section G) 

 
A. It is the duty of every Proposer to thoroughly review the Appendix 

A, Sample Contract and Appendix B, Statement of Work and 
Appendix C, SOW Technical Exhibits to ensure compliance with all 
terms, conditions and requirements.  It is the County’s expectation 
that in submitting a proposal the Proposers will accept, as stated, 
the County’s terms and conditions in the Sample Contract and the 
County’s requirements in the Statement of Work.  However, the 
Proposers are provided the opportunity to take exceptions to the 
County’s terms, conditions, and requirements.   

 
B. Section G of Proposer’s response must include: 
 
 1. A statement offering the Proposer’s acceptance of or 

exceptions to all terms and conditions listed in Appendix A, 
Sample Contract. 

 
 2. A statement offering the Proposer’s acceptance of or 

exceptions to all requirements listed in Appendix B, Statement 
of Work; and Appendix C, SOW Technical Exhibits. 

 
3. For each exception, the Proposer shall provide: 
 

 An explanation of the reason(s) for the exception; 
 
 The proposed alternative language; and 

 
 A description of the impact, if any, to the Proposer’s price. 

 
C. Indicate all exceptions to the Appendix A, Sample Contract, 

Appendix B, Statement of Work and/or the Appendix C, SOW 
Technical Exhibits by providing a ‘red-lined’ version of the 
language in question.  The County relies on this procedure and any 
Proposer who fails to make timely exceptions as required herein, 
may be barred, at the County’s sole discretion, from later making 
such exceptions. 

 
The County reserves the right to determine if Proposers’ exceptions are 
material enough to deem the proposal non-responsive and not subject 
to further evaluation. 
 
The County reserves the right to make changes to the Sample Contract 
and its attachments and technical exhibits at its sole discretion. 
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3.12.12 Subcontractor or Partners (Business Proposal, Section H) Limit to 
Five (5) Pages  

 
If this is not a single Proposer proposal, the transmittal letter shall clearly 
indicate the other company(ies)/agency(ies) involved and the nature of 
its role.  All applicable information for each Proposed Subcontractor or 
partner, as outlined in RFP Subsection 3.12.6.1, (Proposer’s 
Background and Experience) and 3.12.6.3 (Proposer’s Performance 
History), herein, must be submitted in Business Proposal, Section H.  
The Subcontractor’s or partner’s ratings in this area may affect the 
primary Proposer’s score in Proposer Qualifications. 

 
A statement from all Subcontractors or Partners indicating their 
willingness to work with the Proposer and the intent to sign a formal 
agreement between/among themselves must be submitted over the 
signature of the person authorized to bind the Subcontractor or Partner.  
All Subcontracting and Partnering Agreements must be submitted for 
County review and the official record after award of the Contract, if any.  
The role that the Subcontractor and Partner will play in Case Record 
Storage and Retrieval Services must be outlined in this Section.
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 3.12.13 Business Proposal Required Forms (Business Proposal, Section I) 
  

Proposal shall include all completed, signed, and dated forms identified 
in Appendix D - RFP Required Forms:  
 
D-1 Proposer’s Organization Questionnaire/Affidavit 
 
D-2 Prospective Contractor Reference 
 
D-3 Prospective Contractor List of Contracts 
 
D-4 Prospective Contractor List of Terminated Contracts 
 
D-5 Certification   of No Conflict of Interest           
 
D-6 Familiarity with the County Lobbyist Ordinance Certification 
 
D-7 Request for Local SBE Preference Program Consideration and 

CBE Firm/Organization Information 
   
D-8 Proposer’s EEO Certification 
 
D-9 Attestation of Willingness to Consider GAIN/GROW Participants 
 
D-10 County of Los Angeles Contractor Employee Jury Service 

Program – Certification Form and Application for Exception 
 
D-11 Pricing Sheet  

D-12 Certification of Independent Price Determination and 
Acknowledgement of RFP Restrictions 

D-13 County’s Administration 

D-14 Contractor’s Administration 

D-15 Charitable Contribution Certification 

D-16 Transitional Job Opportunities Preference Application 

D-17 Certificate of Compliance with the County’s Defaulted Property 
Tax Reduction Program 

D-18 Contractor Acknowledgment and Confidentiality Agreement 
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3.12.14 Last Page of Proposal (Business Proposal, Section J) 
 

The last page of the proposal must list names of all joint ventures, 
Subcontractors, Partners or others having any right or interest in the 
contract or the proceeds thereof.  The page must include the signature 
of the person authorized to bind the applicant in a contract, as shown 
below: 

Respectfully submitted, 

(Firm or Corporate Name) 
By:              _____________________  
Name:         _____________________   
Signature:   _____________________                   
Date:           _____________________  
Address:     _____________________                 
City:            _____________________                 
Telephone:_____________________      
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3.13 COST PROPOSAL FORMAT 

IMPORTANT:  Proposals must be submitted in the format described below, both 
as to sequence and content.  Failure to comply with these provisions may, at the 
sole discretion of the Director of DPSS, result in disqualification of the proposal. 
 
Cost Proposals are to be separated from the Business Proposal and sealed in 
an envelope, box, or other secured method.  Sealed Cost Proposals may be 
included in the same box as the Business Proposals. 
 
The Cost Proposal must contain cost detail and demonstrate that the proposed 
cost is realistically based on reasonable costs specific to the Contract.  
Therefore, the Proposer should strive to meet these objectives.  Although the 
County has as its primary objective to obtain services to provide effective case 
storage and retrieval services, it is also an objective to engage in cost-effective 
endeavors to achieve potential savings.   
 
Bid prices must be firm and fixed for the term of the Contract.  Proposers shall 
use the format found in Appendix D, RFP Required Forms, Form D-11, Pricing 
Sheet,  
 
The content and sequence of the proposal must be as follows: 
 
 Cover Page identifying, at a minimum, the RFP and the Proposer’s name. 
 Pricing Sheet– D-11 
 Certification of Independent Price Determination & Acknowledgement of RFP 

Restrictions – D-12 
 
3.13.1 Cover Page  
 

The cover may be hard or soft and shall, at a minimum, identify the 
document as a proposal stating the exact name of the RFP, RFP 
Number, proposal submission date, and the Proposer’s name.  It must 
also be labeled as “Original” on the cover page.  Copies must be labeled 
on the cover page as “Copy 1 of 4,” “Copy 2 of 4,” etc., as appropriate. 

 
3.13.2 Pricing Sheet (Cost Proposal, Section 1) 

 
The required Pricing Sheet can be found in Appendix D, RFP Required 
Forms, Form D-11.   

 
3.13.3 Certification of Independent Price Determination (Cost Proposal 

Section 4) 

The Certification of Independent Price Determination sheet can be found 
  in Appendix D, RFP Required Form, Form D-12.  The Certification of 
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Independent Price Determination sheet must be completed and 
submitted in this section of the Cost Proposal. 

3.14 Proposal Submission 
The original Business Proposal and four copies shall be enclosed in a sealed 
envelope or box, plainly marked in the upper left-hand corner with the name and 
address of the Proposer and bear the words: 
 

"BUSINESS PROPOSAL FOR  
CASE RECORD STORAGE AND RETRIEVAL SERVICES"  

RFP CMD# 12-06 
 

The original Cost Proposal and four copies must be submitted in a separate sealed 
package, plainly marked in the upper left-hand corner with the name and address 
of the Proposer and bear the words: 
 

"COST PROPOSAL FOR  
CASE RECORD STORAGE AND RETRIEVAL SERVICES" 

RFP CMD# 12-06 
 

The Proposal(s) shall be delivered or mailed to: 
 

Pamela Blanton, County Contract Administrator 
Department of Public Social Services  

Contract Management Division  
12900 Crossroads Parkway South 

East Annex, 2nd Floor 
City of Industry, CA 91746 

 
It is the sole responsibility of the submitting Proposer to ensure that its 
Proposal is received before the submission deadline. Submitting 
Proposers shall bear all risks associated with delays in delivery by any 
person or entity, including the U.S. Mail.  Any Proposals received after the 
scheduled closing date and time for receipt of Proposals, as listed in Sub-
paragraph 3.3, RFP Timetable, will not be accepted and returned to the 
sender unopened.  Timely hand-delivered Proposals are acceptable.  No 
facsimile (fax) or electronic mail (e-mail) copies will be accepted. 
 
All proposals shall be firm offers and may not be withdrawn for a period of 365 
days following the last day to submit proposals. 
 
Until the proposal submission deadline, errors in proposals may be corrected by 
a request in writing to withdraw the proposal and by submission of another set of 
proposals with the mistakes corrected.  Corrections will not be accepted once 
the deadline for submission of proposals has passed. 
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4.0 SELECTION PROCESS AND EVALUATION CRITERIA 

 
4.1 Selection Process 

The County reserves the sole right to judge the contents of the proposals 
submitted pursuant to this RFP and to review, evaluate and select the successful 
proposal(s).  The selection process will begin with receipt of the proposal on 
Tuesday, January 22, 2013 at 12:00 PM, Pacific Standard Time. 

 
Evaluation of the proposals will be made by an Evaluation Committee selected 
by the Department.  The Committee will evaluate the proposals and will use the 
evaluation approach described herein to select a prospective Contractor. 

 
All proposals will be evaluated based on the criteria listed below.  All proposals 
will be scored and ranked in numerical sequence from high to low.  The County 
may also, at its option, invite Proposers being evaluated to attend site visit, if 
appropriate.  The Evaluation Committee may utilize the services of appropriate 
experts to assist in this evaluation.   

 
After a prospective Contractor has been selected, the County and the 
prospective Contractor(s) will negotiate a Contract for submission to the Board of 
Supervisors for its consideration and possible approval.  If a satisfactory Contract 
cannot be negotiated, the County may, at its sole discretion, begin contract 
negotiations with the next qualified Proposer who submitted a proposal, as 
determined by the County.  

 
The recommendation to award a Contract will not bind the Board of Supervisors 
to award a Contract to the prospective Contractor. 

 
The County retains the right to select a Proposal other than the Proposal 
receiving the highest number of points if the County determines, in its sole 
discretion, another Proposal is the overall most qualified, cost-effective, 
responsive, responsible, and/or in the best interests of the County. 

4.2 Adherence to Minimum Requirements (Pass/Fail) 

County shall review the Proposer’s Organization Questionnaire/Affidavit – 
Appendix D, RFP Required Forms, Form D1, and determine if the Proposer 
meets the minimum mandatory requirements as outlined in this RFP, Section 1, 
General Information, Subsection 1.5.  Failure of the Proposer to comply with the 
minimum requirements may eliminate its proposal from any further consideration.  
The County may elect to waive any informality in a proposal if the sum and 
substance of the proposal is present. 

 
4.3 Adherence to Format 

A proposal must adhere to the specific format outlined in Section 3.0, Proposal 
Submission Requirements, above.  Each section must be specifically labeled and 
in the same order, as specified in Proposal Submission Requirements, 
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Subsection 3.12 (Business Proposal Format) and 3.13 (Cost Proposal Format).  
Failure of the Contractor to adhere to this format may eliminate the proposal from 
any further consideration, as determined in County's sole judgment.  The County 
may elect to waive an immaterial variance in a submitted proposal, if the sum 
and substance of the proposal is present, as determined in County's sole 
judgment. 

4.4 Disqualification Review 
A proposal may be disqualified from consideration because a Department 
determined it was non-responsive at any time during the review/evaluation 
process.  If a Department determines that a proposal is disqualified due to non-
responsiveness, the Department shall notify the Proposer in writing. 

 
Upon receipt of the written determination of non-responsiveness, the Proposer 
may submit a written request for a Disqualification Review within the timeframe 
specified in the written determination.   

 
A request for a Disqualification Review may, in the Department's sole discretion, 
be denied if the request does not satisfy all of the following criteria:  

 
1. The person or entity requesting a Disqualification Review is a Proposer; 

 
2. The request for a Disqualification Review is submitted timely (i.e., by the 

date and time specified in the written determination); and 
 

3. The request for a Disqualification Review asserts that the Department's 
determination of disqualification due to non-responsiveness was erroneous 
(e.g. factual errors, etc.) and provides factual support on each ground 
asserted as well as copies of all documents and other material that support 
the assertions. 

 
The Disqualification Review shall be completed and the determination shall be 
provided to the requesting Proposer, in writing, prior to the conclusion of the 
evaluation process. 

 
4.5 Business Proposal Evaluation and Criteria (70% Maximum) 

Any reviews conducted during the evaluation of the proposal may result in a point 
reduction.  All Business Proposals that successfully passed the tests described in 
RFP Subsections 4.2 above will be evaluated based on the criteria listed below.  
All proposals will receive a composite score and be ranked in numerical 
sequence from high to low.  The Evaluation Panel(s) may utilize the services of 
appropriate experts to assist in this evaluation.  The Evaluation Panel(s) may 
also, at its option, request additional clarifications from Proposers and/or invite 
Proposers being evaluated to make a verbal presentation to the Evaluation Panel 
and/or conduct on-site visits to Proposer’s existing operations, if appropriate. 

 
 
 



SELECTION PROCESS AND EVALUATION CRITERIA 
 

CASE RECORD STORAGE AND RETRIEVAL SERVICES (RFP) 2012                                              Page 46 

4.5.1 Proposer’s Qualifications (25%) 

1.  Background and Experience  

Proposer will be evaluated on their experience and capacity as a 
corporation or other entity to perform the required services based 
on information provided in Business Proposal, Section B.1 of the 
proposal. 

2.  Proposer’s Reference  

Proposer will be evaluated on the verification of references 
provided in Business Proposal, Section B.3.  In addition to the 
references provided, a review will include the County’s Contract 
Database and Contractor Alert Reporting Database, if applicable, 
reflecting past performance history on County or other contracts. 
This review may result in point deductions up to 100% of the total 
points awarded in this evaluation category. Additionally, a review of 
terminated contracts will be conducted which may result in point 
deductions. 

3. Litigation 

A review will be conducted to determine the significance of any 
litigation or judgments pending against the Proposer as provided in 
Business Proposal, Section B.5 of the proposal.  

 4.5.2 Proposer’s Methodology (30%) 
 

The Proposer will be evaluated on its description of the methodology to 
be used to meet the County’s requirements based on information 
provided in Business Proposal, Section C of the proposal. 

 
 4.5.3 Quality Control Plan (10%) 
 

The Proposer will be evaluated on its ability to establish and maintain a 
complete Quality Control Plan to ensure the requirements of this 
Contract are provided as specified.  Evaluation of the Quality Control 
Plan shall cover the proposed monitoring system of all services listed on 
the Performance Requirements Summary (PRS) based on the 
information provided in Section E of the proposal. 

 
  4.5.4 Exceptions to Terms and Conditions of Sample Contract and/or 

Requirements of the Statement of Work 
 

Proposer will be evaluated on their willingness to accept the Terms and 
Conditions outlined in the Sample Contract, Appendix A, and the 
Requirements of the Statement of Work outlined in the Statement of 
Work, Appendix B as stated in Business Proposal, Section G of the 
proposal.  The County may deduct rating points or disqualify the 
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proposal in its entirety if the exceptions are material enough to deem the 
proposal non-responsive. 

 
Proposers are further notified that the County may, in its sole 
determination, disqualify any Proposer with whom the County cannot 
satisfactorily negotiate a Contract. 

 
4.5.5 Staffing Plan (5%) 

 
Evaluation of the Proposer’s staffing plan based on information provided 
by the Proposer in Business Proposal, Section D.   

 
4.6 Cost Proposal Evaluation Criteria (30% Maximum points) 

The maximum number of possible points will be awarded to the lowest cost 
proposal.  All other proposals will be compared to the lowest cost and points 
awarded accordingly. 
 
However, should one or more of the Proposers request and be granted the Local 
SBE Preference and/or Transitional Job Opportunities Preference, the cost 
component points will be determined as follows: 
 
Local SBE Preference:  Eight percent (8%) of the lowest cost proposed will be 
calculated, which shall not exceed $50,000, and that amount will be deducted 
from the Cost submitted by all Local SBE Proposers who requested and were 
granted the Local SBE Preference. 
 
Transitional Job Opportunities Preference:  Eight percent (8%) of the lowest 
cost proposed will be calculated and that amount will be deducted from the Cost 
submitted by all Proposers who requested and were granted the Transitional Job 
Opportunities Preference. 

 
4.7 Department's Proposed Contractor Selection Review 

4.7.1 Departmental Debriefing Process 
 

Upon completion of the evaluation, the Department shall notify the 
remaining Proposers in writing that the Department is entering 
negotiations with another Proposer.  Upon receipt of the letter, any non-
selected Proposer may submit a written request for a Debriefing within 
the timeframe specified in the letter.  A request for a Debriefing may, in 
the Department's sole discretion, be denied if the request is not received 
within the specified timeframe. 

 
The purpose of the Debriefing is to compare the requesting Proposer’s 
response to the solicitation document with the evaluation document.  
The requesting Proposer shall be debriefed only on its response.  
Because contract negotiations are not yet complete, responses from 
other Proposers shall not be discussed, although the Department may 
inform the requesting Proposer of its relative ranking. 
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During or following the Debriefing, the Department will instruct the 
requesting Proposer of the manner and timeframe in which the 
requesting Proposer must notify the Department of its intent to request a 
Proposed Contractor Selection Review (see Section 4.7.2 below), if the 
requesting Proposer is not satisfied with the results of the Debriefing. 
 

4.7.2 Proposed Contractor Selection Review 
 

Any Proposer that has timely submitted a notice of its intent to request a 
Proposed Contractor Selection Review as described in this Section may 
submit a written request for a Proposed Contractor Selection Review, in 
the manner and timeframe as shall be specified by the Department. 

 
A request for a Proposed Contractor Selection Review may, in the 
Department's sole discretion, be denied if the request does not satisfy all 
of the following criteria:   

 
1. The person or entity requesting a Proposed Contractor Selection 

Review is a Proposer; 
 
2. The request for a Proposed Contractor Selection Review is 

submitted timely (i.e., by the date and time specified by the 
Department); 

 
3.  The person or entity requesting a Proposed Contractor Selection 

Review asserts in appropriate detail with factual reasons one or 
more of the following grounds for review:   

 
a. The Department materially failed to follow procedures specified 

in its solicitation document.  This includes: 
 

i. Failure to correctly apply the standards for reviewing the 
proposal format requirements. 

ii. Failure to correctly apply the standards, and/or follow the 
prescribed methods, for evaluating the proposals as 
specified in the solicitation document. 

iii. Use of evaluation criteria that were different from the 
evaluation criteria disclosed in the solicitation document. 

 
b. The Department made identifiable mathematical or other errors 

in evaluating proposals, resulting in the Proposer receiving an 
incorrect score and not being selected as the recommended 
contractor. 

c. A member of the Evaluation Committee demonstrated bias in 
the conduct of the evaluation. 
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d. Another basis for review as provided by state or federal law; and 
 

4. The request for a Proposed Contractor Selection Review sets forth 
sufficient detail to demonstrate that, but for the Department's 
alleged failure, the Proposer would have been the lowest cost, 
responsive and responsible bid or the highest-scored proposal, as 
the case may be. 

 
Upon completing the Proposed Contractor Selection Review, the 
Department representative shall issue a written decision to the 
Proposer within a reasonable time following receipt of the request for a 
Proposed Contractor Selection Review, and always before the date the 
contract award recommendation is to be heard by the Board.  The 
written decision shall additionally instruct the Proposer of the manner 
and timeframe for requesting a review by a County Review Panel (see 
Section 4.8 below). 

 
4.8 County Review Panel Process 

Any Proposer that is not satisfied with the results of the Proposed Contractor 
Selection Review may submit a written request for review by a County Review 
Panel in the manner and timeframe specified by the Department in the 
Department's written decision regarding the Proposed Contractor Selection 
Review. 
 
A request for review by a County Review Panel may, in the County's sole 
discretion, be denied if the request does not satisfy all of the following criteria: 
 
1. The person or entity requesting review by a County Review Panel is a 

Proposer; 
 
2. The request for a review by a County Review Panel is submitted timely 

(i.e., by the date and time specified by the Department); and 
 

3. The person or entity requesting review by a County Review Panel has 
limited the request to items raised in the Proposed Contractor Selection 
Review and new items that (a) arise from the Department's written 
decision and (b) are one of the appropriate grounds for requesting a 
Proposed Contractor Selection Review as listed in Section 4.7.2 above.   

 
Upon completion of the County Review Panel's review, the Panel will forward 
its report to the Department, which will provide a copy to the Proposer.
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APPENDIX A 
 

SAMPLE CONTRACT 
 

 

 
 

 
CONTRACT 

 
 

BY AND BETWEEN 
 
 

COUNTY OF LOS ANGELES 
 

AND 
 

(CONTRACTOR) 
 

FOR 
 

CASE RECORD STORAGE AND RETRIEVAL SERVICES 
 

CONTRACT NUMBER  
 

Prepared By 
Department of Public Social Services 

Contract Management Division 
12900 Crossroads Parkway South 

City of Industry, CA 91746-3411 
 

July 2013 
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Sample Contract 

 
CONTRACT BETWEEN 

COUNTY OF LOS ANGELES 
AND 

CONTRACTOR 
FOR 

CASE RECORD STORAGE AND RETRIEVAL SERVICES 
              
This Contract and Attachments are made and entered into this ___ day of 

____________, 2013 by and between the County of Los Angeles, hereinafter 

referred to as County and ________________, hereinafter referred to as 

Contractor.  ________________ is located at ____________________. 

 

RECITALS 
 

WHEREAS, the County may contract with private businesses for Case Record 

Storage and Retrieval Services when certain requirements are met; and 

WHEREAS, CONTRACTOR is qualified by reason of experience, preparation, 
equipment, organization, staffing, and facilities to provide the services 
contemplated by this Contract on behalf of COUNTY; and 
 
WHEREAS, COUNTY lacks the experience and resources necessary to provide 
case record storage and retrieval services; and 
 
WHEREAS, COUNTY is authorized by Government Code Section 26227 and 
31000 to contract for such services, including those contemplated herein; and 
 
WHEREAS, CONTRACTOR has submitted a proposal to COUNTY for provision 
of Case Record Storage and Retrieval Services and CONTRACTOR has been 
selected for recommendation for award of this Contract. 
 

NOW THEREFORE, in consideration of the mutual covenants contained herein, 
and for good and valuable consideration, the parties agree to the following: 
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1.0 APPLICABLE DOCUMENTS 

Attachments A, B, C, D, E, F, G, H, I, J, K, L, M, N, O, P, Q, R, S, T, U, V, 
W, and X are attached to and form a part of this Contract.  In the event of 
any conflict or inconsistency in the definition or interpretation of any word, 
responsibility, schedule, or the contents or description of any task, 
deliverable, goods, service, or other work, or otherwise between the base 
Contract and the Attachments, or between Attachments, such conflict or 
inconsistency shall be resolved by giving precedence first to the Contract 
and then to the Attachments according to the following priority. 

NOTE:  Attachments are not attached to sample contract since they 
are elsewhere in the RFP as indicated in the table of 
contents. 

Standard Attachments: 

1.1 ATTACHMENT A - Statement of Work 

1.2 ATTACHMENT B - SOW Technical Exhibits  

1.3 ATTACHMENT C - Pricing Sheet  

1.4 ATTACHMENT D - Jury Service Ordinance  

1.5 ATTACHMENT E - Listing of Contractors Debarred in Los Angeles 
County 

1.6 ATTACHMENT F - IRS Notice 1015 

1.7 ATTACHMENT G - Safely Surrendered Baby Law 

1.8 ATTACHMENT H - Determination of Contractor Non-Responsibility 
and Contractor Debarment 

1.9 ATTACHMENT I - Background and Resources: California Charities 
Regulation 

1.10 ATTACHMENT J  Defaulted Property Tax Reduction Program 

 1.11 ATTACHMENT K - Contractor’s Obligations as a “Business 
Associate” Under the Health Insurance 
Portability AND Accountability Act of 1996 
(HIPAA) and the Health Information Technology 
for Economic and Clinical Health Act (HITECH) 

1.12 ATTACHMENT L  Certification   of No Conflict of Interest  

1.13 ATTACHMENT M Familiarity with the County Lobbyist Ordinance 
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Certification 

1.14 ATTACHMENT N Request for Local SBE Preference Program 
Consideration and CBE Firm/Organization 
Information Form   

1.15 ATTACHMENT O Proposer’s EEO Certification 

1.16 ATTACHMENT P Attestation of Willingness to Consider 
GAIN/GROW Participants 

1.17 ATTACHMENT Q County of Los Angeles Contractor Employee 
Jury Service Program –Certification Form and 
Application for Exception 

1.18 ATTACHMENT R  Certification of Independent Price 
Determination and Acknowledgement of RFP 
Restrictions 

1.19 ATTACHMENT S County’s Administration 

1.20 ATTACHMENT T Contractor’s Administration 

1.21 ATTACHMENT U Charitable Contribution Certification 

1.22 ATTACHMENT V Transitional Job Opportunities Preference 
Application 

1.23 ATTACHMENT W  Certification of Compliance with the County’s 
Defaulted Property Tax Reduction Program 

1.24 ATTACHMENT X Contractor Employee Acknowledgement and 
Confidentiality Agreement 

This Contract and the Attachments hereto constitute the complete and 
exclusive statement of understanding between the parties, and supersedes 
all previous Contracts, written and oral, and all communications between 
the parties relating to the subject matter of this Contract.  No change to this 
Contract shall be valid unless prepared pursuant to Subsection 8.6 
Amendments and signed by both parties. 

2.0 DEFINITIONS 

The headings herein contained are for convenience and reference only and 
are not intended to define the scope of any provision thereof. The following 
words as used herein shall be construed to have the following meaning, 
unless otherwise apparent from the context in which they are used.  
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2.1 Acceptable Quality Level (AQL) 

A measure to express the allowable leeway or variance from a 
standard before County will reject a specific service.  An AQL does 
not imply that Contractor may knowingly perform in a defective way.  
The AQL recognizes the fact of unintentional human error, and that 
less than Standard performance may sometimes be unintentional. 

2.2 Board of Supervisors:  
 

The governing body of the County of Los Angeles. 

2.3 Box 

A standard record storage carton measuring 12 inches by 10 ½ 
inches. Approximately 15 Legacy Case Records (older case 
records can be filed in a standard storage carton, about 25 
LEADER Case Records (newer case records) can be stored in a 
carton and approximately 54 Special Investigation Case Records 
can be stored in a carton.  A standard Box takes up 1.2 cubic feet. 

2.4 Budget 
 

The document that details the Contractor’s costs for providing 
services included in this Contract.  Included in the Budget are the 
following: 

 
• Direct Costs - Payroll, Employee Benefits (Medical, Dental, 

Life Insurance), Payroll Taxes, Insurance (Real, Personal, 
etc., as required by the Contract), Supplies, Applicable Taxes 
and other (specified). 

• Indirect Costs - General Accounting/Bookkeeping,  
Management Overhead and other (specified). 

• Total Cost to Contract Services - The total cost to Direct and 
Indirect Costs. 

2.5 Business Days 
 
 Monday through Friday between the hours of 8:00 a.m. and 5:00 

p.m., excluding County Holidays. 
   
2.6 Calendar Day(s) 
 
 All days of the week including Saturdays, Sundays and County 

Holidays. 
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2.7 CalFresh 

The name for California's Food Stamp Program has changed as a 
result of recent State law. The new name for the program is 
"CalFresh. CalFresh was established to improve the nutrition of 
people in low-income households.  It does that by increasing their 
food-buying power, so they are able to purchase the amount of 
food their household needs. CalFresh benefits are used instead of 
money at the grocery store. 

2.8 CalWORKs Program 

 California Work Opportunities and Responsibility to Kids is a federal 
mandated public assistance program administered by the County to 
provide temporary financial assistance and employment services to 
families with minor children.  Eligible families receive cash aid and 
Medi-Cal.  CalWORKs families may be eligible for CalFresh 
benefits.  

2.9 Case Name  

The name shown on the manila or gray folder containing the Case 
Record. 

2.10 Case Number  

The unique seven-character case identifier assigned by the County 
for each Case Record.  The Case Number may be numeric (see 
Legacy Case Number below) or alpha-numeric (see LEADER Case 
Number below).  The Case Number may or may not have a four-
digit prefix designating the responsible County and an aid category.  
For Legacy cases the first two digits of the prefix were always 19 
for Los Angeles County.  The second two digits of the prefix 
denoted the aid category.    

The first four digits (the Prefix number) are not important to Case 
Record identification as far as any resultant Contract is concerned.  
For example, a Case Record may have been opened as a 
CalWORKs case with a number of 1930-1010101.  If it is closed 
and then reopened as a General Relief (GR) case, it will be 
renumbered 1990-1010101.  However, for the purpose of this 
Contract, the Case Number will at all times remain 1010101, and 
the Case Record is to be processed, filed and retrieved on the 
basis of this number with no references to any change in the prefix 
number.   
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2.11 Case Record 

Closed Case Record 

A collection of related documents treated as a standard unit of 
work.  Closed Case Records will vary in size and may include 
several case segments.   

Closed Case Record folders measure 11 ¾ inches by 9 ¾ inches 
with a one inch folder expansion.  See Definition of LEADER for 
description of LEADER Paper Case Record. 

Open Case Record 

A collection of related documents treated as a standard unit of 
work.  Open Case Records are maintained for all open public 
assistance cases and consist of the following types:  

• Historical Case (a.k.a. “Master Case”) - Contains the 
historical documents for the open case since its inception.  
The Historical Case is used periodically by the eligibility staff.  
Under this Contract, all Historical Cases may be sent to 
Contractor for storage. 

• Desk Portion (a.k.a. “Boost Case”) - Contains pertinent 
documents from the Historical Case plus the most recent 
documentation obtained during the required annual eligibility 
determination.  Currently, eligibility staff keeps the Desk 
Portion at their desks. The current Desk Portions may all 
eventually be sent to Contractor as a result of LEADER 
implementation at DPSS offices.  Eligibility staff will have 
only a small LEADER Paper Case Record at their desks until 
the case is terminated. 

2.12 Case Segment 

Case Records may consist of a varying number of Case Segments.  
Each Case Segment is contained in a separate manila folder and 
may be identified as “Financial Folder,” “CalFresh/Food Stamp 
Folder,” or other label.  Each Case Segment uses the same unique 
Case Number assigned to the master Case Record.  Contractor 
shall retrieve the Case Record, including all Case Segments, as a 
single retrieval.  The LEADER paper Case Records do not have 
Case Segments. 

2.13 Closing Date 

A date assigned by County to each Case Record when it is closed. 
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2.14   Contract 

 Agreement executed between County and Contractor.  It sets forth 
the terms and conditions for the issuance and performance of the 
Statement of Work, (Attachment A). 

2.15 Contract Discrepancy Report 

A report used by the Quality Assurance Evaluator to record 
Contract information regarding discrepancies or problems with 
Contractor’s performance.  If Contractor’s performance is 
determined to be unsatisfactory, the CCA is required to forward the 
CDR to Contractor for his response (See SOW Technical Exhibit B-
2). 

2.16 Contract Management Division 
  
 The Department of Public Social Services’ Division responsible for 

the Contract. 

2.17 Contractor 

 The sole proprietor, partnership, or corporation that has entered into 
a contract with the County to perform or execute the work covered 
by the Statement of Work. 

2.18 Contractor Contract Manager 

 The individual designated by the Contractor to act as a liaison with 
the County and be responsible for the administration of the Contract 
operations after the Contract award. 

2.19 County Contract Administrator (CCA) 
 
 Person with responsibility to oversee the day-to-day activities of this 

Contract.  Responsibility for inspections of any and all tasks, 
deliverables, goods, services, and other work provided by 
Contractor. 

2.20 County Contract Program Monitor (CPM) 

 County personnel under the supervision of the County Contract 
Administrator who is responsible for monitoring the Contractor’s 
compliance with the contract provisions.  The CPM is responsible for 
inspections of any and all tasks, deliverables, goods, services and 
other work provided by the Contractor. 

 



APPENDIX A: SAMPLE CONTRACT 

CASE RECORD STORAGE AND RETRIEVAL SERVICES (RFP) 2012                                                 Page 65 

2.21 County Contract Director 

 Person designated by County with authority for County on 
contractual or administrative matters relating to this Contract that 
cannot be resolved by the County’s Contract Administrator. 

2.22 Day(s) 

 Calendar day(s) unless otherwise specified. 

2.23 Department of Children and Family Services (DCFS) 

The County department responsible for providing protective 
services to children. 

2.24 Department of Community and Senior Services (DCSS) 

The County department responsible for providing Adult Protective 
Services (APS) to adults age 18 and over who are reported to be 
endangered by abuse, neglect, exploitation or unsafe and 
hazardous living conditions . 

2.25 Department of Public Social Services (DPSS or Department) 

 The County department responsible for providing social and 
financial services to eligible persons in Los Angeles County. 

2.24  Director 

 The Director of the DPSS, County of Los Angeles, or his/her 
Authorized Representative(s). 

2.25 District Office 

 Office housing DPSS staff who are responsible for providing social 
and financial services to eligible persons within a specific 
geographic area within Los Angeles County. 

 2.26 Duplicate Processing (of case record(s)) 

This refers to Case Records which have  1) the same Close Date 
as the original Closed Case Record or 2) the same Case Number 
as the original Open Case Record previously received  for 
processing or 3) a Case Record with the Same Case Name and 
Number as other Cases in storage,  which the County has identified 
as the remaining closed Case Record and there is no other open 
Case Record or 4) been identified as converted from a Legacy 
Case Number to a LEADER Case Number and there is a stored 
Legacy Case record which must be combined with a LEADER 
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Case Record for the same family.  These situations result in more 
than one Case Record in storage and require that the Contractor 
pull the original case record(s) and band it together with any 
additional (duplicate) records and file the records together.  The 
Inventory System must reflect that records have been combined in 
order to ensure future retrieval. 

 2.27 Fiscal Year 

  The 12 month period beginning July 1st and ending the following 
June 30th. 

2.28 GAIN Participants 

CalWORKs participants who are offered a wide range of services 
designed to help them transition from welfare dependence to 
employment.  GAIN participants are an untapped pool of carefully 
screened, motivated individuals who are ready for employment and 
are willing to accept entry level positions which will give them work 
experience and the opportunity for advancement.  

2.29 General Relief  

General Relief (GR) is a County-funded program that provides 
financial assistance to indigent adults who are ineligible for federal 
or State programs.  An average GR case consists of one person, 
living alone, with no income or resources 

2.30  Historical Boost  
 

Historical Boost records contains all the case information beginning 
with the initial applications (e.g., CalWORKs, GR, CalFresh) and 
includes any annual documents such as the PA 481 (Primary 
Language Designation forms).  
 

2.31 General Relief (GR) Program 

 A financial assistance program administered by the County for 
persons who are not eligible for federal or State assistance 
programs.  The cost of this program is borne entirely by the County, 
and is reimbursable to the County when Participants are able to do 
so. 
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2.32 Late Delivery 

  Late delivery occurs when: 

  a. Any or all deliverables (e.g., Retrieved Case Records/Boxes 
and Management Information Reports) are not delivered to 
the requestor in accordance with the time periods set forth in 
the Contract. 

  b. Any deliverables which are not delivered and found to be in 
error will not be considered delivered until the requestor has 
received the requested item. 

2.33 LEADER 

An acronym for Los Angeles Eligibility Automated Determination, 
Evaluation and Reporting System, which has replaced other DPSS 
computer systems such as WISE and BITS.  LEADER contains all 
necessary Case Record data, which results in a LEADER Paper 
Case Record much smaller than the previous DPSS Case Records.   

 LEADER Case Numbers  

Alpha-numeric number assigned to records with the implementation 
of the LEADER system.   

LEGACY Case Numbers 

Numeric number assigned to records prior to the implementation of 
the LEADER system. 

“Case Number” in this Contract may refer both to LEADER and its 
corresponding Legacy Case Number in this Contract. 

2.34 Lot 

The total number of service outputs in a surveillance period. 

2.35 Multiple Closing Dates 

A Case Record with one or more closing dates within the same 
calendar year. 

2.36 Multiple Separate Family Case Record Storage 

There may be multiple Separate Family Case Records (i.e., 
member(s) of the same family aided using the same seven-
digit/character Case Number but with a different Separate Family 
number that could be any number between one and nine).  All open 
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historical Separate Family Case Records shall be stored as one 
Case Record based on the same-seven digit/character Case 
Number.   

When each Separate Family Case Record is closed, County will 
search its data files to determine if other Separate Family Case 
Record(s) are still open and, if so, will alert Contractor (i.e., by 
indicating a special statement on the Transmittal) to store the 
recently closed Separate Family Case Record with the Open Case 
Record for the same Case Number until the last Separate Family 
Case Record is closed.  At which point, Contractor shall pull the 
entire Open Case Record, combine it with the last Closed Separate 
Family Record, update the Inventory System to reflect the change 
in status from open to closed, and indicate the new location of the 
entire record stored as a Closed Case Record. 

2.37  Participant 

 A person who participates in the GR or CalWORKs Program as 
either an applicant or Participant. 

2.38 Performance Indicators 

Characteristics which can be identified objectively to establish the 
performance of activities and services to the required standards. 

2.39 Performance Requirements Summary 

Identifies the key performance indicators of the Contract that will be 
evaluated by County to assure Contract performance standards are 
met by Contractor.  (See SOW Technical Exhibit B-1). 

2.40 Permanent Removal of a Box for Destruction 

The process of locating and pulling a Box stored at Contractor’s 
facility, updating the Inventory System to show that such Box has 
been removed and, in the case of a Box containing Case Records 
or Special Investigation Records on Contractor’s Inventory System, 
to show that all of the Case Records or Special Investigation 
Records contained therein have been removed and making the Box 
available to County at the loading dock of Contractor’s facility. No 
deletion of information will be made from Contractor’s Inventory 
System in connection with permanent removal of a Box. 
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2.41 Pick-Up and Delivery Stops 

Regularly scheduled Pick-Up and Delivery Stops as specified by 
County at each of the County office addresses listed in SOW 
Technical Exhibit B-7. 

2.42 Quality Assurance 

Those actions taken by County to check goods or services listed 
on the Performance Requirements Summary (PRS) to determine 
that they meet the requirements of the Statement of Work. 

2.43 Quality Control Program 

Those actions taken by Contractor to ensure that delivery of service 
is in conformance with the requirements of the Statement of Work. 

2.44 Random Sample 

A sampling method where each service output in a lot has an equal 
chance of being selected.  This method may be used to numerically 
test the quality of services offered by Contractor in performance of 
the Contract conditions. 

2.45 Receipt Date 

Contractor shall assign a Receipt Date to all Case Records, Special 
Investigation Records, Boxes of IHSS Timesheets, Boxes of 
GR/NAFS OR GR/NACF Case Records/Documents and Boxes of 
Court/Audit Case Records, which shall be the date such 
Case/Special Investigation Records, Boxes of IHSS Timesheets, 
Boxes of Court/Audit Case Records and Boxes of GR/NAFS OR 
GR/NACF Case Records/Documents are picked up by Contractor’s 
messenger from County offices for processing at Contractor’s 
facility. 

2.46 Receiving and Processing a New Record Case  

The process of receiving a new Case Record at the Contractor’s 
facility and 1) assigning it a Receipt Date, 2) placing its Case 
Number, Case Name, Receipt Date, Close Date and the number of 
the County office from which the New Case Record was sent, on 
the Contractor Inventory System and 3) placing it in storage. 

2.47 Refiling of Case Record 

The process of receiving a Borrowed Case Record and updating 
the Inventory System to reflect its return and placing it in storage.  If 
the Borrowed Case Record was retrieved originally from a Box, it 
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shall be returned to that Box whenever possible.  In the event the 
record must be reboxed, the Inventory System must be updated to 
reflect the change. 

2.48 Retrieval of a Case Record 

The process of locating and pulling a Case Record (including all 
Case Segments) and updating the Contractor’s Inventory System to 
show that the Case Record has been Borrowed or Withdrawn, the 
number of the County office which requested it, the date of request, 
whether it is a Regular Retrieval Request or Emergent Retrieval 
Request, and the date the Case Record was sent out for delivery. 

2.49 Retrieval Request Forms 

The documents used by County to request Case Records, Special 
Investigation Records, Boxes of IHSS Timesheets, and Boxes of 
GR/NAFS OR GR/NACF Case Records/Documents from 
Contractor will be lists which are computer generated, typewritten 
or legibly handwritten in English, and will list the information needed 
by Contractor to retrieve the Case Record, Special Investigation 
Record or Box (i.e., for a Case Record, the Retrieval Request Form 
will include the Case Name and Case Number of each requested 
Case Record, and will give the number of the requesting County 
office). 

2.50 Sample 

A sample consists of one or more services outputs drawn from a 
lot, the outputs being chosen at random.  The number of outputs in 
the sample is the sample size. 

2.51 Standard 

The acceptable level of performance set by the County for 
performing a service or activity. 

2.52 Transmittal Forms 

The documents used by County to send Case Records, Special 
Investigation Records, Boxes of IHSS Timesheets, and Boxes of 
GR/NAFS OR GR/NACF Case Records/Documents to the 
Contractor.  Such forms may be computer generated, typewritten or 
legibly handwritten in English and will contain the necessary 
information for Contractor to use in receiving the Case Records, 
Special Investigation Records, Boxes of IHSS Timesheets and 
Boxes of GR/NAFS OR GR/NACF Case Records/Documents for 
storage and data entry to the Contractor’s Inventory System (i.e., 
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for Case Records, the Transmittal Form will list the Case Name, 
Case Number, the number of the submitting County office, and 
Close Date  for closed records and shall identify which Records are 
Open.  Special Investigation Records shall be identified as either 
negative or positive). 

2.53 User Complaint Report 

The report used by County to record Contract information and 
discrepancies or problems with Contractor performance.  
Contractor shall respond to each User Complaint. 

2.54 Verification of Case Records, Special Investigation Records, 
Boxes of IHSS Timesheets, Boxes of GR/NAFS OR GR/NACF 
Case Records/Documents and Boxes of Court/Audit Cases 
Received 

 The process of checking the accuracy of the information contained 
on the County Transmittal Forms against the actual Case Record, 
Special Investigation Record, Boxes of IHSS Timesheets and 
Boxes of GR/NAFS OR GR/NACF Case Records/Documents and 
Boxes of Court/Audit Case Records received. 

2.55  Scope of Work/Statement of Work 

 Means general terms or conditions included under the Contract 
(i.e., the Contractor will provide all personnel, materials, general 
supervision and other items or services necessary to perform the 
required services). 

2.56 Subcontractor 

 An individual or business firm contracted with Contractor to perform 
all or part of the work defined in Statement of Work, Attachment A to 
this Contract. 

2.57 Workday 

Throughout this Statement of Work, whenever “workday” appears, 
it means a normal workday, Monday through Friday, 8:00 a.m. to 
5:00 p.m., except County observed holidays. 

3.0 SCOPE OF WORK   

3.1 Pursuant to the provisions of this Contract, the Contractor shall fully 
perform, complete, and deliver on time, all tasks, deliverables, 
services and other work as set forth herein. 
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3.2 If the Contractor provides any tasks, deliverables, goods, services, or 
other work, other than as specified in this Contract, the same shall 
be deemed to be a gratuitous effort on the part of the Contractor, and 
the Contractor shall have no claim whatsoever against the County. 

3.3 Contractor shall establish and maintain sufficient accounting, 
internal control, financial reporting, and administrative capacity to 
effectively administer the services required by this Contract.  At a 
minimum, Contractor shall adhere to the standards set forth in the 
Auditor-Controller Contract Accounting and Administration 
Handbook, which is incorporated herein by reference and is 
available at www.ladpss.org/dpss/contracts. 

4.0 TERM OF CONTRACT 

4.1 The term of this Contract shall be five years commencing after 
execution by County’s Board of Supervisors, unless sooner 
terminated or extended, in whole or in part, as provided in this 
Contract. 

4.2 The Contract is subject to the County’s right to terminate earlier for 
convenience, which includes non-appropriation of funds, default of 
the Contractor, substandard performance of the Contractor, 
improper consideration given/offered to the County with respect to 
the award of this Contract, and breach of warranty to maintain 
compliance with the County’s Child Support Compliance Program., 
as defined more fully in sections 8.52, 8.53, 8.54, 8.55, 8.56, 8.57, 
and 8.58, 8.59 and 8.64. 

4.3 The County maintains databases that track/monitor contractor 
performance history.  Information entered into such databases may 
be used for a variety of purposes, including determining whether 
the County will exercise a contract term extension option. 

4.4 The Contractor shall notify County’s Department of Public Social 
Services when this Contract is within six months from the expiration 
of the term as provided for hereinabove.  Upon occurrence of this 
event, the Contractor shall send written notification to Department 
of Public Social Services at the address herein provided in Section 
8.0, Standard Terms and Conditions, Subsection 8.52, 
Subcontracting, subparagraph 8.52.8. 
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5.0 CONTRACT RATES 

5.1  Basic Compensation  
 

  Firm Fixed Rates per Unit of Service 
 

The Contractor’s rates shall remain firm and fixed during the term of 
the Contract, as set forth in Attachment C.  The bid is based upon a 
firm fixed unit cost per service category that is modified only by the 
deduction outlined in Attachment B, SOW Technical Exhibits, B-1, 
Performance Requirements Summary (PRS) Chart.  There will be 
no cost-of-living adjustments during the term of the contract.  The 
County has the right to re-negotiate contract rates downward 
consistent with County budget reductions, should they occur.   

 Effective July 1, 2013 through June 30, 2018, County shall 
compensate Contractor monthly, in arrears, for the actual volume of 
units of service provided at the firm fixed rates per unit of service as 
indicated in Attachment C, Pricing Sheet. 

 
5.2 Method of Payment 

 
 Payment of the Firm Fixed Rate per Unit of Service specified in 

Attachment C, Pricing Sheet and Contract Section 5.0, Contract 
Rate, shall be made monthly in arrears based on the actual volume 
of units of service provided during the service month.  The monthly 
charge per each category of service shall equal the Firm Fixed 
Rate per Unit of Service multiplied by the number of units of service 
provided during the service month.  The monthly charge for each 
category of service shall then be added together for the total 
monthly charge. 

 5.2.1 Contractor shall bill County for storage costs for continuing 
inventory based on the actual number of Boxes in storage at 
Contractor’s storage facility on the last day of the calendar 
month prior to the month for which services were provided.  
(For example, for the service month of July 2013, Contractor 
shall bill for the actual number of Boxes in storage at 
Contractor’s facility on June 30, 2013). 

5.2.2 Contractor shall not prorate storage charges for new Boxes 
received (i.e., Boxes of GR/NAFS OR GR/NACF Case 
Records/Documents, IHSS Timesheets, Court/Audit Cases) 
or Boxes created as new Case Records/Special 
Investigation Records that are received effective July 1, 
2013) during the service month.  Rather Contractor shall bill 
for a full month’s storage on all Boxes received or created on 
or before the 15th of the service month, and no monthly 
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storage charge for those received or created on or after the 
16th of the service month. 

 
5.2.3 Contractor shall add continuing inventory and new inventory 

numbers together (i.e., the continuing inventory and the new 
inventory as detailed in paragraphs 5.2.1 and 5.2.2 above) 
and shall deduct from the total, and not bill County for the 
following: 

 
  5.2.3.1 Contractor shall deduct and not bill County for the 

number of Boxes permanently removed from the 
inventory (i.e., for destruction, or for any other 
reason, as determined by County) on or before the 
15th of the month. 

 
 5.2.4 Contractor shall bill one fee only for the processing of a 

duplicate record, as outlined in Statement of Work, Section 
4.0 Specific Tasks, Subsection 4.3.4, regardless of the 
number of records combined in one transaction. 

   
 5.2.4.1  Contractor shall not charge a data entry fee when 

updating the inventory system to reflect that 
records have been combined as a result of 
duplicate processing.  

  
5.2.4.2 Contractor shall not charge both a fee for 

processing a new case record into storage and a 
duplicate record fee on the same case record.  A 
fee shall be charged for duplicate processing 
when it is determined a record being sent to 
storage must be combined with an existing record 
in storage.  

5.3 Invoicing  
 

Contractor shall prepare and submit monthly invoices, in the format 
and categories outlined in Attachment B, SOW, Technical Exhibits 
B-3, B-4 and B-5, Sample Invoices Format, each in an original and 
one copy, to the County Contract Administrator within 15 calendar 
days following the end of the month in which services were 
provided or payment may be delayed. 
 
Each invoice shall be supported by back-up documentation to 
validate the invoice amounts.  This documentation shall include, but 
not be limited to, the following: 
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• County Transmittal Forms documenting new Case/Special 
Investigation Records and Boxes received from County 
offices for the service month; 

 
• County Transmittal Forms documenting Refilled 

Case/Special Investigation Records and Boxes received 
from County offices for the service month; and 

 
• Contractor Delivery Manifests (supported by County 

Retrieval Request documentation) listing all Case/Special 
Investigation Record and Box retrievals requested, retrieved 
and delivered, including all emergent deliveries and 
undeliverable retrieval requests. 

5.3.1 The Contractor shall invoice the County only for providing the 
tasks, deliverables, goods, services, and other work specified 
in Attachment A, Statement of Work and elsewhere 
hereunder. The Contractor shall prepare invoices, which shall 
include the charges owed to the Contractor by the County 
under the terms of this Contract. The Contractor’s payments 
shall be as provided in Attachment C - Pricing Sheet, and the 
Contractor shall be paid only for the tasks, deliverables, 
goods, services, and other work approved in writing by the 
County.  If the County does not approve work in writing no 
payment shall be due to the Contractor for that work. 

 5.3.2 The Contractor’s invoices shall be priced in accordance with 
Attachment C - Pricing Sheet. 

 5.3.3 The Contractor’s invoices shall contain the information set 
forth in Attachment A - Statement of Work describing the 
tasks, deliverables, goods, services, work hours, and facility 
and/or other work for which payment is claimed. 

 5.3.4 All invoices under this Contract shall be submitted in two 
copies to the following address: 

   Department of Public Social Services 
    Contract Management Division/Section II 
    County Contract Administrator 
    12900 Crossroads Parkway South, 2nd Floor 
    City of Industry, CA  91746-3411 

 
5.4 Payment Processing 

 
Payment to the Contractor will be made monthly in arrears at the 
amounts specified in this Contract, provided that the Contractor is 
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not in default under any provision of the Contract and has 
submitted a complete and accurate statement of payment due with 
documentation attached supporting the statement of payment due.  
County will not be liable for invoices submitted more than one year 
after services are rendered. Contractor will not be reimbursed by 
the County for those services. 

 
5.4.1 Contractor shall prepare and submit a monthly invoice for 

Case Record Storage and Retrieval Services as per 
Attachments B-3, B-4 and B-5 to this Contract, Sample 
Monthly Invoice Format.  Each invoice shall be submitted in 
an original and one copy, along with the Monthly 
Management Report (MMR) and supporting documentation, 
to the County Contract Administrator (CCA) designated in 
Attachment S within 15 calendar days after the end of the 
month in which services were provided or payment may be 
delayed. Invoice shall be sent to: 

 
    Department of Public Social Services 
    Contract Management Division/Section II 
    County Contract Administrator 
    12900 Crossroads Parkway South, 2nd Floor 
    City of Industry, CA  91746-3411 

 
5.4.2 The County shall review the invoice/attachments and make 

payment adjustments as allowed by Contract (i.e., for 
deductions, etc.) and authorize payment of an accurate 
invoice as soon as possible after receipt of the Contractor’s 
billing.  The County will make a reasonable effort to effect 
payment to the Contractor within 30 days from receipt of an 
invoice that is accurate as to form and content. 

  
5.4.3 For invoicing purposes, the Contractor shall clearly identify 

this Contract as “Case Record Storage and Retrieval 
Services.” 

 
5.4.4 The County may delay the last payment due hereunder until 

six months after the termination of the Contract.  The 
Contractor shall be liable for payment on 30 days written 
notice of any offset authorized by the Contract not deducted 
from any payment made by the County to the Contractor. 

 
5.4.5 If this Contract is awarded to a Federal, State or local 

government agency, public university, public college or other 
public educational institution, Contract payment will be 
effected using an actual cost method of reimbursement. 
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5.4.6 Prior to receiving final payment hereunder, Contractor shall 

submit a signed, written release discharging the County, its 
officers and employees, from all liabilities, obligations, and 
claims arising out of or under the Contract, except for any 
claims specifically described in detail in such release. 

 
5.4.7 The County shall not be liable for billings submitted one year 

or more after any services rendered under this Contract. 

5.4.8 The Contractor shall not be entitled to payment or 
reimbursement for any tasks or services performed, nor for 
any incidental or administrative expenses whatsoever 
incurred in or incidental to performance hereunder, except 
as specified herein.  Assumption or takeover of any of the 
Contractor’s duties, responsibilities, or obligations, or 
performance of same by any entity other than the 
Contractor, whether through assignment, subcontract, 
delegation, merger, buyout, or any other mechanism, with or 
without consideration for any reason whatsoever, shall occur 
only with the County’s express prior written approval. 

5.4.9 The Contractor shall maintain a system of record keeping 
that will allow the Contractor to determine when it has 
incurred seventy-five percent (75%) of the total contract 
authorization under this Contract.  Upon occurrence of this 
event, the Contractor shall send written notification to DPSS 
at the address herein provided in Section 8.0, Terms and 
Conditions, Subsection 8.52.8 herein, and Attachment S, 
County’s Administration. 

5.5 No Payment for Services Provided Following Expiration/ 
Termination of Contract 

 The Contractor shall have no claim against County for payment of 
any money or reimbursement, of any kind whatsoever, for any 
service provided by the Contractor after the expiration or other 
termination of this Contract.  Should the Contractor receive any 
such payment it shall immediately notify County and shall 
immediately repay all such funds to County.  Payment by County 
for services rendered after expiration/termination of this Contract 
shall not constitute a waiver of County’s right to recover such 
payment from the Contractor.  This provision shall survive the 
expiration or other termination of this Contract. 

 

 



APPENDIX A: SAMPLE CONTRACT 

CASE RECORD STORAGE AND RETRIEVAL SERVICES (RFP) 2012                                                 Page 78 

 5.6 County Approval of Invoices  

All invoices submitted by the Contractor for payment must have the 
written approval of the County’s Contract Administrator prior to any 
payment thereof. In no event shall the County be liable or 
responsible for any payment prior to such written approval. 
Approval for payment will not be unreasonably withheld  

5.7 Local Small Business Enterprises – Prompt Payment Program  

 Certified Local SBEs will receive prompt payment for services they 
provide to County departments.  Prompt payment is defined as 15 
calendar days after receipt of an undisputed invoice. 

6.0 ADMINISTRATION OF CONTRACT – COUNTY 

County Administration  

A listing of all County Administration referenced in the following sub-paragraphs 
are designated in Attachment S, - County’s Administration.  The County shall 
notify the Contractor in writing of any change in the names or addresses shown. 

6.1 County’s Contract Administrator (CCA) 

The CCA is responsible for overseeing the day-to-day 
administration of this Contract. The responsibilities of the CCA 
include: 

• Ensuring that the objectives of this Contract are met; 

• Providing direction to Contractor in the areas relating to 
County policy, information requirements, and procedural 
requirements; 

• Meeting with Contractor’s Contract Manager on an as 
needed basis;  

• Monitoring any and all tasks, deliverables, goods, services, 
or other work provided by or on behalf of Contractor; and 

• Informing the Contractor of the name, address and 
telephone number of the CCA, in writing, at the time the 
Contract is awarded, and at any time thereafter a change 
of CCA is made. 

The County’s CCA is not authorized to make any changes in any of 
the terms and conditions of this Contract and is not authorized to 
further obligate COUNTY in any respect whatsoever. 
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 6.2 Contract Program Monitor  

The County’s Contract Program Monitor is responsible for 
overseeing the day-to-day administration of this Contract.  The 
Contract Program Monitor reports to the County’s Contract 
Administrator.   

7.0 ADMINISTRATION OF CONTRACT - CONTRACTOR  

7.1 Contractor’s Contract  Manager  

7.1.1 The Contractor’s Contract Manager is designated in 
Attachment T- Contractor’s Administration.  The Contractor 
shall notify the County in writing of any change in the name 
or address of the Contractor’s Contract Manager. 

  7.1.2 The Contractor’s Contract Manager shall be responsible for 
the Contractor’s day-to-day activities as related to this 
Contract and shall coordinate with County’s Contract 
Administrator Manager and County’s Contract Program 
Monitor on a regular basis. 

7.1.3   Contractor’s Contract Manager must have a minimum of 
three years’ experience performing services required in this 
Contract, or have experience substantially similar to these 
services.  Contractor shall notify the County in writing of 
any change in the name or address of the Contractor’s 
Contract Manager.   

 
7.1.4 Contractor’s Contract Manager shall be responsible for 

Contractor’s day-to-day activities as related to this Contract 
and shall coordinate with CCA on a regular basis. 

 
7.1.5 In addition, Contractor is required to submit annually the 

documentation of its legal identity to the CCA. 

 7.2 Approval of Contractor’s Staff  

  County has the absolute right to approve or disapprove all of the 
Contractor’s staff performing work hereunder and any proposed 
changes in the Contractor’s staff, including, but not limited to, the 
Contractor’s Contract Manager. 

7.3 Other Contractor Personnel 
 
Contractor shall provide supervisory, administrative, and direct 
services personnel to accomplish the services required under this 
Contract. 
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7.4 Contractor’s Staff Identification  

Contractor shall provide, at Contractor’s expense, all staff providing 
services under this Contract with a photo identification badge. 

7.4.1 Contractor shall furnish and require every on-duty employee 
to wear a visible photo identification badge, identifying 
employee by name, physical description, and company.  
Such badge shall be displayed on employee’s person at all 
times he/she is on duty.  

  
7.4.2 Contractor shall notify the County within one business day 

when staff is terminated from working on this Contract.  
Contractor is responsible to retrieve and immediately destroy 
the staff’s County specified photo identification badge at the 
time of removal from the County Contract.   

 
7.4.3 If County requests the removal of Contractor’s staff from the 

performance of services under this Contract or otherwise 
working on this Contract, Contractor is responsible to 
retrieve and immediately destroy the Contractor’s staff’s 
County photo identification badge at the time of removal 
from working on the Contract. 

7.5 Background and Security Investigations 

7.5.1 Each of Contractor’s staff performing services under this 
Contract who is in a designated sensitive position, as 
determined by County in County's sole discretion, shall 
undergo and pass a background investigation to the 
satisfaction of County as a condition of beginning and 
continuing to perform services under this Contract. Such 
background investigation may include, but shall not be 
limited to, criminal conviction information obtained through 
fingerprints submitted to the California Department of 
Justice.  The fees associated with the background 
investigation shall be at the expense of the Contractor, 
regardless if the member of Contractor’s staff passes or fails 
the background investigation.  

  
7.5.2  If a member of Contractor’s staff does not pass the 

background investigation, County may request that the 
member of Contractor’s staff be immediately removed from 
performing services under the Contract at any time during 
the term of the Contract. County will not provide to 
Contractor or to Contractor’s staff any information obtained 
through the County’s background investigation.  
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7.5.3  County, in its sole discretion, may immediately deny or 
terminate facility access to any member of Contractor’s staff 
that does not pass such investigation to the satisfaction of 
the County or whose background or conduct is incompatible 
with County facility access.  

  
7.5.4  Disqualification of any member of Contractor’s staff pursuant 

to this Paragraph 7.5 shall not relieve Contractor of its 
obligation to complete all work in accordance with the terms 
and conditions of this Contract. 

7.6 Confidentiality 

7.6.1 Contractor shall maintain the confidentiality of all records 
and information in accordance with all applicable Federal, 
State and local laws, rules, regulations, ordinances, 
directives, guidelines, policies and procedures relating to 
confidentiality, including, without limitation, County policies 
concerning information technology security and the 
protection of confidential records and information. 

7.6.2 Contractor shall indemnify, defend, and hold harmless 
County, its officers, employees, and agents, from and 
against any and all claims, demands, damages, liabilities, 
losses, costs and expenses, including, without limitation, 
defense costs and legal, accounting and other expert, 
consulting, or professional fees, arising from, connected 
with, or related to any failure by Contractor, its officers, 
employees, agents, or Subcontractors, to comply with this 
Paragraph 7.6, as determined by County in its sole 
judgment. Any legal defense pursuant to Contractor’s 
indemnification obligations under this Paragraph 7.6 shall be 
conducted by Contractor and performed by counsel selected 
by Contractor and approved by County.  Notwithstanding the 
preceding sentence, County shall have the right to 
participate in any such defense at its sole cost and expense, 
except that in the event Contractor fails to provide County 
with a full and adequate defense, as determined by County 
in its sole judgment, County shall be entitled to retain its own 
counsel, including, without limitation, County Counsel, and 
reimbursement from Contractor for all such costs and 
expenses incurred by County in doing so.  Contractor shall 
not have the right to enter into any settlement, agree to any 
injunction, or make any admission, in each case, on behalf    
provisions of this Contract. 

Contractor shall cause each employee performing services 
covered by this Contract to sign and adhere to the provisions 
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of the “Contractor Employee Acknowledgment and 
Confidentiality Agreement”, Attachment X. 

7.6.3 By State law, including without limitation Welfare and 
Institutions Code (hereinafter W&I Code") sections 10850 et 
seq. and 17006, all of the case records, computer records, 
and information pertaining to individuals receiving aid are 
confidential and no information related to any individual case 
or cases is to be in any way relayed to anyone except those 
employees of the Los Angeles County DPSS so designated 
without written authorization from DPSS. 

8.0 STANDARD TERMS AND CONDITIONS 

 8.1 Assignment and Delegation  

 8.1.1 The Contractor shall not assign its rights or delegate its 
duties under this Contract, or both, whether in whole or in 
part, without the prior written consent of County, in its 
discretion, and any attempted assignment or delegation 
without such consent shall be null and void.  For purposes 
of this sub-paragraph, County consent shall require a written 
amendment to the Contract, which is formally approved and 
executed by the parties.  Any payments by the County to 
any approved delegate or assignee on any claim under this 
Contract shall be deductible, at County’s sole discretion, 
against the claims, which the Contractor may have against 
the County. 

 8.1.2 Shareholders, partners, members, or other equity holders of 
Contractor may transfer, sell, exchange, assign, or divest 
themselves of any interest they may have therein.  
However, in the event any such sale, transfer, exchange, 
assignment, or divestment is effected in such a way as to 
give majority control of Contractor to any person(s), 
corporation, partnership, or legal entity other than the 
majority controlling interest therein at the time of execution 
of the Contract, such disposition is an assignment requiring 
the prior written consent of County in accordance with 
applicable provisions of this Contract. 

 8.1.3 Any assumption, assignment, delegation, or takeover of any 
of the Contractor’s duties, responsibilities, obligations, or 
performance of same by any entity other than the 
Contractor, whether through assignment, subcontract, 
delegation, merger, buyout, or any other mechanism, with or 
without consideration for any reason whatsoever without 
County’s express prior written approval, shall be a material 
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breach of the Contract which may result in the termination of 
this Contract.  In the event of such termination, County shall 
be entitled to pursue the same remedies against Contractor 
as it could pursue in the event of default by Contractor. 

8.2 Authorization Warranty 

 The Contractor represents and warrants that the person executing 
this Contract for the Contractor is an authorized agent who has 
actual authority to bind the Contractor to each and every term, 
condition, and obligation of this Contract and that all requirements of 
the Contractor have been fulfilled to provide such actual authority. 

8.3 Budget Reductions 

In the event that the County’s Board of Supervisors adopts, in any 
fiscal year, a County Budget which provides for reductions in the 
salaries and benefits paid to the majority of County employees and 
imposes similar reductions with respect to County Contracts, the 
County reserves the right to reduce its payment obligation under 
this Contract correspondingly for that fiscal year and any 
subsequent fiscal year during the term of this Contract (including 
any extensions), and the services to be provided by the Contractor 
under this Contract shall also be reduced correspondingly.  The 
County’s notice to the Contractor regarding said reduction in 
payment obligation shall be provided within 30 calendar days of the 
Board’s approval of such actions.  Except as set forth in the 
preceding sentence, the Contractor shall continue to provide all of 
the services set forth in this Contract. 

8.4 Certification Regarding Debarment, Suspension, Ineligibility 
and Voluntary Exclusion-Lower Tier Covered Transactions (45 
C.F.R. part 76) 
 
Contractor hereby acknowledges that the County is prohibited from 
contracting with and making sub-awards to parties that are 
suspended, debarred, ineligible, or excluded or whose principals 
are suspended, debarred, ineligible, or excluded from securing 
federally funded Contracts. 
 
By executing this Contract, Contractor certifies that neither it nor 
any of its owners, officers, partners, directors, or other principals is 
currently suspended, debarred, ineligible, or excluded from 
securing federally funded Contracts.  Further by executing this 
Contract, Contractor certifies that, to its knowledge, none of its 
Subcontractors, at any tier, or any owner, officer, partner, director 
or other principal of any Subcontractors is currently suspended, 
debarred, ineligible, or excluded from securing federally funded 
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Contracts.  Contractor shall immediately notify County in writing, 
during the term of this Contract, should it or any of its 
Subcontractors or any principals of either be suspended, debarred, 
ineligible, or excluded from securing federally funded Contracts.  
Failure of Contractor to comply with this provision shall constitute a 
material breach of this Contract upon which the County may 
immediately terminate or suspend this Contract. 

8.5 Change of Address 

 Either party can designate a new address by giving ten days prior 
written notice to the other party as referenced in Subsection 8.46. 

8.6 Change Notices and Amendments 
 

8.6.1 The County reserves the right to initiate Change Notices that 
do not materially change the scope of work, term, Contract 
Rates, payment terms or any other term or condition under 
this Contract.  All such changes shall be accomplished with a 
Change Notice signed by the Contractor and by the Director 
or designee.   

8.6.2 For any change which affects the scope of work, term, 
Contract Rates, payment terms, or any other term or 
condition under the Contract, an Amendment shall be 
prepared and executed by the Contractor and by the County. 

 
8.6.3 The County’s Board of Supervisors or Chief Executive Officer 

or designee may require the addition and/or change of certain 
terms and conditions in the Contract during the term of this 
Contract.  The County reserves the right to add and/or 
change such provisions as required by the County’s Board of 
Supervisors or Chief Executive Officer.  To implement such 
orders, an Amendment to the Contract shall be prepared and 
executed by the Contractor and by the County Contract 
Administrator 

8.6.4 The Department Head or his/her designee or Board of 
Supervisors), may at his/her sole discretion, authorize 
extensions of time as defined in Paragraph 4.0 - Term of 
Contract. The Contractor agrees that such extensions of time 
shall not change any other term or condition of this Contract 
during the period of such extensions.  To implement an 
extension of time, an Amendment to the Contract shall be 
prepared and executed by the Contractor and by the County.   
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8.7 Child/Elder Abuse/Fraud Reporting 
 

Contractor staff working on this Contract shall comply with 
California Penal Code (hereinafter "PC") Section 11164 et seq. and 
shall report all known and suspected instances of child abuse to an 
appropriate child protective agency, as mandated by these code 
sections.  Child abuse reports shall be made by telephone to the 
Department of Children and Family Services hotline at (800) 540-
4000 within 24 hours and shall submit all required information, in 
accordance with the PC Sections 11166 and 11167. 
 
Contractor staff working on this Contract shall comply with W&I 
Code section 15600 et seq. and shall report all known or suspected 
instances of physical abuse of elders and dependent adults either to 
an appropriate County adult protective services agency or to a local 
law enforcement agency, as mandated by these code sections.  
The Contractor staff working on this Contract shall make the report 
on such abuse, and shall submit all required information, in 
accordance with the WIC Sections 15630, 15633 and 15633.5. 
 
Contractor staff working on this Contract shall also immediately 
report all suspected or actual welfare fraud situations to the County. 

 
8.8 Collective Bargaining Contract 
 

To comply with California Department of Social Services 
Regulations (CDSS), Operations Manual Section 23-610 (c) (22), 
the Contractor agrees to provide to the County, upon request, a 
copy of any collective bargaining Contract covering employees 
providing services under the Contract. 

 8.9 Complaints 

 The Contractor shall develop, maintain and operate procedures for 
receiving, investigating and responding to complaints. 

 8.9.1 Within 15 days business days after Contract effective date, 
the Contractor shall provide the County with the Contractor’s 
policy for receiving, investigating, and responding to user 
complaints. 

  8.9.2 The County will review the Contractor’s policy and provide 
the Contractor with approval of said plan or with requested 
changes. 

  8.9.3 If the County requests changes in the Contractor’s policy, 
the Contractor shall make such changes and resubmit the 
plan within five business days for County approval. 
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  8.9.4 If, at any time, the Contractor wishes to change the 
Contractor’s policy, the Contractor shall submit proposed 
changes to the County for approval before implementation. 

  8.9.5 The Contractor shall preliminarily investigate all complaints 
and notify the County’s Contract Administrator of the status 
of the investigation within five business days of receiving the 
complaint. 

  8.9.6 When complaints cannot be resolved informally, a system of 
follow-through shall be instituted which adheres to formal 
plans for specific actions and strict time deadlines. 

  8.9.7 Copies of all written responses shall be sent to the County’s 
Project Manager within three business days of mailing to the 
complainant.  

8.10 Completion of Contract 
 
Prior to the expiration of this Contract, the Contractor shall allow 
County or the newly selected Contractor, a minimum of 60 calendar 
days transition period, to ensure the orderly transition of the 
Contractor’s services to the County or the newly selected 
Contractor without additional costs to County.  Contractor shall 
continue to process work timely/accurately so that the operation is 
current at expiration of Contract.  If Contractor fails to adhere to the 
above work and standards, the County shall have the right to 
withhold up to one hundred percent (100%) of the last two months’ 
payments owed Contractor. 

 8.11 Compliance With Applicable Laws 

8.11.1 In the performance of this Contract, Contractor shall comply 
with all applicable Federal, State and local laws, rules, 
regulations, ordinances, directives, guidelines, policies and 
procedures, and all provisions required thereby to be included 
herein, are hereby incorporated by this reference.  These 
shall include but are not limited to: 

 1. California Welfare & Institutions Code 
2. California Department of Social Service (CDSS) 

Manual of Policies and Procedures 
 3. California Department of Social Services Operational 

Manual 
 4. Social Security Act 
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 5. State Energy and Efficiency Plan (Title 24, California 
Administrative Code) 

 6. Clean Air Act (Section 306, 42USC 1857 (h) 
 7. Clean Water Act (Section 508, 33USC 1368)  

8.  Executive Order 11738 an Environmental Protection 
Agency Regulations (40 CFR Part 15) 

9. Equal Employment Opportunity (EEO) {Executive 
Order 11246  
Amended by Executive Order 11375 and 
supplemented in Department of Labor Regulations, 
41 CFR, Part 60} 

10. Various State regulations and releases listed on 
several attached Exhibits. 

11. Federal redgulations governing TANF 

8.11.2 Contractor shall maintain all licenses required to perform the 
Contract.   

8.11.3 Contractor shall indemnify, defend, and hold harmless 
County, its officers, employees, and agents, from and 
against any and all claims, demands, damages, liabilities, 
losses, costs, and expenses, including, without limitation, 
defense costs and legal, accounting and other expert, 
consulting or professional fees, arising from, connected with, 
or related to any failure by Contractor, its officers, 
employees, agents, or Subcontractors, to comply with any 
such laws, rules, regulations, ordinances, directives, 
guidelines, policies, or procedures, as determined by County 
in its sole judgment.  Any legal defense pursuant to 
Contractor’s indemnification obligations under this 
Paragraph 8.11 shall be conducted by Contractor and 
performed by counsel selected by Contractor and approved 
by County.  Notwithstanding the preceding sentence, County 
shall have the right to participate in any such defense at its 
sole cost and expense, except that in the event Contractor 
fails to provide County with a full and adequate defense, as 
determined by County in its sole judgment, County shall be 
entitled to retain its own counsel, including, without limitation, 
County Counsel, and reimbursement from Contractor for all 
such costs and expenses incurred by County in doing so.  
Contractor shall not have the right to enter into any 
settlement, agree to any injunction or other equitable relief, 
or make any admission, in each case, on behalf of County 
without County’s prior written approval. 
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8.12 Compliance With Civil Rights Laws 

The Contractor hereby assures that it will comply with 
Subchapter VI of the Civil Rights Act of 1964, 42 USC Sections 
2000 (e) (1) through 2000 (e) (17), to the end that no person shall, 
on the grounds of race, creed, color, sex, religion, ancestry, age, 
condition of physical handicap, marital status, political affiliation, or 
national origin, be excluded from participation in, be denied the 
benefits of, or be otherwise subjected to discrimination under this 
Contract or under any project, program, or activity supported by this 
Contract. The Contractor shall comply with Attachment O, 
Contractor’s EEO Certification. 

 8.13 Compliance With The County’s Jury Service Program 

  8.13.1 Jury Service Program: 

 This Contract is subject to the provisions of the County’s 
ordinance entitled Contractor Employee Jury Service (“Jury 
Service Ordinance”) as codified in Sections 2.203.010 
through 2.203.090 of the Los Angeles County Code, a 
copy of which is attached as Attachment D and 
incorporated by reference into and made a part of this 
Contract. 

8.13.2 Written Employee Jury Service Policy. 

1. Unless the Contractor has demonstrated to the 
County’s satisfaction either that the Contractor is not a 
“Contractor” as defined under the Jury Service 
Ordinance (Section 2.203.020 of the County Code) or 
that the Contractor qualifies for an exception to the Jury 
Service Program (Section 2.203.070 of the County 
Code), the Contractor shall have and adhere to a 
written policy that provides that its Employees shall 
receive from the Contractor, on an annual basis, no 
less than five days of regular pay for actual jury service.  
The policy may provide that Employees deposit any 
fees received for such jury service with the Contractor 
or that the Contractor deduct from the Employee’s 
regular pay the fees received for jury service. 

2. For purposes of this sub-paragraph, “Contractor” 
means a person, partnership, corporation or other entity 
which has a contract with the County or a subcontract 
with a County Contractor and has received or will 
receive an aggregate sum of $50,000 or more in any 
12-month period under one or more County contracts or 
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subcontracts. “Employee” means any California 
resident who is a full-time employee of the Contractor.  
“Full-time” means 40 hours or more worked per week, 
or a lesser number of hours if:  1) the lesser number is 
a recognized industry standard as determined by the 
County, or 2) Contractor has a long-standing practice 
that defines the lesser number of hours as full-time.  
Full-time employees providing short-term, temporary 
services of 90 days or less within a 12-month period are 
not considered full-time for purposes of the Jury Service 
Program.  If the Contractor uses any Subcontractor to 
perform services for the County under the Contract, the 
Subcontractor shall also be subject to the provisions of 
this sub-paragraph. The provisions of this sub-
paragraph shall be inserted into any such subcontract 
agreement and a copy of the Jury Service Program 
shall be attached to the agreement. 

3. If the Contractor is not required to comply with the Jury 
Service Program when the Contract commences, the 
Contractor shall have a continuing obligation to review 
the applicability of its “exception status” from the Jury 
Service Program, and the Contractor shall immediately 
notify the County if the Contractor at any time either 
comes within the Jury Service Program’s definition of 
“Contractor” or if the Contractor no longer qualifies for 
an exception to the Jury Service Program.  In either 
event, the Contractor shall immediately implement a 
written policy consistent with the Jury Service Program.  
The County may also require, at any time during the 
Contract and at its sole discretion, that the Contractor 
demonstrate, to the County’s satisfaction that the 
Contractor either continues to remain outside of the 
Jury Service Program’s definition of “Contractor” and/or 
that the Contractor continues to qualify for an exception 
to the Program. 

4. Contractor’s violation of this sub-paragraph of the 
Contract may constitute a material breach of the 
Contract.  In the event of such material breach, County 
may, in its sole discretion, terminate the Contract and/or 
bar the Contractor from the award of future County 
contracts for a period of time consistent with the 
seriousness of the breach. 

 



APPENDIX A: SAMPLE CONTRACT 

CASE RECORD STORAGE AND RETRIEVAL SERVICES (RFP) 2012                                                 Page 90 

8.14 Compliance with Wage and Hour Laws/Fair Labor Standards 
Act 

 
The Contractor shall comply with all wages and hour laws and all 
applicable provisions of the Federal Fair Labor Standards Act, and 
shall indemnify, defend, and hold harmless the County, its agents, 
officers and employees from any and all liability including, but not 
limited to, wages, overtime pay, liquidated damages, penalties, 
court costs, and attorney fees arising under any wage and hour law 
including, but not limited to, the Federal Fair Labor Standards Act 
for services performed by the Contractor’s employees for which the 
County may be found jointly or solely liable. 

 
8.15 Confidentiality 
 

The Contractor shall maintain the confidentiality of all records 
obtained from the County under the Contract in accordance with all 
applicable Federal, State or local laws, ordinances, regulations and 
directives relating to confidentiality.  The Contractor shall inform all of 
its officers, employees, agents and Subcontractors providing services 
hereunder of the confidentiality provisions of the Contract.  The 
Contractor shall cause each employee performing services covered 
by the Contract to sign and adhere to Contract Attachment X, 
“Contractor Employee Acknowledgment and Confidentiality Contract.”  
Contractor shall also abide by provision regarding the shredding of 
confidential documents as referenced in Subsection. 8.65 of this 
Contract. 

8.16 Conflict of Interest  

 8.16.1 No County employee whose position with the County 
enables such employee to influence the award of this 
Contract or any competing Contract, and no spouse or 
economic dependent of such employee, shall be employed 
in any capacity by the Contractor or have any other direct or 
indirect financial interest in this Contract.  No officer or 
employee of the Contractor who may financially benefit from 
the performance of work hereunder shall in any way 
participate in the County’s approval, or ongoing evaluation, 
of such work, or in any way attempt to unlawfully influence 
the County’s approval or ongoing evaluation of such work. 

8.16.2 The Contractor shall comply with all conflict of interest 
laws, ordinances, and regulations now in effect or hereafter 
to be enacted during the term of this Contract.  The 
Contractor warrants that it is not now aware of any facts 
that create a conflict of interest.  If the Contractor hereafter 
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becomes aware of any facts that might reasonably be 
expected to create a conflict of interest, it shall immediately 
make full written disclosure of such facts to the County.  
Full written disclosure shall include, but is not limited to, 
identification of all persons implicated and a complete 
description of all relevant circumstances.  Failure to comply 
with the provisions of this sub-paragraph shall be a 
material breach of this Contract. 

8.17 Consideration of Hiring County  Employees Targeted for Layoff/ 
or Re-Employment List 

Should the Contractor require additional or replacement personnel 
after the effective date of this Contract to perform the services set 
forth herein, the Contractor shall give first consideration for such 
employment openings to qualified, permanent County employees 
who are targeted for layoff or qualified, former County employees 
who are on a re-employment list during the life of this Contract. 

8.18 Consideration of Hiring GAIN/GROW Program Participants  

8.18.1 Should the Contractor require additional or replacement 
personnel after the effective date of this Contract, the 
Contractor shall give consideration for any such 
employment openings to participants in the County‘s 
Department of Public Social Services Greater Avenues for 
Independence (GAIN) Program or General Relief 
Opportunity for Work (GROW) Program who meet the 
Contractor’s minimum qualifications for the open position.  
For this purpose, consideration shall mean that the 
Contractor will interview qualified candidates.  The County 
will refer GAIN/GROW participants by job category to the 
Contractor. 

8.18.2 In the event that both laid-off County employees and 
GAIN/GROW participants are available for hiring, County 
employees shall be given first priority. 

 8.19  Contractor Responsibility and Debarment  

8.19.1 Responsible Contractor 

 A responsible Contractor is a Contractor who has 
demonstrated the attribute of trustworthiness, as well as 
quality, fitness, capacity and experience to satisfactorily 
perform the contract.  It is the County’s policy to conduct 
business only with responsible Contractors. 
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8.19.2 Chapter 2.202 of the County Code 

 The Contractor is hereby notified that, in accordance with 
Chapter 2.202 of the County Code, if the County acquires 
information concerning the performance of the Contractor 
on this or other contracts which indicates that the 
Contractor is not responsible, the County may, in addition 
to other remedies provided in the Contract, debar the 
Contractor from bidding or proposing on, or being awarded, 
and/or performing work on County contracts for a specified 
period of time, which generally will not exceed five years 
but may exceed five years or be permanent if warranted by 
the circumstances, and terminate any or all existing 
Contracts the Contractor may have with the County. 

8.19.3 Non-responsible Contractor 

 The County may debar a Contractor if the Board of 
Supervisors finds, in its discretion, that the Contractor has 
done any of the following:  (1) violated a term of a contract 
with the County or a nonprofit corporation created by the 
County, (2) committed an act or omission which negatively 
reflects on the Contractor’s quality, fitness or capacity to 
perform a contract with the County, any other public entity, 
or a nonprofit corporation created by the County, or 
engaged in a pattern or practice which negatively reflects 
on same, (3) committed an act or offense which indicates a 
lack of business integrity or business honesty, or (4) made 
or submitted a false claim against the County or any other 
public entity. 

8.19.4 Contractor Hearing Board 

 1. If there is evidence that the Contractor may be subject 
to debarment, the Department will notify the 
Contractor in writing of the evidence which is the 
basis for the proposed debarment and will advise the 
Contractor of the scheduled date for a debarment 
hearing before the Contractor Hearing Board.   

 2. The Contractor Hearing Board will conduct a hearing 
where evidence on the proposed debarment is 
presented.  The Contractor and/or the Contractor’s 
representative shall be given an opportunity to submit 
evidence at that hearing.  After the hearing, the 
Contractor Hearing Board shall prepare a tentative 
proposed decision, which shall contain a 
recommendation regarding whether the Contractor 
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should be debarred, and, if so, the appropriate length 
of time of the debarment.  The Contractor and the 
Department shall be provided an opportunity to object 
to the tentative proposed decision prior to its 
presentation to the Board of Supervisors.   

 3. After consideration of any objections, or if no 
objections are submitted, a record of the hearing, the 
proposed decision, and any other recommendation of 
the Contractor Hearing Board shall be presented to 
the Board of Supervisors.  The Board of Supervisors 
shall have the right to modify, deny, or adopt the 
proposed decision and recommendation of the 
Contractor Hearing Board. 

 4. If a Contractor has been debarred for a period longer 
than five years, that Contractor may after the 
debarment has been in effect for at least five years, 
submit a written request for review of the debarment 
determination to reduce the period of debarment or 
terminate the debarment.  The County may, in its 
discretion, reduce the period of debarment or 
terminate the debarment if it finds that the Contractor 
has adequately demonstrated one or more of the 
following:  (1) elimination of the grounds for which the 
debarment was imposed; (2) a bona fide change in 
ownership or management; (3) material evidence 
discovered after debarment was imposed; or (4) any 
other reason that is in the best interests of the 
County. 

 5. The Contractor Hearing Board will consider a request 
for review of a debarment determination only where 
(1) the Contractor has been debarred for a period 
longer than five years; (2) the debarment has been in 
effect for at least five years; and (3) the request is in 
writing, states one or more of the grounds for 
reduction of the debarment period or termination of 
the debarment, and includes supporting 
documentation.  Upon receiving an appropriate 
request, the Contractor Hearing Board will provide 
notice of the hearing on the request.  At the hearing, 
the Contractor Hearing Board shall conduct a hearing 
where evidence on the proposed reduction of 
debarment period or termination of debarment is 
presented.  This hearing shall be conducted and the 
request for review decided by the Contractor Hearing 
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Board pursuant to the same procedures as for a 
debarment hearing. 

 6. The Contractor Hearing Board’s proposed decision 
shall contain a recommendation on the request to 
reduce the period of debarment or terminate the 
debarment.  The Contractor Hearing Board shall 
present its proposed decision and recommendation to 
the Board of Supervisors.  The Board of Supervisors 
shall have the right to modify, deny, or adopt the 
proposed decision and recommendation of the 
Contractor Hearing Board. 

8.19.5 Subcontractors of Contractor 

These terms shall also apply to Subcontractors of County 
Contractors. 

8.20 Contractor’s Acknowledgement of County’s Commitment to the 
Safely Surrender Baby Law 

  The Contractor acknowledges that the County places a high priority 
on the implementation of the Safely Surrendered Baby Law.  The 
Contractor understands that it is the County’s policy to encourage all 
County Contractors to voluntarily post the County’s “Safely 
Surrendered Baby Law” poster as set forth in Attachment G of this 
Contract in a prominent position at the Contractor’s place of 
business.  The Contractor will also encourage its Subcontractors, if 
any, to post this poster in a prominent position in the Subcontractor’s 
place of business.  The County’s Department of Children and Family 
Services will supply the Contractor with the poster to be used.  
Information on how to receive the poster can be found on the 
Internet at www.babysafela.org. 

8.21 Contractor’s Charitable Activities Compliance 
 

The Supervision of Trustee and Fundraisers for Charitable 
Purposes Act regulates entities receiving or raising charitable 
contributions.  The “Nonprofit Integrity Act of 2004” (SB 1262, 
Chapter 919) increased Charitable Purposes Act requirements.  By 
requiring Contractors to complete the certification, Contract 
Attachment U, Charitable Contribution Certificate, the County seeks 
to ensure that all County Contractors which receive or raise 
charitable contributions comply with the California law in order to 
protect the County and its taxpayers.  A Contractor which receives 
or raises charitable contributions without complying with its 
obligations under California law commits a material breach 
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subjecting it to either Contract termination or debarment 
proceedings or both.  (County Code Chapter 2.202) 

 8.22 Contractor’s Warranty of Adherence to County’s Child Support 
Compliance Program  

8.22.1 The Contractor acknowledges that the County has 
established a goal of ensuring that all individuals who 
benefit financially from the County through Contract are in 
compliance with their court-ordered child, family and 
spousal support obligations in order to mitigate the 
economic burden otherwise imposed upon the County and 
its taxpayers. 

8.22.2 As required by the County’s Child Support Compliance 
Program (County Code Chapter 2.200) and without limiting 
the Contractor’s duty under this Contract to comply with all 
applicable provisions of law, the Contractor warrants that it 
is now in compliance and shall during the term of this 
Contract maintain in compliance with employment and wage 
 reporting requirements as required by the Federal Social 
Security Act (42 USC Section 653a) and California 
Unemployment Insurance Code Section 1088.5, and shall 
implement all lawfully served Wage and Earnings 
Withholding Orders or Child Support Services Department 
Notices of Wage and Earnings Assignment for Child, Family 
or Spousal Support, pursuant to Code of Civil Procedure 
Section 706.031 and Family Code Section 5246(b). 

8.23 County Quality Assurance Plan  

The County or its agent will evaluate the Contractor’s performance 
under this Contract on not less than an annual basis. Such 
evaluation will include assessing the Contractor’s compliance with all 
Contract terms and conditions and performance standards. 
Contractor deficiencies which the County determines are severe or 
continuing and that may place performance of the Contract in 
jeopardy if not corrected will be reported to the Board of Supervisors.  

The report will include improvement/corrective action measures 
taken by the County and the Contractor.  If improvement does not 
occur consistent with the corrective action measures, the County 
may terminate this Contract or impose other penalties as specified in 
this Contract. 
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 8.24 Damage to County Facilities, Building or Grounds 

8.24.1 The Contractor shall repair, or cause to be repaired, at its 
own cost, any and all damage to County facilities, buildings, 
or grounds caused by the Contractor or employees or 
agents of the Contractor.  Such repairs shall be made 
immediately after the Contractor has become aware of such 
damage, but in no event later than 30 days after the 
occurrence. 

8.24.2 If the Contractor fails to make timely repairs, County may 
make any necessary repairs.  All costs incurred by County, 
as determined by County, for such repairs shall be repaid by 
the Contractor by cash payment upon demand. 

8.25 Disputes 
 

Any disputes between the County and the Contractor regarding the 
performance of services reflected in this Contract shall be brought 
to the attention of the CCA.  If the CCA is not able to resolve the 
dispute, it shall be resolved by the County DPSS Director or his/her 
designee, and the Director's or his/her designee's decision shall be 
final. 
 

8.26 Disclosure of Information/Publicity 
 

Contractor shall not disclose any details in connection with this 
Contract to any party, except as may be otherwise provided herein 
or required by law.  However, in recognizing the Contractor’s need 
to identify its services and related clients to sustain itself, County 
will not inhibit the Contractor from publicizing its role under the 
Contract within the following conditions:  
 
8.26.1 Contractor shall develop all publicity material in a 

professional manner. 
 
8.26.2 During the course of performance on this Contract, the 

Contractor, its employees, agents, and Subcontractors shall 
not publish or disseminate commercial advertisements, 
press releases, opinions or feature articles, or other 
materials, using the name of the County without the prior 
written consent of the Director.  In no event shall the 
Contractor use any material which identifies any individual 
by name or picture as an applicant for or Participant of 
services provided by DPSS. 
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8.26.3 Contractor may, without prior written permission of the 
County, indicate in its proposals and sales materials that it 
has been awarded this Contract with the County of Los 
Angles, provided, however, that the requirements of this 
Section 8.26 shall apply. 

8.27 Employment Eligibility Verification  

8.27.1 The Contractor warrants that it fully complies with all 
Federal and State statutes and regulations regarding the 
employment of aliens and others and that all its employees 
performing work under this Contract meet the citizenship or 
alien status  requirements set forth in Federal and State 
statutes and regulations.  The Contractor shall obtain, from 
all employees performing work hereunder, all verification 
and other documentation of employment eligibility status 
required by Federal and State statutes and regulations 
including, but not limited to, the Immigration Reform and 
Control Act of 1986, (P.L. 99-603), or as they currently 
exist and as they may be hereafter amended.  The 
Contractor shall retain all such documentation for all 
covered employees for the period prescribed by law.  

 
8.27.2 The Contractor shall indemnify, defend, and hold harmless, 

the County, its agents, officers, and employees from 
employer sanctions and any other liability which may be 
assessed against the Contractor or the County or both in 
connection with any alleged violation of any Federal or 
State statutes or regulations pertaining to the eligibility for 
employment of any persons performing work under this 
Contract. 

8.28 Employee Safety 

The Contractor will assure that the Contractor’s employees: 
 

• Are covered by an effective Injury and Illness Prevention 
Program; and 

• Receive all required general and specific training on 
employee safety. 

8.29 Facsimile Representations 

The County and the Contractor hereby agree to regard facsimile 
representations of original signatures of authorized officers of each 
party, when appearing in appropriate places on the Amendments 
prepared pursuant to Subsection 8.6, and received via 
communications facilities, as legally sufficient evidence that such 
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original signatures have been affixed to Amendments to this 
Contract, such that the parties need not follow up facsimile    
transmissions of such documents with subsequent (non-facsimile) 
transmission of “original” versions of such documents. 

 8.30 Fair Labor Standards 

The Contractor shall comply with all applicable provisions of the 
Federal Fair Labor Standards Act and shall indemnify, defend, and 
hold harmless the County and its agents, officers, and employees 
from any and all liability, including, but not limited to, wages, 
overtime pay, liquidated damages, penalties, court costs, and 
attorneys' fees arising under any wage and hour law, including, but 
not limited to, the Federal Fair Labor Standards Act, for work 
performed by the Contractor’s employees for which the County may 
be found jointly or solely liable. 

8.31 Fiscal Accountability 
 

8.31.1 Accounting 
 

The Contractor shall establish and maintain on a current 
basis an adequate accounting system in accordance with 
generally accepted accounting principles and standards. The 
Contractor should maintain their accounting system on an 
accrual basis. 
 

8.31.2 Allegations of Fraud and/or Abuse 
 

In the event of allegations of fraud or abuse (fraud and 
abuse as defined in appropriate Case Record Storage and 
Retrieval services provisions and regulation), the County 
reserves the right to withhold ten percent (10%) of the 
contract amount or the amount of the final request for 
payment, whichever is greater, on a completed program until 
a determination is issued in writing by the County Contract 
Administrator that withheld funds should be released to the 
Contractor.  Such written determination shall not supersede 
or replace the final report. 

 
8.31.3 Commingling of Funds 
 

Funds paid pursuant to this Contract shall be used 
exclusively for services funded under this Contract and shall 
not be commingled with any other monies of the Contractor. 
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8.31.4 Contractor shall comply with Auditor Controller Contract 
Accounting and Administration Handbook.  
 

8.31.5 Disallowed Costs 
 

The County may withhold payments if the Contractor has 
failed to refund unspent funds or funds spent for disallowed 
costs relating to any DPSS contract that the Contractor has 
with the County.  The County shall require the Contractor to 
pay and the Contractor agrees to pay the full amount of the 
Contractor liability to the County or the State for such audit 
exceptions as were caused by the Contractor, upon demand 
by the County at any time after completion of the grievance 
procedures at the Contractor level.  The County shall notify 
the Contractor of any disallowed costs. 

 
8.31.6 Fiscal Policies/Procedures 
 

The Contractor shall be required to adhere to strict fiscal and 
accounting standards and must comply with Title 29 Code of 
Federal Regulation (CFR) Part 97 – Uniform Administrative 
Requirements for State and Local Governments and the 
applicable Office of Management and Budget (OMB) 
Circular(s), which may include but is not limited to, the Cost 
Principles of the Office of Management and Budget (OMB) 
Circular A-21 for Educational Institutions, OMB Circular A-87 
for State, Local and Indian Tribal Governments, OMB 
Circular A-122 for Non-profit Organizations, OMB circular A-
102 for Grants and Cooperative Agreements with State and 
Local Government agencies, OMB circular A-133 for Audits 
of State, Local Governments and Non-Profit Organizations. 
And OMB Circular A-110 for Uniform Administrative 
Requirements for Grants and Agreements with Institutions of 
Higher Education, hospitals, and other Non-profit 
Organizations. 

8.32 Force Majeure 

8.32.1 Neither party shall be liable for such party's failure to 
perform its obligations under and in accordance with this 
Contract, if such failure arises out of fires, floods, 
epidemics, quarantine restrictions, other natural 
occurrences, strikes, lockouts (other than a lockout by such 
party or any of such party's subcontractors), freight 
embargoes, or other similar events to those described 
above, but in every such case the failure to perform must 
be totally beyond the control and without any fault or 
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negligence of such party (such events are referred to in 
this sub-paragraph as "force majeure events").  

8.32.2 Notwithstanding the foregoing, a default by a subcontractor 
of Contractor shall not constitute a force majeure event, 
unless such default arises out of causes beyond the control 
of both Contractor and such subcontractor, and without any 
fault or negligence of either of them.  In such case, 
Contractor shall not be liable for failure to perform, unless 
the goods or services to be furnished by the subcontractor 
were obtainable from other sources in sufficient time to 
permit Contractor to meet the required performance 
schedule.  As used in this sub-paragraph, the term 
“subcontractor” and “subcontractors” mean subcontractors 
at any tier. 

8.32.3 In the event Contractor's failure to perform arises out of a 
force majeure event, Contractor agrees to use commercially 
reasonable best efforts to obtain goods or services from 
other sources, if applicable, and to otherwise mitigate the 
damages and reduce the delay caused by such force 
majeure event.   

8.33  Governing Law, Jurisdictions, and Venue  

 This Contract shall be governed by, and construed in accordance 
with, the laws of the State of California.  The Contractor agrees and 
consents to the exclusive jurisdiction of the courts of the State of 
California for all purposes regarding this Contract and further agrees 
and consents that venue of any action brought hereunder shall be 
exclusively in the County of Los Angeles. 

8.34 Independent Contractor Status 

 8.34.1   This Contract is by and between the County and the 
Contractor and is not intended, and shall not be construed, 
to create the relationship of agent, servant, employee, 
partnership, joint venture, or association, as between the 
County and the Contractor.  The employees and agents of 
one party shall not be, or be construed to be, the employees 
or agents of the other party for any purpose whatsoever. 

8.34.2 The Contractor shall be solely liable and responsible for 
providing to, or on behalf of, all persons performing work 
pursuant to this Contract all compensation and benefits. The 
County shall have no liability or responsibility for the 
payment of any salaries, wages, unemployment benefits, 
disability benefits, Federal, State, or local taxes, or other 
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compensation, benefits, or taxes for any personnel provided 
by or on behalf of the Contractor. 

8.34.3 The Contractor understands and agrees that all persons 
performing work pursuant to this Contract are, for purposes 
of Workers' Compensation liability, solely employees of the 
Contractor and not employees of the County.  The 
Contractor shall be solely liable and responsible for 
furnishing any and all Workers' Compensation benefits to 
any person as a result of any injuries arising from or 
connected with any work performed by or on behalf of the 
Contractor pursuant to this Contract. 

8.34.4 The Contractor shall adhere to the provisions stated in sub-
paragraph 7.6 - Confidentiality. 

8.35 Indemnification 

 The Contractor shall indemnify, defend and hold harmless the 
County, its Special Districts (“County Indemnities”), elected and 
appointed officers, employees, and agents from and against any 
and all liability, including but not limited to demands, claims, 
actions, fees, costs, and expenses (including attorney and expert 
witness fees), arising from or connected with the Contractor’s acts 
and/or omissions arising from and/or relating to this Contract, 
except for loss or damage arising from the sole negligence or willful 
misconduct of the County Indemnities.. 

8.36 General Provisions for All Insurance Coverage  

  Without limiting Contractor's indemnification of County, and in the 
performance of this Contract and until all of its obligations pursuant 
to this Contract have been met, Contractor shall provide and 
maintain at its own expense insurance coverage satisfying the 
requirements specified in Sections 8.36 and 8.37 of this Contract.  
These minimum insurance coverage terms, types and limits (the 
“Required Insurance”) also are in addition to and separate from any 
other contractual obligation imposed upon Contractor pursuant to 
this Contract.  The County in no way warrants that the Required 
Insurance is sufficient to protect the Contractor for liabilities which 
may arise from or relate to this Contract. 

8.36.1 Evidence of Coverage and Notice to County 

 Certificate(s) of insurance coverage (Certificate) 
satisfactory to County, and a copy of an Additional 
Insured endorsement confirming County and its Agents 
(defined below) has been given Insured status under 
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the Contractor’s General Liability policy, shall be 
delivered to County at the address shown below and 
provided prior to commencing services under this 
Contract.  

 Renewal Certificates shall be provided to County not 
less than ten days prior to Contractor’s policy expiration 
dates.  The County reserves the right to obtain 
complete, certified copies of any required Contractor 
and/or Sub-Contractor insurance policies at any time. 

 Certificates shall identify all Required Insurance 
coverage types and limits specified herein, reference 
this Contract by name or number, and be signed by an 
authorized representative of the insurer(s).  The Insured 
party named on the Certificate shall match the name of 
the Contractor identified as the contracting party in this 
Contract.  Certificates shall provide the full name of 
each insurer providing coverage, its NAIC (National 
Association of Insurance Commissioners) identification 
number, its financial rating, the amounts of any policy 
deductibles or self-insured retentions exceeding fifty 
thousand ($50,000.00) dollars, and list any County 
required endorsement forms. 

 Neither the County’s failure to obtain, nor the County’s 
receipt of, or failure to object to a non-complying 
insurance certificate or endorsement, or any other 
insurance documentation or information provided by the 
Contractor, its insurance broker(s) and/or insurer(s), 
shall be construed as a waiver of any of the Required 
Insurance provisions. 

Certificates and copies of any required endorsements shall 
be sent to: 

 County of Los Angeles 
Department of Public Social Services  
Contract Management Division 
12900 Crossroads Parkway South, East Annex 2nd Floor 
City of industry, CA 91746-3411  
Attention: County Contract Administrator.  

Contractor also shall promptly report to County any injury 
or property damage accident or incident, including any 
injury to a Contractor employee occurring on County 
property, and any loss, disappearance, destruction, 
misuse, or theft of County property, monies or securities 
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entrusted to Contractor.  Contractor also shall promptly 
notify County of any third party claim or suit filed against 
Contractor or any of its Sub-Contractors which arises from 
or relates to this Contract, and could result in the filing of a 
claim or lawsuit against Contractor and/or County.  

  8.36.2 Additional Insured Status and Scope of Coverage 

  The County of Los Angeles, its Special Districts, Elected 
Officials, Officers, Agents, Employees and Volunteers 
(collectively County and its Agents) shall be provided 
additional insured status under Contractor’s General 
Liability policy with respect to liability arising out of 
Contractor’s ongoing and completed operations performed 
on behalf of the County.  County and its Agents additional 
insured status shall apply with respect to liability and 
defense of suits arising out of the Contractor’s acts or 
omissions, whether such liability is attributable to the 
Contractor or to the County.  The full policy limits and 
scope of protection also shall apply to the County and its 
Agents as an additional insured, even if they exceed the 
County’s minimum Required Insurance specifications 
herein. Use of an automatic additional insured 
endorsement form is acceptable providing it satisfies the 
Required Insurance provisions herein. 

 8.36.3 Cancellation of or Changes in Insurance 

Contractor shall provide County with, or Contractor’s 
insurance policies shall contain a provision that County 
shall receive, written notice of cancellation or any change 
in Required Insurance, including insurer, limits of coverage, 
term of coverage or policy period.  The written notice shall 
be provided to County at least ten days in advance of 
cancellation for non-payment of premium and 30 days in 
advance for any other cancellation or policy change.  
Failure to provide written notice of cancellation or any 
change in Required Insurance may constitute a material 
breach of the Contract, in the sole discretion of the County, 
upon which the County may suspend or terminate this 
Contract.  
 

8.36.4 Failure to Maintain Insurance 
 

Contractor's failure to maintain or to provide acceptable 
evidence that it maintains the Required Insurance shall 
constitute a material breach of the Contract, upon which 
County immediately may withhold payments due to 
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Contractor, and/or suspend or terminate this Contract.  
County, at its sole discretion, may obtain damages from 
Contractor resulting from said breach.  Alternatively, the 
County may purchase the Required Insurance, and without 
further notice to Contractor, deduct the premium cost from 
sums due to Contractor or pursue Contractor 
reimbursement. 

 8.36.5 Insurer Financial Ratings 

 Coverage shall be placed with insurers acceptable to the 
County with A.M. Best ratings of not less than A:VII unless 
otherwise approved by County. 

8.36.6  Contractor’s Insurance Shall Be Primary 

  Contractor’s insurance policies, with respect to any claims 
related to this Contract, shall be primary with respect to all 
other sources of coverage available to Contractor.  Any 
County maintained insurance or self-insurance coverage 
shall be in excess of and not contribute to any Contractor 
coverage. 

  8.36.7 Waivers of Subrogation 

To the fullest extent permitted by law, the Contractor 
hereby waives its rights and its insurer(s)’ rights of 
recovery against County under all the Required Insurance 
for any loss arising from or relating to this Contract.  The 
Contractor shall require its insurers to execute any waiver 
of subrogation endorsements which may be necessary to 
effect such waiver. 

  8.36.8  Sub-Contractor Insurance Coverage Requirements 

   Contractor shall include all Sub-Contractors as insureds 
under Contractor’s own policies, or shall provide County 
with each Sub-Contractor’s separate evidence of insurance 
coverage.  Contractor shall be responsible for verifying 
each Sub-Contractor complies with the Required Insurance 
provisions herein, and shall require that each Sub-
Contractor name the County and Contractor as additional 
insureds on the Sub-Contractor’s General Liability policy.  
Contractor shall obtain County’s prior review and approval 
of any Sub-Contractor request for modification of the 
Required Insurance. 
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  8.36.9 Deductibles and Self-Insured Retentions (SIRs) 

   Contractor’s policies shall not obligate the County to pay 
any portion of any Contractor deductible or SIR.  The 
County retains the right to require Contractor to reduce or 
eliminate policy deductibles and SIRs as respects the 
County, or to provide a bond guaranteeing Contractor’s 
payment of all deductibles and SIRs, including all related 
claims investigation, administration and defense expenses.  
Such bond shall be executed by a corporate surety 
licensed to transact business in the State of California.  

  8.36.10 Claims Made Coverage 

If any part of the Required Insurance is written on a claims 
made basis, any policy retroactive date shall precede the 
effective date of this Contract.  Contractor understands and 
agrees it shall maintain such coverage for a period of not 
less than three years following Contract expiration, 
termination or cancellation. 

  8.36.11 Application of Excess Liability Coverage 

   Contractors may use a combination of primary, and excess 
insurance policies which provide coverage as broad as the 
underlying primary policies, to satisfy the Required 
Insurance provisions.   

  8.36.12 Separation of Insureds 

All liability policies shall provide cross-liability coverage as 
would be afforded by the standard ISO (Insurance Services 
Office, Inc.) separation of insureds provision with no 
insured versus insured exclusions or limitations. 

  8.36.13 Alternative Risk Financing Programs 

  The County reserves the right to review, and then approve, 
Contractor use of self-insurance, risk retention groups, risk 
purchasing groups, pooling arrangements and captive 
insurance to satisfy the Required Insurance provisions.  
The County and its Agents shall be designated as an 
Additional Covered Party under any approved program. 
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 8.36.14 County Review and Approval of Insurance 
Requirements 

 The County reserves the right to review and adjust the 
Required Insurance provisions, conditioned upon County’s 
determination of changes in risk exposures. 

8.37 Insurance Coverage    

8.37.1 Commercial General Liability insurance (providing scope 
of coverage equivalent to ISO policy form CG 00 01), 
naming County and its Agents as an additional insured, 
with limits of not less than: 

 General Aggregate:     $2 million 

 Products/Completed Operations Aggregate: $1 million 

 Personal and Advertising Injury:   $1 million 

 Each Occurrence:     $1 million 

  8.37.2 Automobile Liability insurance (providing scope of 
coverage equivalent to ISO policy form CA 00 01) with 
limits of not less than $1 million for bodily injury and 
property damage, in combined or equivalent split limits, for 
each single accident.  Insurance shall cover liability arising 
out of Contractor’s use of autos pursuant to this Contract, 
including owned, leased, hired, and/or non-owned autos, 
as each may be applicable. 

  8.37.3 Workers Compensation and Employers’ Liability 
insurance or qualified self-insurance satisfying statutory 
requirements, which includes Employers’ Liability coverage 
with limits of not less than $1 million per accident. If 
Contractor will provide leased employees, or, is an 
employee leasing or temporary staffing firm or a 
professional employer organization (PEO), coverage also 
shall include an Alternate Employer Endorsement 
(providing scope of coverage equivalent to ISO policy form 
WC 00 03 01 A) naming the County as the Alternate 
Employer, and the endorsement form shall be modified to 
provide that County will receive not less than 30 days 
advance written notice of cancellation of this coverage 
provision.  If applicable to Contractor’s operations, 
coverage also shall be arranged to satisfy the requirements 
of any federal workers or workmen’s compensation law or 
any federal occupational disease law. 
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8.37.4 Unique Insurance Coverage 

 Professional Liability/Errors and Omissions 

Insurance covering Contractor’s liability arising from 
or related to this Contract, with limits of not less than 
$1 million per claim and $2 million aggregate.  
Further, Contractor understands and agrees it shall 
maintain such coverage for a period of not less than 
three years following this Agreement’s expiration, 
termination or cancellation.   

 Property Coverage 

 Contractors given exclusive use of County owned or 
leased property shall carry property coverage at least 
as broad as that provided by the ISO special causes 
of loss (ISO policy form CP 10 30) form.  The County 
and its Agents shall be named as an Additional 
Insured and Loss Payee on Contractor’s insurance as 
its interests may appear.  Automobiles and mobile 
equipment shall be insured for their actual cash value. 
Real property and all other personal property shall be 
insured for their full replacement value.   

 Miscellaneous Coverage 

Garage, Builder’s Risk, Installation Floater, Owners 
and Contractors Protective Liability, Pollution 
(Environmental) Liability, Asbestos Liability, Railroad 
Protective Liability, Earthquake, Flood, Terrorism, 
Motor Truck Cargo Liability, Equipment Breakdown, 
Aircraft Liability, Marine Protection and Indemnity, 
Fine Art, Fiduciary.   

 8.38 Liquidated Damages 

 8.38.1 If, in the judgment of the Department Head, or his/her 
designee, the Contractor is deemed to be non-compliant 
with the terms and obligations assumed hereby, the 
Department Head, or his/her designee, at his/her option, in 
addition to, or in lieu of, other remedies provided herein, 
may withhold the entire monthly payment or deduct pro 
rata from the Contractor’s invoice for work not performed.  
A description of the work not performed and the amount to 
be withheld or deducted from payments to the Contractor 
from the County, will be forwarded to the Contractor by the 
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Department Head, or his/her designee, in a written notice 
describing the reasons for said action. 

 8.38.2 If the Department Head, or his/her designee, determines 
that there are deficiencies in the performance of this 
Contract that the Department Head, or his/her designee, 
deems are correctable by the Contractor over a certain 
time span, the Department Head, or his/her designee, will 
provide a written notice to the Contractor to correct the 
deficiency within specified time frames.  Should the 
Contractor fail to correct deficiencies within said time 
frame, the Department Head, or his/her designee, may:  

(a) Deduct from the Contractor’s payment, pro rata, those 
applicable portions of the Monthly Contract Rates; 
and/or  

(b) Deduct liquidated damages.  The parties agree that it 
will be impracticable or extremely difficult to fix the 
extent of actual damages resulting from the failure of 
the Contractor to correct a deficiency within the 
specified time frame.  The parties hereby agree that 
under the current circumstances a reasonable estimate 
of such damages shall be that which is specified in this 
Contract, the Statement of Work and Attachment B-1, 
Performance Requirements Summary (PRS) Chart, and 
that the Contractor shall be liable to the County for 
liquidated damages in said amount.  Said amount shall 
be deducted from the County’s payment to the 
Contractor; and/or 

(c) Upon giving five days’ notice to the Contractor for 
failure to correct the deficiencies, the County may 
correct any and all deficiencies and the total costs 
incurred by the County for completion of the work by an 
alternate source, whether it be County forces or 
separate private contractor, will be deducted and 
forfeited from the payment to the Contractor from the 
County, as determined by the County. 

 8.38.3 The action noted in sub-paragraph 8.38.2 shall not be 
construed as a penalty, but as adjustment of payment to 
the Contractor to recover the County cost due to the failure 
of the Contractor to complete or comply with the provisions 
of this Contract.  

 8.38.4 This sub-paragraph shall not, in any manner, restrict or 
limit the County’s right to damages for any breach of this 
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Contract provided by law or as specified in the PRS or sub-
paragraph 8.38.2, and shall not, in any manner, restrict or 
limit the County’s right to terminate this Contract as agreed 
to herein. 

 8.39 Most Favored Public Entity 

  If the Contractor’s prices decline, or should the Contractor at any 
time during the term of this Contract provide the same goods or 
services under similar quantity and delivery conditions to the State of 
California or any county, municipality, or district of the State at prices 
below those set forth in this Contract, then such lower prices shall be 
immediately extended to the County. 

 8.40 Nondiscrimination and Affirmative Action 

 8.40.1 The Contractor certifies and agrees that all persons 
employed by it, its affiliates, subsidiaries, or holding 
companies are and shall be treated equally without regard 
to or because of race, color, religion, ancestry, national 
origin, sex, age, physical or mental disability, marital status, 
or political affiliation, in compliance with all applicable 
Federal and State anti-discrimination laws and regulations. 

 8.40.2 The Contractor shall certify to, and comply with, the 
provisions of Attachment O, Contractor’s EEO Certification. 

 8.40.3 The Contractor shall take affirmative action to ensure that 
applicants are employed, and that employees are treated 
during employment, without regard to race, color, religion, 
ancestry, national origin, sex, age, physical or mental 
disability, marital status, or political affiliation, in compliance 
with all applicable Federal and State anti-discrimination laws 
and regulations.  Such action shall include, but is not limited 
to: employment, upgrading, demotion, transfer, recruitment 
or recruitment advertising, layoff or termination, rates of pay 
or other forms of compensation, and selection for training, 
including apprenticeship. 

 8.40.4 The Contractor certifies and agrees that it will deal with its 
subcontractors, bidders, or vendors without regard to or 
because of race, color, religion, ancestry, national origin, 
sex, age, physical or mental disability, marital status, or 
political affiliation. 

 8.40.5 The Contractor certifies and agrees that it, its affiliates, 
subsidiaries, or holding companies shall comply with all 
applicable Federal and State laws and regulations to the 
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end that no person shall, on the grounds of race, color, 
religion, ancestry, national origin, sex, age, physical or 
mental disability, marital status, or political affiliation, be 
excluded from participation in, be denied the benefits of, or 
be otherwise subjected to discrimination under this 
Contract or under any project, program, or activity 
supported by this Contract. 

 8.40.6 The Contractor shall allow County representatives access to 
the Contractor’s employment records during regular 
business hours to verify compliance with the provisions of 
this sub-paragraph 8.40 when so requested by the County. 

 8.40.7 If the County finds that any provisions of this sub-
paragraph 8.40 have been violated, such violation shall 
constitute a material breach of this Contract upon which 
the County may terminate or suspend this Contract. While 
 the County reserves the right to determine independently 
that the anti-discrimination provisions of this Contract have 
been violated, in addition, a determination by the California 
Fair Employment and Housing Commission or the Federal 
Equal Employment Opportunity Commission that the 
Contractor has violated Federal or State anti-discrimination 
laws or regulations shall constitute a finding by the County 
that the Contractor has violated the anti-discrimination 
provisions of this Contract. 

 8.40.8 The parties agree that in the event the Contractor violates 
any of the anti-discrimination provisions of this Contract, the 
County shall, at its sole option, be entitled to the sum of Five 
Hundred Dollars ($500) for each such violation pursuant to 
California Civil Code Section 1671 as liquidated damages in 
lieu of terminating or suspending this Contract. 

 8.41 Non Exclusivity  

 Nothing herein is intended nor shall be construed as creating any 
exclusive arrangement with the Contractor.  This Contract shall not 
restrict (Department) from acquiring similar, equal or like goods 
and/or services from other entities or sources. 

 8.42 Notice of Delays 

 Except as otherwise provided under this Contract, when either party 
has knowledge that any actual or potential situation is delaying or 
threatens to delay the timely performance of this Contract, that party 
shall, within one (1) business day, give notice thereof, including all 
relevant information with respect thereto, to the other party. 
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8.43 Notice of Disputes 

 The Contractor shall bring to the attention of the County’s Contract 
Administrator and/or County’s Contract Director any dispute between 
the County and the Contractor regarding the performance of services 
as stated in this Contract.  If the County’s Contract Administrator or 
County’s Contract Director is not able to resolve the dispute, the 
(Department Head), or designee shall resolve it. 

8.44 Notice to Employees Regarding the Federal  
 Earned Income Credit 

The Contractor shall notify its employees, and shall require each 
Subcontractor to notify its employees, that they may be eligible for 
the Federal Earned Income Credit under the federal income tax 
laws.  Such notice shall be provided in accordance with the 
requirements set forth in Internal Revenue Service Notice No. 
1015. 

8.45 Notice to Employees Regarding the Safely Surrendered Baby 
Law 

  The Contractor shall notify and provide to its employees, and shall 
require each Subcontractor to notify and provide to its employees, a 
fact sheet regarding the Safely Surrendered Baby Law, its 
implementation in Los Angeles County, and where and how to 
safely surrender a baby.  The fact sheet is set forth in Attachment G 
of this Contract and is also available on the Internet at 
www.babysafela.org for printing purposes. 

8.46 Notices 

 All notices or demands required or permitted to be given or made 
under this Contract shall be in writing and shall be hand delivered 
with signed receipt or mailed by first-class registered or certified mail, 
postage prepaid, addressed to the parties as identified in Attachment 
S, County’s Administration and Attachment T, Contractor’s 
Administration.  Addresses may be changed by either party giving 
ten days' prior written notice thereof to the other party.  The 
(Department Head, or his/her designee) shall have the authority to 
issue all notices or demands required or permitted by the County 
under this Contract. 

8.47 Prohibition Against Inducement to Persuasion  

 Notwithstanding the above, the Contractor and the County agree 
that, during the term of this Contract and for a period of one year 
thereafter, neither party shall in any way intentionally induce or 
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persuade any employee of one party to become an employee or 
agent of the other party. No bar exists against any hiring action 
initiated through a public announcement. 

8.48 Public Records Act  

 8.48.1 Any documents submitted by the Contractor; all information 
obtained in connection with the County’s right to audit and 
inspect the Contractor’s documents, books, and accounting 
records pursuant to Subsection 8.50 - Record Retention and 
Inspection/Audit Settlement of this Contract; as well as 
those documents which were required to be submitted in 
response to the Request for Proposals (RFP) used in the 
solicitation process for this Contract, become the exclusive 
property of the County.  All such documents become a 
matter of public record and shall be regarded as public 
records.  Exceptions will be those elements in the California 
Government Code Section 6250 et seq. (Public Records 
Act) and which are marked “trade secret”, “confidential”, or 
“proprietary”.  The County shall not in any way be liable or 
responsible for the disclosure of any such records including, 
without limitation, those so marked, if disclosure is required 
by law, or by an order issued by a court of competent 
jurisdiction. 

8.48.2 In the event the County is required to defend an action on a 
Public Records Act request for any of the aforementioned 
documents, information, books, records, and/or contents of 
a proposal marked “trade secret”, “confidential”, or 
“proprietary”, the Contractor agrees to defend and indemnify 
the County from all costs and expenses, including 
reasonable attorney’s fees, in action or liability arising under 
the Public Records Act. 

8.49 Publicity  

 8.49.1 The Contractor shall not disclose any details in connection 
with this Contract to any person or entity except as may be 
otherwise provided hereunder or required by law.  However, 
in recognizing the Contractor’s need to identify its services 
and related clients to sustain itself, the County shall not 
inhibit the Contractor from publishing its role under this 
Contract within the following conditions: 

 The Contractor shall develop all publicity material in a 
professional manner; and 
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 During the term of this Contract, the Contractor shall 
not, and shall not authorize another to, publish or 
disseminate any commercial advertisements, press 
releases, feature articles, or other materials using the 
name of the County without the prior written consent of 
the County’s Project Director.  The County shall not 
unreasonably withhold written consent. 

8.49.2 The Contractor may, without the prior written consent of 
County, indicate in its proposals and sales materials that it 
has been awarded this Contract with the County of 
Los Angeles, provided that the requirements of this sub-
paragraph 8.49 shall apply. 

8.50 Record Retention and Inspection/Audit Settlement 

The Contractor shall maintain accurate and complete financial 
records of its activities and operations relating to this Contract in 
accordance with generally accepted accounting principles. The 
Contractor shall also maintain accurate and complete employment 
and other records relating to its performance of this Contract. The 
Contractor agrees that any State or federal agencies and the 
County, or its authorized representatives, shall have access to and 
the right to examine, audit, excerpt, copy, or transcribe any pertinent 
transaction, activity, or record relating to this Contract.  All such 
material, including, but not limited to, all financial records, bank 
statements, cancelled checks or other proof of payment, timecards, 
sign-in/sign-out sheets and other time and employment records, and 
proprietary data and information, shall be kept and maintained by the 
Contractor and shall be made available to the County during the 
term of this Contract and for a period of five years thereafter unless 
the County’s written permission is given to dispose of any such 
material prior to such time.  All such material shall be maintained by 
the Contractor at a location in Los Angeles County, provided that if 
any such material is located outside Los Angeles County, then, at 
the County’s option, the Contractor shall pay the County for travel, 
per diem, and other costs incurred by the County to examine, audit, 
excerpt, copy, or transcribe such material at such other location. 

 8.50.1 In the event that an audit of the Contractor is conducted 
specifically regarding this Contract by any Federal or State 
auditor, or by any auditor or accountant employed by the 
Contractor or otherwise, then the Contractor shall file a copy 
of such audit report with the County’s Auditor-Controller 
within 30 days of the Contractor’s receipt thereof, unless 
otherwise provided by applicable Federal or State law or 
under this Contract.  Subject to applicable law, the County 
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shall make a reasonable effort to maintain the confidentiality 
of such audit report(s). 

8.50.2 Failure on the part of the Contractor to comply with any of 
the provisions of this sub-paragraph 8.50 shall constitute a 
material breach of this Contract upon which the County may 
terminate or suspend this Contract. 

8.50.3 If, at any time during the term of this Contract or within five 
years after the expiration or termination of this Contract, 
representatives of the County conduct an audit of the 
Contractor regarding the work performed under this 
Contract, and if such audit finds that the County’s dollar 
liability for any such work is less than payments made by 
the County to the Contractor, then the difference shall be 
either: a) repaid by the Contractor to the County by cash 
payment upon demand or b) at the sole option of the 
County’s Auditor-Controller, deducted from any amounts 
due to the Contractor from the County, whether under this 
Contract or otherwise.  If such audit finds that the County’s 
dollar liability for such work is more than the payments 
made by the County to the Contractor, then the difference 
shall be paid to the Contractor by the County by cash 
payment, provided that in no event shall the County’s 
maximum obligation for this Contract exceed the funds 
appropriated by the County for the purpose of this Contract. 

8.51 Recycled Bond Paper 

Consistent with the Board of Supervisors’ policy to reduce the 
amount of solid waste deposited at the County landfills, the 
Contractor agrees to use recycled-content paper to the maximum 
extent possible on this Contract. 

 8.52 Subcontracting  

 8.52.1 The requirements of this Contract may not be subcontracted 
by the Contractor without the advance approval of the 
County for the purposes of this sub-paragraph, County 
advance approval shall require a written Amendment to this 
Contract, which is formally approved and executed by the 
parties, prior to any work being done by subcontractor.  Any 
attempt by the Contractor to subcontract without the prior 
consent of the County may be deemed a material breach of 
this Contract. 

 8.52.2 If the Contractor desires to subcontract, the Contractor shall 
provide the following information promptly at the County’s 
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request: 

 A description of the work to be performed by the 
Subcontractor; 

 A draft copy of the proposed subcontract; and 

 Other pertinent information and/or certifications 
requested by the County. 

 8.52.3 The Contractor shall indemnify and hold the County 
harmless with respect to the activities of each and every 
Subcontractor in the same manner and to the same degree 
as if such Subcontractor(s) were the Contractor employees. 

 8.52.4 The Contractor shall remain fully responsible for all 
performances required of it under this Contract, including 
those that the Contractor has determined to subcontract, 
notwithstanding the County’s approval of the Contractor’s 
proposed subcontract. 

 8.52.5 The County’s consent to subcontract shall not waive the 
County’s right to prior and continuing approval of any and all 
personnel, including Subcontractor employees, providing 
services under this Contract.  The Contractor is responsible 
to notify its Subcontractors of this County right. 

 8.52.6 The County’s Contract Director is authorized to act for and 
on behalf of the County with respect to approval of any 
subcontract and Subcontractor employees.  After approval 
of the subcontract by the County, Contractor shall forward a 
fully executed subcontract to the County for their files. 

 8.52.7 The Contractor shall be solely liable and responsible for all 
payments or other compensation to all Subcontractors and 
their officers, employees, agents, and successors in interest 
arising through services performed hereunder, 
notwithstanding the County’s consent to subcontract. 

 8.52.8 The Contractor shall obtain certificates of insurance, which 
establish that the Subcontractor maintains all the programs 
of insurance required by the County from each approved 
Subcontractor.  The Contractor shall ensure delivery of all 
such documents to: 

County of Los Angeles 
Department of Public Social Services  
Contract Management Division 
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12900 Crossroads Parkway South, East Annex 2nd Floor 
City of industry, CA 91746-3411  

Attn: County Contract Administrator, (Attachment S) 

  before any Subcontractor employee may perform any work 
hereunder. 

8.52.9 In the event that the County consents to subcontracting, 
Contractor shall include in all subcontracts, the following 
provision:  “This contract is a subcontract under the terms of 
a prime contract with the County of Los Angeles.  All 
representations and warranties shall inure to the benefit of 
the County of Los Angeles.” 

8.53 Termination For Breach Of Warranty To Maintain Compliance 
With County’s Child Support Compliance Program 

Failure of the Contractor to maintain compliance with the 
requirements set forth in sub-paragraph 8.22 - Contractor’s Warranty 
of Adherence to County’s Child Support Compliance Program, shall 
constitute default under this Contract.  Without limiting the rights and 
remedies available to the County under any other provision of this 
Contract, failure of the Contractor to cure such default within 90 
calendar days of written notice shall be grounds upon which the 
County may terminate this Contract pursuant to sub-paragraph 8.55 
- Termination for Default and pursue debarment of the Contractor, 
pursuant to County Code Chapter 2.202. 

8.54 Termination for Convenience  

8.54.1 This Contract may be terminated, in whole or in part, from 
time to time, when such action is deemed by the County, in 
its sole discretion, to be in its best interest.  Termination of 
work hereunder shall be effected by notice of termination to 
the Contractor specifying the extent to which performance of 
work is terminated and the date upon which such 
termination becomes effective.  The date upon which such 
termination becomes effective shall be no less than ten days 
after the notice is sent. 

8.54.2 After receipt of a notice of termination and except as 
otherwise directed by the County, the Contractor shall:  

 Stop work under this Contract on the date and to the 
extent specified in such notice, and  

 Complete performance of such part of the work as shall 
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not have been terminated by such notice. 

8.54.3 All material including books, records, documents, or other 
evidence bearing on the costs and expenses of the 
Contractor under this Contract shall be maintained by the 
Contractor in accordance with sub-paragraph 8.50, Record 
Retention AND Inspection/Audit Settlement. 

8.55 Termination For Default 

8.55.1 The County may, by written notice to the Contractor, 
terminate the whole or any part of this Contract, if, in the 
judgment of County’s Project Director: 

 Contractor has materially breached this Contract; or 

 Contractor fails to timely provide and/or satisfactorily 
perform any task, deliverable, service, or other work 
required either under this Contract; or 

 Contractor fails to demonstrate a high probability of 
timely fulfillment of performance requirements under this 
Contract, or of any obligations of this Contract and in 
either case, fails to demonstrate convincing progress 
toward a cure within five working days (or such longer 
period as the County may authorize in writing) after 
receipt of written notice from the County specifying such 
failure. 

8.55.2 In the event that the County terminates this Contract in 
whole or in part as provided in sub-paragraph 8.55.1, the 
County may procure, upon such terms and in such manner 
as the County may deem appropriate, goods and services 
similar to those so terminated.  The Contractor shall be 
liable to the County for any and all excess costs incurred by 
the County, as determined by the County, for such similar 
goods and services.  The Contractor shall continue the 
performance of this Contract to the extent not terminated 
under the provisions of this sub-paragraph. 

8.55.3 Except with respect to defaults of any Subcontractor, the 
Contractor shall not be liable for any such excess costs of 
the type identified in sub-paragraph 8.55.2 if its failure to 
perform this Contract arises out of causes beyond the 
control and without the fault or negligence of the Contractor.  
Such causes may include, but are not limited to:  acts of 
God or of the public enemy, acts of the County in either its 
sovereign or contractual capacity, acts of Federal or State 
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governments in their sovereign capacities, fires, floods, 
epidemics, quarantine restrictions, strikes, freight 
embargoes, and unusually severe weather; but in every 
case, the failure to perform must be beyond the control and 
without the fault or negligence of the Contractor.  If the 
failure to perform is caused by the default of a 
Subcontractor, and if such default arises out of causes 
beyond the control of both the Contractor and 
Subcontractor, and without the fault or negligence of either 
of them, the Contractor shall not be liable for any such 
excess costs for failure to perform, unless the goods or 
services to be furnished by the Subcontractor were 
obtainable from other sources in sufficient time to permit the 
Contractor to meet the required performance schedule. As 
used in this sub-paragraph, the term "Subcontractor(s)" 
means Subcontractor(s) at any tier. 

8.55.4 If, after the County has given notice of termination under the 
provisions of this sub-paragraph 8.55, it is determined by 
the County that the Contractor was not in default under the 
provisions of this sub-paragraph 8.55, or that the default 
was excusable under the provisions of sub-
paragraph 8.56.3, the rights and obligations of the parties 
shall be the same as if the notice of termination had been 
issued pursuant to sub-paragraph 8.54 - Termination for 
Convenience. 

8.55.5 The rights and remedies of the County provided in this sub-
paragraph 8.55 shall not be exclusive and are in addition to 
any other rights and remedies provided by law or under this 
Contract. 

8.56 Termination For Improper Consideration 

8.56.1 The County may, by written notice to the Contractor, 
immediately terminate the right of the Contractor to proceed 
under this Contract if it is found that consideration, in any 
form, was offered or given by the Contractor, either directly 
or through an intermediary, to any County officer, employee, 
or agent with the intent of securing this Contract or securing 
favorable treatment with respect to the award, amendment, 
or extension of this Contract or the making of any 
determinations with respect to the Contractor’s performance 
pursuant to this Contract.  In the event of such termination, 
the County shall be entitled to pursue the same remedies 
against the Contractor as it could pursue in the event of 
default by the Contractor. 
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8.56.2 The Contractor shall immediately report any attempt by a 
County officer or employee to solicit such improper 
consideration.  The report shall be made either to the 
County manager charged with the supervision of the 
employee or to the County Auditor-Controller's Employee 
Fraud Hotline at (800) 544-6861. 

8.56.3 Among other items, such improper consideration may take 
the form of cash, discounts, service, the provision of travel 
or entertainment, or tangible gifts. 

8.57 Termination For Insolvency 

8.57.1 The County may terminate this Contract forthwith in the 
event of the occurrence of any of the following: 

 Insolvency of the Contractor.  The Contractor shall be 
deemed to be insolvent if it has ceased to pay its debts 
for at least 60 days in the ordinary course of business or 
cannot pay its debts as they become due, whether or not 
a petition has been filed under the Federal Bankruptcy 
Code and whether or not the Contractor is insolvent 
within the meaning of the Federal Bankruptcy Code; 

 The filing of a voluntary or involuntary petition regarding 
the Contractor under the Federal Bankruptcy Code; 

 The appointment of a Receiver or Trustee for the 
Contractor; or 

 The execution by the Contractor of a general assignment 
for the benefit of creditors. 

 8.57.2 The rights and remedies of the County provided in this sub-
paragraph 8.57 shall not be exclusive and are in addition to 
any other rights and remedies provided by law or under this 
Contract. 

8.58 Termination For Non-Adherence to County Lobbyist Ordinance  

 The Contractor, and each County Lobbyist or County Lobbying firm 
as defined in County Code Section 2.160.010 retained by the 
Contractor, shall fully comply with the County’s Lobbyist Ordinance, 
County Code Chapter 2.160. Failure on the part of the Contractor or 
any County Lobbyist or County Lobbying firm retained by the 
Contractor to fully comply with the County’s Lobbyist Ordinance shall 
constitute a material breach of this Contract,  upon  which the County 
may in its sole discretion, immediately terminate or suspend this 
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Contract. 

 8.59 Termination For Non-Appropriation of Funds  

Notwithstanding any other provision of this Contract, the County shall 
not be obligated for the Contractor’s performance hereunder or by 
any provision of this Contract during any of the County’s future fiscal 
years unless and until the County’s Board of Supervisors 
appropriates funds for this Contract in the County’s Budget for each 
such future fiscal year.  In the event that funds are not appropriated 
for this Contract, then this Contract shall terminate as of June 30 of 
the last fiscal year for which funds were appropriated.  The County 
shall notify the Contractor in writing of any such non-allocation of 
funds at the earliest possible date. 

 8.60 Validity 

 If any provision of this Contract or the application thereof to any 
person or circumstance is held invalid, the remainder of this Contract 
and the application of such provision to other persons or 
circumstances shall not be affected thereby. 

 8.61 Waiver 

 No waiver by the County of any breach of any provision of this 
Contract shall constitute a waiver of any other breach or of such 
provision.  Failure of the County to enforce at any time, or from time 
to time, any provision of this Contract shall not be construed as a 
waiver thereof.  The rights and remedies set forth in this sub-
paragraph 8.61 shall not be exclusive and are in addition to any 
other rights and remedies provided by law or under this Contract. 

 8.62 Warranty Against Contingent Fees  

 8.62.1 The Contractor warrants that no person or selling agency 
has been employed or retained to solicit or secure this 
Contract upon any Contract or understanding for a 
commission, percentage, brokerage, or contingent fee, 
excepting bona fide employees or bona fide established 
commercial or selling agencies maintained by the 
Contractor for the purpose of securing business. 

8.62.2 For breach of this warranty, the County shall have the right 
to terminate this Contract and, at its sole discretion, deduct 
from the Contract price or consideration, or otherwise 
recover, the full amount of such commission, percentage, 
brokerage, or contingent fee. 
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8.63 Warranty Of Compliance With County’s Defaulted Property Tax 
Reduction Program 

 
Contractor acknowledges that County has established a goal of 
ensuring that all individuals and businesses that benefit financially 
from County through contract are current in paying their property 
tax obligations (secured and unsecured roll) in order to mitigate the 
economic burden otherwise imposed upon County and its 
taxpayers. 
 
Unless Contractor qualifies for an exemption or exclusion, 
Contractor warrants and certifies that to the best of its knowledge it 
is now in compliance, and during the term of this contract will 
maintain compliance, with Los Angeles County Code Chapter 
2.206.  
 

8.64 Termination For Breach Of Warranty To Maintain Compliance 
With County’s Defaulted Property Tax Reduction Program  

Failure of Contractor to maintain compliance with the requirements 
set forth in Paragraph 8.63 "Warranty of Compliance with County’s 
Defaulted Property Tax Reduction Program” shall constitute default 
under this contract. Without limiting the rights and remedies 
available to County under any other provision of this contract, 
failure of Contractor to cure such default within ten days of notice 
shall be grounds upon which County may terminate this contract 
and/or pursue debarment of Contractor, pursuant to County Code 
Chapter 2.206. 

8.65 Shred Confidential Documents 
 
Contractor shall ensure that all confidential documents/papers, as 
defined under State law, including but not limited to Welfare & 
Institution Code sections 10850 and 17006, relating to this Contract 
must be shredded and not put in trash containers when Contractor 
disposes of these documents/papers.  All documents/papers to be 
shredded are to be placed in a locked or secured container/bin/box 
and labeled “shred” until they are destroyed.  No confidential 
documents/papers are to be recycled. 

 Documents for record and retention purposes in accordance with 
Section 8.50 of this Contract are to be maintained for a period of 
five years or longer if required by law 
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9.0 UNIQUE TERMS AND CONDITIONS 

9.1 Contractor’s Obligations As A “Business Associate” Under 
Health Insurance Portability And Accountability Act Of 1996 
(HIPAA) And The Health Information Technology For 
Economic And Clinical Health Act (HITECH) 

 The County is subject to the Administrative Simplification 
requirements of the Health Insurance Portability and Accountability 
Act of 1996 (HIPAA).  Under this Contract, the Contractor provides 
services to the County and the Contractor receives, has access to, 
and/or creates Protected Health Information as defined in 
Attachment K in order to provide those services.  The County and 
the Contractor therefore agree to the terms of Attachment K, 
Contractor’s Obligations As a “Business Associate” Under Health 
Insurance Portability and Accountability Act of 1996 (HIPAA) and 
the Health Information Technology for Economic and Clinical 
Health Act (HITECH) (Business Associate Agreement). 

9.2 Local Small Business Enterprise (SBE) Preference Program 

9.2.1 This Contract is subject to the provisions of the County’s 
ordinance entitled Local Small Business Enterprise 
Preference Program, as codified in Chapter 2.204 of the 
Los Angeles County Code. 

9.2.2 The Contractor shall not knowingly and with the intent to 
defraud, fraudulently obtain, retain, attempt to obtain or 
retain, or aid another in fraudulently obtaining or retaining 
or attempting to obtain or retain certification as a Local 
Small Business Enterprise. 

9.2.3 The Contractor shall not willfully and knowingly make a 
false statement with the intent to defraud, whether by 
affidavit, report, or other representation, to a County official 
or employee for the purpose of influencing the certification 
or denial of certification of any entity as a Local Small 
Business Enterprise. 

9.2.4 If the Contractor has obtained certification as a Local Small 
Business Enterprise by reason of having furnished 
incorrect supporting information or by reason of having 
withheld information, and which knew, or should have 
known, the information furnished was incorrect or the 
information withheld was relevant to its request for 
certification, and which by reason of such certification has 
been awarded this contract to which it would not otherwise 
have been entitled, shall: 
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1. Pay to the County any difference between the contract 
amount and what the County’s costs would have been if 
the contract had been properly awarded; 

2. In addition to the amount described in subdivision (1), 
be assessed a penalty in an amount of not more than 
10 percent of the amount of the contract; and 

3. Be subject to the provisions of Chapter 2.202 of the Los 
Angeles County Code (Determinations of Contractor 
Non-responsibility and Contractor Debarment). 

The above penalties shall also apply to any business that 
has previously obtained proper certification, however, as a 
result of a change in their status would no longer be 
eligible for certification, and fails to notify the state and 
Internal Services Department of this information prior to 
responding to a solicitation or accepting a contract award. 

9.3 Ownership Of Materials, Software And Copyright 

 9.3.1 County shall be the sole owner of all right, title and interest, 
including copyright, in and to all software, plans, diagrams, 
facilities, and tools (hereafter "materials") which are 
originated or created through the Contractor’s work 
pursuant to this Contract.  The Contractor, for valuable 
consideration herein provided, shall execute all documents 
necessary to assign and transfer to, and vest in the County 
all of the Contractor’s right, title and interest in and to such 
original materials, including any copyright, patent and trade 
secret rights which arise pursuant to the Contractor’s work 
under this Contract. 

9.3.2 During the term of this Contract and for five years 
thereafter, the Contractor shall maintain and provide 
security for all of the Contractor’s working papers prepared 
under this Contract.  County shall have the right to inspect, 
copy and use at any time during and subsequent to the 
term of this Contract, any and all such working papers and 
all information contained therein. 

9.3.3 Any and all materials, software and tools which are 
developed or were originally acquired by the Contractor 
outside the scope of this Contract, which the Contractor 
desires to use hereunder, and which the Contractor 
considers to be proprietary or confidential, must be 
specifically identified by the Contractor to the County’s 
Contract Administrator as proprietary or confidential, and 
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shall be plainly and prominently marked by the Contractor 
as "Proprietary" or "Confidential" on each appropriate page 
of any document containing such material. 

9.3.4 The County will use reasonable means to ensure that the 
Contractor’s proprietary and/or confidential items are 
safeguarded and held in confidence.  The County agrees 
not to reproduce, distribute or disclose to non-County 
entities any such proprietary and/or confidential items 
without the prior written consent of the Contractor. 

9.3.5 Notwithstanding any other provision of this Contract, the 
County will not be obligated to the Contractor in any way 
under sub-paragraph 9.3.4 for any of the Contractor’s 
proprietary and/or confidential items which are not plainly 
and prominently marked with restrictive legends as 
required by sub-paragraph 9.3.3 or for any disclosure 
which the County is required to make under any state or 
federal law or order of court. 

9.3.6 All the rights and obligations of this sub-paragraph 9.3 shall 
survive the expiration or termination of this Contract. 

9.4    Patent, Copyright And Trade Secret Indemnification 

9.4.1 The Contractor shall indemnify, hold harmless and defend 
County from and against any and all liability, damages, 
costs, and expenses, including, but not limited to, defense 
costs and attorneys' fees, for or by reason of any actual or 
alleged infringement of any third party's patent or 
copyright, or any actual or alleged unauthorized trade 
secret disclosure, arising from or related to the operation 
and utilization of the Contractor’s work under this Contract.  
County shall inform the Contractor as soon as practicable 
of any claim or action alleging such infringement or 
unauthorized disclosure, and shall support the Contractor’s 
defense and settlement thereof. 

9.4.2 In the event any equipment, part thereof, or software 
product becomes the subject of any complaint, claim, or 
proceeding alleging infringement or unauthorized 
disclosure, such that County’s continued use of such item 
is formally restrained, enjoined, or subjected to a risk of 
damages, the Contractor, at its sole expense, and 
providing that County’s continued use of the system is not 
materially impeded, shall either: 
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 Procure for County all rights to continued use of the 
questioned equipment, part, or software product; or 

 Replace the questioned equipment, part, or software 
product with a non-questioned item; or 

 Modify the questioned equipment, part, or software so 
that it is free of claims. 

9.4.3 The Contractor shall have no liability if the alleged 
infringement or unauthorized disclosure is based upon a 
use of the questioned product, either alone or in 
combination with other items not supplied by the 
Contractor, in a manner for which the questioned product 
was not designed nor intended. 

9.5 Contractor’s Charitable Activities Compliance  

  The Supervision of Trustees and Fundraisers for Charitable 
Purposes Act regulates entities receiving or raising charitable 
contributions.  The “Nonprofit Integrity Act of 2004” (SB 1262, 
Chapter 919) increased Charitable Purposes Act requirements.  By 
requiring Contractors to complete the Charitable Contributions 
Certification, Attachment U, the County seeks to ensure that all 
County contractors which receive or raise charitable contributions 
comply with California law in order to protect the County and its 
taxpayers.  A Contractor which receives or raises charitable 
contributions without complying with its obligations under California 
law commits a material breach subjecting it to either contract 
termination or debarment proceedings or both.  (County Code 
Chapter 2.202) 

9.6 Transitional Job Opportunities Preference Program  

  9.6.1 This Contract is subject to the provisions of the County’s 
ordinance entitles Transitional Job Opportunities 
Preference Program, as codified in Chapter 2.205 of the 
Los Angeles County Code. 

  9.6.2 Contractor shall not knowingly and with the intent to 
defraud, fraudulently obtain, retain, attempt to obtain or 
retain, or aid another in fraudulently obtaining or retaining 
or attempting to obtain or retain certification as a 
Transitional Job Opportunity vendor. 

  9.6.3 Contractor shall not willfully and knowingly make a false 
statement with the intent to defraud, whether by affidavit, 
report, or other representation, to a County official or 
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employee for the purpose of influencing the certification or 
denial of certification of any entity as a Transitional Job 
Opportunity vendor. 

  9.6.4 If Contractor has obtained County certification as a 
Transitional Job Opportunity vendor by reason of having 
furnished incorrect supporting information or by reason of 
having withheld information, and which knew, or should 
have known, the information furnished was incorrect or the 
information withheld was relevant to its request for 
certification, and which by reason of such certification has 
been awarded this contract to which it would not otherwise 
have been entitled, shall: 

   1. Pay to the County any difference between the contract 
amount and what the County’s costs would have been 
if the contract had been properly awarded; 

   2. In addition to the amount described in subdivision (1), 
be assessed a penalty in an amount of not more than 
10 percent (10%) of the amount of the contract; and 

   3. Be subject to the provisions of Chapter 2.202 of the 
Los Angeles County Code (Determinations of 
Contractor Non-responsibility and Contractor 
Debarment). 

   The above penalties shall also apply to any entity that has 
previously obtained proper certification, however, as a 
result of a change in their status would no longer be 
eligible for certification, and fails to notify the certifying 
department of this information prior to responding to a 
solicitation or accepting a contract award. 

// 

// 

// 

// 

// 

// 
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IN WITNESS WHEREOF, the Board of Supervisors of the County of Los Angeles 
has caused this Contract to be subscribed on its behalf on the ____ day of 
__________, 2013 by the Director of the Department of Public Social Services 
and the Contractor has subscribed the same through its authorized officer.  The 
person(s) signing on behalf of Contractor warrants under penalty of perjury that 
he or she is authorized to bind Contractor and that he or she holds the stated 
position noted below.  
COUNTY OF LOS ANGELES 
 
 
 
By                                                               
 Sheryl L. Spiller, Director 
 Department of Public Social Services 
 
 
CONTRACTOR NAME 
 
 
 
 
By                                                               
 XXXXXXXX 
 Chairman of Contractor Board of Directors 
 
 
 
By                                                               
 xxxxxxxxxxxxxxxxxxxx 
 Treasurer of Board of Directors  
 
 

 
APPROVED AS TO FORM: 
 
John Krattli 
County Counsel 
 
 
By___________________________ 
    Melinda White -Svec, Deputy County Counsel 
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STATEMENT OF WORK 
 
 

PREAMBLE 

The County of Los Angeles seeks to collaborate with its community partners to 
enhance the capacity of the health and human services system to improve the 
lives of children and families.  These efforts require, as a fundamental 
expectation, that the County’s contracting partners share the County and 
community’s commitment to provide health and human services that support, 
achievement of the County’s Strategic Plan Mission, Values, Goals and 
performance outcomes. 
 
The County’s vision is to improve the quality of life in the County by providing 
responsive, efficient and high quality public services that promote the self-
sufficiency, well-being and prosperity of individuals, families, business and 
communities.  This philosophy of teamwork and collaboration is anchored in the 
County’s shared values of: 1) Accountability; 2) A Can-Do-Attitude; 3) 
Compassion; 4) Customer Orientation; 5) Integrity; 6) Leadership; 7) 
Professionalism; 8) Respect for Diversity; and 9) Responsiveness. 
 
These shared values are encompassed in the County Strategic Plan’s  
Goal 3) Integrated Service Delivery – maximize opportunities to measurably 
improve client and community outcomes and leverage resources through the 
continuous integration of health, community, and public safety services.  This 
requires coordination, collaboration and integration of services across functional 
and jurisdictional boundaries, by and between County departments/agencies and 
community and contracting partners. 
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1.0 SCOPE OF WORK OVERVIEW 

 
Contractor shall provide all personnel, space, telephone services, utilities, 
equipment, vehicles, services, supplies, forms and any other items necessary to 
maintain control and accountability to provide necessary services described in 
Section 5.0, Specific Tasks, hereunder.  In addition, Contractor shall add any 
additional category of cases, records or documents the County deems necessary 
and provide storage and pick-up and delivery as directed by County. Contractor 
must perform to the standards set forth in SOW Technical Exhibit B-1, Performance 
Requirements Summary, hereunder. 

1.1  Contractor Personnel 

A. Contract Manager 

The Contractor will provide a Contract Manager and alternate who will 
act as primary liaison with DPSS and be responsible for the overall 
management and coordination of this Contract.  The Contract 
Manager and alternate shall be identified in writing prior to Contract 
award and at any time thereafter a change of Contract Manager or 
alternate is made.  Specifically, the Contractor Manager, or his/her 
alternate, shall: 

 
• Have full authority to act for the Contractor on all Contract matters 

relating to the daily operation of this Contract. 

• Be available between 8:00 a.m. and 5:00 p.m., Monday through 
Friday, except County holidays. 

• Be able to read, write, speak, and understand English fluently. 
 

B. Other Contractor Personnel 

The Contractor will: 

Identify, under sworn statement, all Contractor employees who are 
receiving public assistance and ensure that any employee receiving 
public assistance has met his/her reporting responsibility to the 
County and has no access to County and Contractor records of any 
friends, relatives, business relations, personal acquaintance, tenants, 
or any individual whose relationship could reasonably sway his/her 
conduct or performance on the job.  Access includes, but is not limited 
to, determining eligibility for public assistance, transmitting computer 
data, and physical possession of case documents. 

• Be responsible for removing and replacing, within 24 hours, any 
Contractor employee performing services under the Contract and 
insuring that such individual’s duties are satisfactorily performed 



APPENDIX B: STATEMENT OF WORK 
 

 
CASE RECORD STORAGE AND RETRIEVAL SERVICES (RFP) 2012 
   

133

until a replacement can be arranged, when reasonably requested 
to do so by the County Contract Administrator.  Such a request will 
come from the County Contract Administrator and will be 
consistent with Attachment S, Sample Contract Section 7.0, 
Administration of Contract - Contractor. 

• Furnish supervisory, administrative, and direct labor personnel to 
accomplish all work required by the Contract. 

• Ensure all Contractor personnel meet the minimum requirements 
outlined in the RFP, Section 1.5 and 3.12.8.  Additionally, the 
Contractor will ensure that all staff meets the minimum requirement 
listed in Attachment B, Statement of Work, Contractor’s Personnel, 
Section 1.1 and Specific Task and Deliverables, Section 4.0.  

• Ensure there is sufficient staff to provide the services required by 
this Contract.   

• Have an active recruitment program that will ensure staff turnover is 
promptly addressed. 

1.2  County Personnel 
 

A. County Contract Administrator (CCA): 

The County will designate one (1) person who will act as the County 
Contract Administrator (CCA) for the County.  Specifically, the CCA 
shall: 
 
• Have full authority to monitor the Contractor’s performance in the 

daily operation of this Contract. 

• Provide direction/serve as liaison to the Contractor in areas 
relating to policy, information, and procedural requirements. 

• Negotiate with the Contractor on changes in service requirements 
pursuant to Contract, Section 8.6, Changes Notices and 
Amendments of Terms. 

• Inform the Contractor of the name, address, and telephone number 
of the CCA, in writing, at the time this Contract is awarded, and at 
any time thereafter a change of CCA is made. 

• Not be authorized to make any changes in the Standard Terms 
and Conditions of the Contract or to obligate Los Angeles County 
in any way whatsoever. 

D. Contract Program Monitor(s) 

County shall provide Contract Program Monitor(s) that may monitor all 
provisions under the Contract. Monitoring may include Administrative 
Monitoring primarily involving with the Contract’s terms and conditions, 
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Fiscal Monitoring related to the Contract’s fiscal provisions, and 
Service Delivery Monitoring related to the Contract’s Statement of 
Work and Performance Requirement Standards. 

1.3 Quality Control 

The Contractor will establish and utilize a comprehensive Quality Control 
Plan to assure the County of a consistently high level of service quality and 
job placements throughout the term of this Contract.  The Plan shall be 
submitted to the CCA for review and approval.  The Plan shall be effective on 
the Contract start date and will be updated and re-submitted for CCA 
approval as changes occur.  The plan shall include, but not be limited to, the 
following:  

• The method for ensuring the services, deliverables, and requirements 
defined in the Contract are being provided at or above the level of quality 
agreed upon by the County and the Contractor. 

• A method for assuring that professional staff rendering services under this 
Contract has the necessary prerequisites. 

• The method for identifying and preventing deficiencies in the quality of 
service before the level of performance becomes unacceptable. 

• A commitment to provide to the County upon request a record of all 
inspections, the corrective action taken, the time and problem is first 
identified, a clear description of the problem and the time elapsed 
between identification and completed corrective action. 

• The method for continuing to provide services to the County in the event 
of a strike or other labor action of the Contractor’s employees. 

• The method of safeguarding the integrity of the County’s case 
records/documents by actively preventing against all forms of fraud. 

1.4 Quality Assurance Plan 
 

The County or its agent will evaluate the Contractor’s performance under this 
Contract on no less than an annual basis, with at least one visit being an 
onsite occurrence.  Such evaluation will include assessing the Contractor’s 
compliance with all Contract terms, Performance Outcome Measures Section 
4.7 of this Statement of Work, and Performance Requirements Summary, 
SOW Technical B-1.  The Performance Requirements Summary provides an 
overview of the monitoring approach and techniques that may be used in 
monitoring this Contract.  The Contractor’s deficiencies, which the County 
determines are severe or continuing and that may place performance of the 
Contract in jeopardy if not corrected, may be reported to the Board of 
Supervisors.  The report will include improvement/corrective action measures 
taken by the County and the Contractor.  If improvement does not occur 
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consistent with the corrective action measures, the County may terminate 
this Contract or impose other penalties as specified in this Contract. 

Performance evaluation meetings shall be held jointly by DPSS and the 
Contractor’s Contract Manager as often as deemed necessary by the CCA.   
However, if a Contract Discrepancy Report (SOW Technical Exhibit B-2) is 
issued, at the discretion of the CCA, a meeting shall be held within five 
business days, as mutually agreed, to discuss the problem. 

Action items from any Performance Evaluation Meeting shall be prepared by 
the CCA and signed by the Contractor’s Contract Manager and CCA.  Should 
the Contractor’s Contract Manager not concur with the action items, he/she 
shall submit a written statement to the CCA within ten business days from 
the date of receipt of the signed action items.  The Contractor’s Contract 
Manager’s written statement shall be attached to the CCA’s action items and 
be a part thereof. Failure to do so shall result in the acceptance of the action 
items as written.  If any dispute is still unresolved, the decision of the CCA 
will be final. 

Contract Discrepancy Reports (CDR’s) 

1.4.1 Verbal notification of a Contract discrepancy will be made to the 
Contractor’s Contract Manager or designee as soon as possible 
whenever a Contract discrepancy is identified.  The problem shall 
be resolved by the Contractor’s Contract Manager within a 
reasonable time period. 

1.4.2 The CCA will determine whether a formal Contract Discrepancy 
Report (See SOW Technical Exhibit B-2 hereunder) shall be 
issued. 

1.4.3 Upon receipt of this document, Contractor is required to respond in 
writing to the CCA within five business days, acknowledging the 
reported discrepancies or presenting contrary evidence.   

1.4.4 A plan, including a time table, for correction of all deficiencies 
identified in the CDR shall be submitted to the CCA within ten 
business days. 

1.5 Hours of Operation 

Contractor will be available during County’s regular business hours of 
Monday through Friday between 8:00 a.m. and 5:00 p.m. to respond to 
County inquiries and to provide case storage and retrieval services.  County 
may require flexible, non-traditional hours.  This may require a change in the 
hours of operation which shall be accommodated by Contractor at no 
additional cost to the County and approved by the County. 
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Contractor is not required to provide services on County-recognized holidays.  
The CCA will provide a list of County holidays to Contractor at the time the 
Contract is approved, and at the beginning of each calendar year. 

Government Observations 

Federal, State, County and/or research personnel, in addition to DPSS 
Contracting staff, may observe performance, activities, or review documents 
required under this Contract at any time during normal working hours.  
However, these personnel may not unreasonably interfere with Contractor’s 
performance.  
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2.0 COUNTY FURNISHED ITEMS 

2.1 Cultural Awareness/Sensitivity Training 

County will provide cultural awareness and sensitivity training materials to 
Contractor staff as appropriate. 

2.2 Civil Rights Training 

County will provide Civil Rights training materials to Contractor staff as 
appropriate. 

2.3 Child Abuse Training 

County will provide Child Abuse training materials to Contractor staff as 
appropriate. 

2.4 Elder Abuse 

County will provide Elder Abuse training materials to Contractor staff as 
appropriate. 

2.5 County Furnished Materials 

2.5.1 County shall provide a list of County observed holidays. 

2.5.2 County shall provide open and closed Case Records, Special 
Investigation Records, Boxes of IHSS Timesheets, Boxes of 
GR/NAFS OR GR/NACF Case Records/Documents, Boxes of 
Court/Audit Case Records and the boxes needed for ongoing 
storage of Case Records/Special Investigation Records. 

2.5.3 County shall provide hiring guidelines for candidates with criminal 
convictions. 

2.5.4 County shall provide the algorithm for conversion from Legacy to 
LEADER Case Number conversion. 

2.6 Messenger Services for the Department of Children and Family 
Services 

 The County Department of Children and Family Services (DCFS) will provide 
all pick-up and delivery services from Contractor’s site to DCFS sites, except 
that, if Case Records are stored in a remote location, Contractor shall deliver 
such archive Case Records from the remote location to the requesting DCFS 
office.  
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3.0 CONTRACTOR FURNISHED ITEMS 

Contractor shall furnish all personnel, equipment and supplies (with 
exception of Boxes provided by County under Statement of Work, 
Subsection 2.5.2, County Furnished Materials) to perform all services 
required by this Contract and shall adhere to all requirements imposed on 
Contractor by this Contract. 

3.1  Personnel 

 3.1.1 Contractor shall provide all personnel, including supervisory and 
administrative staff to execute all terms of this Contract. 

3.1.2 For three months prior to the expiration or cancellation of this 
Contract, Contractor shall provide, without additional cost to 
County, the normal services of the Contractor’s Contract Manager, 
Quality Control lead person and/or supervisors to ensure a smooth 
transition from Contractor provided services back to County or 
another Contractor.  (See Sample Contract, Standard Terms and 
Conditions, Section 8.0, and Subsection 8.10, Completion of 
Contract).   

3.1.3 Contractor shall conduct, at no cost to County, criminal background 
checks to ensure all Contractor employees working on this contract 
has no convictions for the following offenses: 

• Blackmail; 
• Bribery; 
• Burglary; 
• Crimes Against Children and Elders; 
• Embezzlement, including theft of public funds; 
• Extortion; 
• Falsification of Financial Statements and/or Public Records; 
• Forgery; 
• Grand Theft; 
• Mass Murder; 
• Rape, including Sexual Battery; 
• Robbery; 
• Sale of Narcotics and/or Dangerous Drugs (includes intent to 

sell); and 
• Welfare fraud 

3.1.4 Contractor shall ensure messengers provided for pick-up and 
delivery services, and personnel who directly interact with County 
employees, shall at a minimum, be:   

   1.  Able to fluently read, write, speak and understand English; 
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 2. Able to communicate effectively, using good judgment and 
diplomacy; 

 3. Required to present him/herself in a neat, businesslike 
appearance and behave in a professional manner; 

 4. Able to handle sensitive materials and perform confidential 
duties; and 

  5. Able to satisfy a background check. 

3.2 Equipment, Supplies and Materials 

Contractor shall provide all computers, telephones (including a separate line 
for Welfare Fraud Prevention and Investigation), photocopy equipment, 
vehicles, hardware, supplies and materials, and any additional items of 
equipment necessary to meet work requirements under this Contract, with 
the exception of Boxes provided by County under Subsection 2.5.2, 
Materials.  Equipment which Contractor must purchase in order to meet the 
work requirements under this Contract shall become County property upon 
expiration or termination of this Contract.  (See Sample Contract, Ownership 
of Materials, Software and Copyright, Section 9.3).  Said equipment shall be 
delivered to County, on, or prior to, the expiration or termination of the 
Contract, as determined by County. 

3.3 Storage Space 

Contractor shall furnish sufficient storage space in a warehouse with a 
loading dock or an adequate shipping and receiving area and entrance.  The 
facility shall contain state-of-the-art shelving and racks, which are securely 
fastened, to store and maintain all boxed Case Records and Documents; and 
shall be earthquake resistant and organized in a manner that allows safe and 
orderly access to records at any height or location.  The warehouse facility 
must meet all applicable building code and zoning requirements. 

3.4 Designated Site for Department of Children and Family Services (DCFS) 

Contractor shall provide, within its facility, a designated area for County’s 
DCFS messenger to pick-up and deliver Case Records retrieved and 
returned by that Department. 

3.5 Physical and Access Security 

Contractor shall provide for the security of the storage facility, County 
property (i.e., including, but not limited to, Case Records, all boxed 
Records/Documents and the Inventory System). 
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Contractor shall preserve County property and data from loss or damage 
through control of use and access to County property.  Only Contractor -
authorized personnel shall handle and have access to County stored 
property, except for those persons otherwise authorized by County or who 
may gain access through the acts or omissions of County. 

3.6 Inventory System 

Contractor shall be required to provide an Inventory System that can convert 
and track two case numbers for one case record: 

Contractor shall maintain a state-of-the-art Inventory System that will 
manage inventory in the following manner:   

• Separate tracking for Case Records;   

• Separate tracking for Boxes of IHSS Timesheets;   

• Separate tracking for Boxes of GR/NAFS OR GR/NACF Case 
Records/Documents;  

• Separate tracking for Boxes of Court/Audit Case Records, with the 
capacity to categorize and identify cases based on type of court or audit, 
as identified by County; 

• Separate tracking for Special Investigation Records, subdivided into 
negative or positive, as identified by County.  Contractor shall implement 
a system of tracking which prevents the accessing of a Special 
Investigation Record through the tracking of a Case Record;   

• Contractor’s system shall include, but not be limited to, safeguards in all 
areas to ensure against loss of, and provide for timely retrievals of, Case 
Records, Special Investigation Records, Boxes of IHSS Timesheets, 
Boxes of GR/NAFS OR GR/NACF Case Records/Documents, and boxes 
of Court/Audit Case Records;   

• Contractor shall provide a system of tracking records that is capable of 
expanding, tracking, cross-referencing and reconciling additional 
classifications of Records as may be deemed necessary by County.  The 
Inventory System shall be continuously updated with Case 
Record/Special Investigation Record/Box activity during the term of the 
Contract;   

• Contractor shall provide a system that reconciles records that have been 
combined in a single location, eliminating the erroneous conclusion that a 
record is not on file or duplicating costs of searching for a record that has 
been combined; and  
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• Contractor shall provide a system that is capable of tracking two case 
numbers for one case record and that is capable of converting numeric 
case numbers (old case numbers) to alpha numeric case numbers (new 
case numbers).  NOTE:  The County will provide the conversion 
algorithm. 

Upon expiration of the Contract, or at any time upon request by County, 
Contractor agrees to provide County with one (1) copy of the DPSS Case 
Tracking data and one (1) copy of the DPSS Special Investigation Record 
Tracking data, including all case tracking data. In addition, Contractor shall 
provide County with data pertaining to the tracking of GR/NAFS OR 
GR/NACF, IHSS, Court/Audit boxes and any other Boxes similarly stored, 
which shall be provided in an electronic format acceptable to the County. 

3.7 Posted Materials 

Contractor shall post in its facility(ies), where they are easily accessible to 
employees, Equal Employment Opportunity (EEO) and State-approved 
Nondiscrimination in Service notices.  Contractor may obtain EEO notices 
from: 

U.S. Equal Employment Opportunity Commission                                      
255 East Temple Street, 4th Floor                                                                          
Los Angeles, California  90012                                                                              
Telephone:  (213) 894-1000 

3.8 Training 

3.8.1 Contractor shall provide training in all aspects of services provided in 
this Contract. 

3.8.2 Contractor shall furnish Child Abuse, Elder Abuse, Cultural Awareness 
and Civil Rights training for all Contractor staff.  The training shall be 
provided by Contractor utilizing County provided written materials 
and/or videos. 

3.8.3 Contractor shall provide employee orientation and training that covers 
all aspects of Contract services. 

4.0 SPECIFIC TASKS AND DELIVERABLES 

 4.1 Initial Transfer, Inventory, Storage and Tracking of records and boxes 
for all Case Records 

4.1.1 Contractor shall transfer to its facility(ies) all Open and Closed 
Case Records, Special Investigation Records, Boxes of IHSS 
Timesheets, Boxes of GR/NAFS or GR/NACF Case 
Records/Documents and Boxes of Court/Audit Case Records 
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currently stored at current Contractor’s facilities.  The current 
locations are: (1) 6277 Slauson Avenue, Los Angeles, California 
90040 and(2) 5 Minson Way, Montebello, California 90640.  
Contractor shall provide all trucks, material handling equipment, all 
labor to load Boxes for transit and to move Boxes, all labor to 
perform the initial inventory, all labor to record data into the 
Inventory System as necessary, and all labor to place boxes of 
Open and Closed Case Records, Special Investigation Records, 
IHSS Timesheets, GR/NAFS or GR/NACF Records, and Boxes of 
Court/Audit Case Records into storage at Contractor’s facility(ies). 

4.1.2 Contractor shall ensure, within the same database, separate 
storage and inventory tracking for each of the following categories 
as outlined below and subject to change depending on the 
County’s needs and with no more than 30 days notification.  
Contractor shall add or delete categories of separate 
storage/tracking as deemed necessary by County.   

4.1.3 Contractor shall ensure separate storage and inventory tracking for 
each of the following categories as outlined below:   

 a. Separate tracking for Open and Closed Case Records, with 
open case records stored separately from closed case records 
(i.e., open case records shall not be stored in the same box as 
closed case records); 

 b. Separate storage/tracking for Special Investigation Records, 
subdivided into positive and negative findings (i.e., positive 
findings shall not be stored in the same box as negative 
findings); 

 c. Separate storage/tracking for Boxes of GR/NAFS or GR/NACF 
Case Records/Documents;  

 d.  Separate storage/tracking for Boxes of IHSS Timesheets; and 

e.  Separate storage/tracking for Court/Audit Case Records. 

 4.1.3.1 Contractor shall provide tracking of Special Investigation 
Records in a manner that ensures a Special 
Investigation Record cannot be accessed through a 
Case Record request.  

4.1.3.2 Contractor shall store Boxes of Court/Audit cases in 
separate categories, as directed by County, to identify 
the type of Court/Audit case. (i.e., Boxes of identified 
IHSS court cases shall be identified separately from 
Boxes of identified CalWORKs court cases on Inventory 
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System to enable County to retrieve or destroy Boxes of 
Court/Audit cases by category). 

4.1.3.3 Contractor shall add or delete categories of separate 
storage/tracking as deemed necessary by County. 

 4.2 Contractor Provided Messenger Pick Up and Delivery Service 

 4.2.1 Regularly Scheduled Pick-Up and Delivery Stops 

Contractor shall provide messenger service for regularly scheduled 
Pick-Up and Delivery Stops to and from each County office listed 
in Technical Exhibit B-7 (County Office Addresses).  The frequency 
of the messenger service shall be every other workday at each of 
the County offices listed in Technical Exhibit B-7 or as otherwise 
determined by County.  Contractor’s messenger shall arrive within 
one-half hour of the scheduled time for each County office.  The 
list of facilities is subject to change periodically based on location 
changes and the needs of County. 

4.2.1.1 At each County office, Contractor’s messenger shall 
deliver any Withdrawn or Borrowed Case/Special 
Investigation Records, Boxes of IHSS Timesheets, 
Boxes of GR/NAFS or GR/NACF Case 
Records/Documents and Court/Audit Cases and pick up 
any Retrieval Requests.  

4.2.1.2 Contractor’s messenger shall accept Retrieval Requests 
for Special Investigation Records from and deliver 
Special Investigation Records only to Welfare Fraud 
Prevention and Investigations Section and/or the District 
Attorney’s Office, as instructed by the CCA. 

4.2.1.3 County staff at each office location shall bundle Case 
Records submitted for storage and submit the records to 
Contractor’s messenger.  Case Records shall be 
accompanied by a Transmittal Form as defined in 
Sample Contract, Section 2.0, Definitions, listing each 
Case Record and identifying Case Number.  County staff 
at District #372, Welfare Fraud Prevention and 
Investigation, and the District Attorney shall follow the 
same procedures for Special Investigation Records, and 
shall identify Records as either positive or negative. 

4.2.1.4 County staff at each office location shall submit Boxes of 
IHSS Timesheets, GR/NAFS or GN/NACF and 
Court/Audit Cases with an identifying Box label attached 
to each Box to Contractor’s messenger, accompanied by 
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a Transmittal Form as defined in Sample Contract 
Section 2.0, Definitions. 

4.2.2 Changes to Pick-Up and Delivery Stops 

County may make a deletion(s) from the list of regular Pick-Up and 
Delivery Stops, or may add to such list, an additional office(s) 
located in Los Angeles County, by giving written notice of such 
deletion(s) or addition(s) to Contractor, in which event Contractor 
will change delivery schedule to delete or add stops as requested 
by County. 

4.2.2.1 The number of locations and/or addresses may fluctuate 
during the term of this Contract.  Any such change 
resulting in a 10 percent increase or decrease shall 
require prior notification by County. 

4.2.2.2 County has assigned each County office a unique two, 
three or four digit number as shown in SOW Technical 
Exhibit B-7, County Office Addresses.  This number will 
be used by Contractor in identifying each County office; 
and therefore County agrees not to change any of said 
numbers without prior Contractor notification.  County 
further agrees that any new County offices will be 
assigned a unique two, three or four digit number, and 
that Contractor shall be advised of each such new 
number to said office being included as a County office. 

4.2.3 Emergent Delivery 

 In addition to the regular Pick Up and Delivery Stops, County may, 
from time to time, request by telephone that a Retrieved Case 
Record(s), Special Investigation Record(s), Box(es) of IHSS 
Timesheets, Box(es) of GR/NAFS OR GR/NACF Case 
Records/Documents or Box(es) of Court/Audit Case Records be 
delivered within one (1) workday to a specified County Office, in 
which case Contractor shall arrange for a special emergent 
delivery of the Record(s)/Box(es) to the County Office. 

 Contractor shall ensure that requests for emergent delivery are 
accepted only from authorized County employees, as specified in 
the Authorized Persons Listing provided to Contractor by County.  
Contractor shall further ensure no Retrieval Request (Emergent or 
Regular) is accepted for Special Investigation Records outside of 
authorized persons at Welfare Prevention & Investigations, District 
#372, and authorized District Attorney staff, each of whom shall be 
assigned a password. 
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4.2.4 Scheduled Route for Delivery and Pick-Up Stops 

Contractor shall provide a copy of the scheduled route(s) of the 
messenger service to the County’s Contract Administrator (CCA) 
prior to the Contract start date. 

4.2.4.1 Contractor may change his scheduled routes at any 
time; however, Contractor shall notify the CCA in writing, 
at least one (1) business day prior to any such change. 

4.2.4.2 The schedule of routes shall contain approximate arrival 
times at each County office. Contractor’s messenger 
shall arrive within one-half (1/2) hour of the scheduled 
arrival time.  

4.2.5  Minimum Number of Case Records, Special Investigation Records, 
Boxes of IHSS Timesheets, Boxes of GR/NAFS OR GR/NACF 
Case Records/Documents, Boxes of Court/Audit Case Records for 
Pick-Up at Each Stop 

4.2.5.1 Contractor’s messenger shall pick-up at each County 
office all Case/Special Investigation Records and Boxes 
designated by County for pick-up.  To the extent 
transport space prohibits the transport of all 
Case/Special Investigation Records and Boxes 
designated for pick-up, Contractor shall, at a minimum, 
transport the lesser of the actual number of 
Case/Special Investigation Records and Boxes 
designated for pick-up or 125 Records and 2 Boxes 
each of GR/NAFS OR GR/NACF Case 
Records/Documents, IHSS Timesheets, Court 
Case/Audit Case Records. 

4.2.5.2 Contractor shall arrange for a special pick-up if a County 
office(s) has more records/boxes than can be 
accommodated during the regularly scheduled stop. 

4.2.6 Case Records/Special Investigation Records/Box Count by 
Contractor’s Messenger at Pick-Up Stops 

4.2.6.1 Contractor’s messenger shall count the number of Case 
Records/Special Investigation Records to be picked up 
at each location, ascertain that the Transmittal Form 
reflects the same number of Case Records/Special 
Investigation Records, and place the records in a locked 
and sealed container for transport to storage.  
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4.2.6.2 Contractor’s messenger shall count the number of Boxes 
of IHSS Timesheets, Boxes of GR/NAFS OR GR/NACF 
Case Records/Documents and Boxes of Court /Audit 
Case Records at each location to ascertain that the 
Transmittal Form reflects the same number of Boxes.  

4.3 Receipt, Storage, Retrieval and Refiling Requirements for Open and 
Closed Case Records and Special Investigation Records 

4.3.1  Verification and Processing of Records Received  

Contractor shall perform its verification at the Contractor’s 
receiving facility.  Any Case Records/Special Investigation Records 
which are not accurately described on the Transmittal Form shall 
be returned by Contractor to the sending County office with 
appropriate notation and without charge to County.   

4.3.2  Processing Newly Received Case Records/Special Investigation 
Records  

For all new Case Records and Special Investigation Records 
received at Contractor’s facility, Contractor shall:  

1. Assign a Receipt Date, which shall be the date the 
Contractor picks up the Record at the County office for 
processing at Contractor’s facility;   

2. Enter the Case Number, Case Name, Receipt Date, Close 
Date for Closed Case Records and Special Investigation 
Records (including negative or positive for Special 
Investigation Records), and the number of the County office 
from which the new record was received on Contractor’s 
Inventory System;  

3. Activate the Case Record convertor and search to ensure 
newly received cases are not known to the Contractor’s 
data base; and if known and an open case, categorize case 
as a duplicate Case Record and follow procedures outlined 
in Subsection 4.3.4 herein below; and  

4. Place the new record in storage, (when it is established the 
record is not already known to the system), separating 
records according to categories as follows: 

 a.  Open Case Records 

 b.  Closed Case Records 
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 c. Special Investigation Records, subdivided into negative 
and positive as identified by County. 

4.3.3 Processing Borrowed Case Records/Special Investigation Records 
Received for Refiling 

For all Borrowed Case Records/Special Investigation Records 
received at Contractor’s facility for refiling, Contractor shall update 
Contractor’s Inventory System to reflect return of the Borrowed 
Record and place it in storage.  The Borrowed Record shall be 
returned to the same Box.  In the event borrowed cases can no 
longer be replaced in the same Box because additional materials 
filed in the case prevent inclusion in the same Box, the Record 
shall be reboxed and the Inventory System updated to reflect the 
change. 

4.3.4 Processing a Duplicate Case Record 

For all Duplicate Case Records, Contractor shall pull the original 
Case Record, band the original and duplicate together and file.  
Additionally, when notified by County that the last Case Record is 
closed and there are no remaining Open Case Records, 
Contractor shall pull all other Case Records with the same Case 
Name and Number and band the case records together and file.  
The process described herein is more complex than receiving a 
new case record in that it involves pulling an existing record, 
combining it with a newly received record, reboxing as appropriate 
and annotating the Inventory System.  

Contractor will be required to reconcile the combining of case 
records in one location, to eliminate an erroneous determination 
that a case record is not on file and eliminating the cost of data 
entry for cases which have been combined. 

For purposes of this Section, a duplicate case record is defined as: 

• Same Close Date as original Closed Case Record; 

• Same Case Number as the original Open Case Record 
previously received for processing; or 

• A Legacy Case Number (an old numeric case number) that has 
been converted to a LEADER case number (a new alpha 
numeric case number). 

Contractor will be required to update the Inventory System as part 
of the duplicate processing, as appropriate, and to reconcile the 
combining of case records in one location to eliminate an 
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erroneous determination that a Case Record is not on file and 
eliminating the cost of data entry for cases which have been 
combined. 

4.3.5 Storage of Case Records/Special Investigation Records 

 Contractor shall be solely responsible for the safe and confidential 
storage of all Case Records/Special Investigation Records from 
the time they are picked up from County offices until they are 
returned to a County office.  All records shall be physically 
separated from the records of Contractor’s other clients.  Only 
Contractor -authorized personnel shall handle and have access to 
Case Records/Special Investigation Records. 

4.3.6 Method of Storage 

Case Records/Special Investigation Records shall be stored in 
boxes by Receipt Date in terminal digit order for Records with 
numeric Case Numbers and in terminal alpha order for Records 
that have alpha-numeric Case Numbers and shall be stored in 
separate boxes according to the following categories: 

a.  Open Case Records 

b.  Closed Case Records 

c.  Special Investigation Records, subdivided into boxes of 
negative and positive, as identified by County.  

Should Case Records be combined, and the Case Records include 
both a Legacy (numeric) Case Number and a LEADER (an alpha-
numeric) Case Number, the LEADER alpha-numeric number will 
be the primary Case Number. 

4.3.7 Changes in Storage Method 

Any changes to the system described in Subsection 4.3.6 shall be 
approved in writing by the County Contract Administrator (CCA) 
prior to implementation.  This will ensure a new Contractor will be 
able to assume this work, should it become necessary, at the 
termination or expiration of this Contract. 

4.3.8 Retrieval and Delivery of Case Records/Special Investigation 
Records 

Contractor shall be responsible for retrieval and delivery of 
requested Open and Closed Case Records and Special 
Investigation Records.  Each batch of requested records delivered 
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by Contractor shall be signed for by an authorized County 
employee on a Contractor provided delivery manifest.  Special 
Investigation Records may only be requested and received by 
authorized personnel at Welfare Fraud Prevention & Investigations 
and by authorized personnel at the Office of the District Attorney, 
and shall not be delivered to any other County location, unless 
Contractor is specifically directed to do so by the County Contract 
Administrator. 

4.3.8.1 The signed delivery manifest, listing Records requested, 
retrieved and delivered shall be the basis for the monthly 
invoice from Contractor.   

4.3.8.2 Retrieval Request Forms and all documentation of 
telephone calls from County authorized personnel 
requesting emergent Record retrievals shall be 
maintained to support the Records listed on the delivery 
manifest. 

 4.3.8.3 Retrieval Requests shall be in writing and shall come 
from County offices or special functions as listed in SOW 
Technical Exhibit B-7 Requests from other than those 
County offices or special functions listed in SOW 
Technical Exhibit B-7 shall be sent to Contractor by the 
CCA.  County may periodically update the County offices 
and special functions listed in SOW Technical  
Exhibit B-7. 

4.3.9 Retrieval Process 

Contractor shall locate and pull each Case Record/Special 
Investigation Record for which a Retrieval Request Form has been 
received and update Contractor’s Inventory System to show that 
the Record has been Borrowed or Withdrawn, the number of the 
County office which requested it, the date of the request, whether it 
is a Regular Retrieval Request or Emergent Retrieval Request, 
and the date the Record was sent out for delivery.  
A retrieved Case Record/Special Investigation Record shall be 
treated as either Borrowed or Withdrawn as designated by County 
on its Retrieval Request Form.  In the event no such designation is 
made by County, the Case Record shall be considered Withdrawn.   

 4.3.9.1 Data Entry 

Contractor shall perform data entry for all Records listed 
on the DPSS Retrieval Request Forms unless the 
retrieval is rejected because it is illegible, inaccurate or 
incomplete. 
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 4.3.9.2 Data Entry and Requestor Notification for Case Records 
Not Available for Retrieval 

If a Case Record is not available to Contractor for 
retrieval processing because it is out to another district, 
there is another retrieval in process or the record is not 
on file, Contractor shall notify the requestor for each 
such record which cannot be retrieved.  Contractor shall 
provide a specific reason for a record not being on file 
(i.e., Case Record has not been received into storage.) 

4.3.9.3 Borrowed Case Record/Special Investigation Record 

 When a Case Record/Special Investigation Record is 
Borrowed, Contractor shall indicate such fact and shall 
continue to retain such record on the Inventory System.  
Borrowed records, when returned to Contractor, shall be 
refiled. 

4.3.9.4 Withdrawn Case Records/Special Investigation Records 

 When a Case Record/Special Investigation Record is 
Withdrawn, Contractor shall indicate such fact on 
Contractor’s Inventory System.  If a Withdrawn Case 
Record/Special Investigation Record is returned to 
Contractor for storage, it shall be received and 
processed as new inventory.  Contractor shall, when 
necessary, alter a Borrowed or Withdrawn designation 
as County determines the need to do so. 

4.3.9.5 Regular Retrieval Requests 

Contractor shall retrieve and deliver all Regular Retrieval 
Requests for Case Records/Special Investigation 
Records within three workdays after receipt of the 
request. 

When County adds additional stops to Contractor 
provided messenger service with a frequency of other 
than every other day, Contractor shall deliver Records 
requested to these sites by the next scheduled delivery 
day. 

4.3.9.6  Emergency Retrieval Requests 

There may be occasional requests for emergency 
retrieval and delivery of Case/Special Investigation 
Records.  Such Emergency Retrieval Requests shall be 
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made by telephone or via fax by CCA or County office 
designee.  Contractor shall be responsible, in these 
instances, for retrieval and delivery of the Record the 
next workday to the requestor.  Those Records being 
delivered to County offices that would receive delivery 
services the next day shall be included in the regular 
delivery.  Those Records being delivered to County 
offices that would not normally receive delivery services 
the next day shall be delivered by a Contractor’s 
messenger. Contractor shall receive a signed receipt 
which includes the time of delivery of the requested 
Record.  

4.3.9.7 Case Record Requests Involving Multiple Close or 
Receipt Dates   

County shall notify Contractor on the Case Retrieval 
Request when a Case Record request is for all Records 
stored for a particular Case Name and Number (may 
involve multiple close or receipt dates) by indicating the 
request is a normal request for a three-year search or 
specifying expanded search dates.  These requests may 
be Regular or Emergent. Upon receipt of such request, 
Contractor shall search the database for all records 
received or closed within the last three years and deliver 
all Case Records identified for the Case Name and 
Number in question to the requestor. 

Please note, Contractor is expected to efficiently 
reconcile Case Records as described in Subsection 
4.3.4. 

4.3.10 Department of Children and Family Services (DCFS) Requests 

The Department of Children and Family Services may occasionally 
request DPSS archive Case Records which may contain a 
protective services component.  As Contractor receives requests 
from DCFS, Contractor shall pull the Case Record on a Borrowed 
status and make the Case Record available for DCFS messenger 
pick-up.  Upon notification from DCFS, the Contractor shall change 
the status to “Withdrawn.”  

Note: Contractor shall not accept any new Case Records from 
DCFS for storage. 
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4.3.10.1 Regular Retrieval and Delivery of Case Records for 
DCFS 

 County DCFS messenger shall deliver a list of requested 
Case Records identified by office site number to 
Contractor by 10:00 a.m. each workday.  Contractor 
shall have these Case Records available for pick-up by 
DCFS’ messenger either the same day at 4:00 p.m. or 
the following day by 4:00 p.m. 

 DCFS messenger shall return Case Records to 
Contractor for refiling or DCFS will notify Contractor to 
change the status of the case on its Inventory System to 
Withdrawn as specified in Subsection 4.3.9.4. 

4.3.10.2 Emergent Retrieval and Delivery of Case Records for    

 County DCFS’ authorized person who requests Case 
Records will verify whether the Case Record is in the 
Contractor’s Inventory System and when the Case 
Record will be available for pick-up.   

 For these Case Records, retrieval shall be required 
within 24 hours of the request, or sooner.  These Case 
Records will be picked up by DCFS’ emergency 
messenger, which may be a different messenger than 
the regular DCFS’ messengers. 

4.3.11 Department of Community and Senior Services (DCSS) 

The Department of Community and Senior Services (DCSS) 
Services may occasionally request storage for closed and 
suspended APS cases.  Cases are stored for  

As Contractor receives request from DCSS  

4.3.11.1 Regular Retrieval and Delivery of Case Records for 
DCSS 

 County DCSS messenger shall deliver a list of requested 
Case Records identified by office site number to 
Contractor by 10:00 a.m. each workday.  Contractor 
shall have these Case Records available for pick-up by 
DCSS’ messenger either the same day at 4:00 p.m. or 
the following day by 4:00 p.m. 

 DCSS messenger shall return Case Records to 
Contractor for refiling or DCSS will notify Contractor to 
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change the status of the case on its Inventory System to 
Withdrawn as specified in Subsection 4.3.9.4. 

4.3.11.2 Emergent Retrieval and Delivery of Case Records for    

 County DCSS’ authorized person who requests Case 
Records will verify whether the Case Record is in the 
Contractor’s Inventory System and when the Case 
Record will be available for pick-up.   

 For these case requested on an emergent basis the 
Contractor will invoice DCSS any additional fees.  
Emergent cases shall be retrieved within 24 hours of the 
request, or sooner.  These Case Records will be picked 
up by DCSS’ emergency messenger, which may be a 
different messenger than the regular DCSS’ 
messengers. 

4.4 Receipt, Storage, Retrieval and Refiling Requirements for Boxes of In-
Home Supportive Services (IHSS) Timesheets, Boxes of General 
Relief (GR) Non-Assistance Food Stamps(GR/NAFS) or General Relief 
(GR) Non-Assistance CalFresh (GR/NACF) Case Records/Documents 
and Boxes of Court/Audit Cases  

 4.4.1 Verification and Processing of Boxes of IHSS Timesheets, Boxes 
of GR/NAFS or GR/NACFCase Records/Documents and Boxes of 
Court/Audit Case Records Received 

 Contractor shall verify receipt of Boxes at Contractor’s facility.  Any 
Box that is not accurately identified by the Box label attached to 
each Box shall be returned to the sending County office with 
appropriate notation and without charge to County. 

4.4.1.1 The County’s Transmittal Form(s) attached to the Boxes 
submitted by County for storage shall be the basis for 
monthly invoice from Contractor. 

4.4.2 Processing Newly Received Boxes of IHSS Timesheets, New 
Boxes of GR/NAFS or GR/NACF Case Records/Documents and 
Boxes of Court/Audit Case Records 

 Contractor shall maintain separate physical storage on shelves 
and separate tracking on Contractor’s Inventory System for Boxes 
of IHSS Timesheets, separate physical storage and tracking for 
Boxes of GR/NAFS or GR/NACF Case Records/Documents and 
separate physical storage and tracking for Boxes of Court/Audit 
Case Records (by court case and audit type). 



APPENDIX B: STATEMENT OF WORK 
 

 
CASE RECORD STORAGE AND RETRIEVAL SERVICES (RFP) 2012 
   

154

4.4.2.1 Boxes of IHSS Timesheets 

Each Box of IHSS Timesheets will be pre-labeled by 
County with information reflecting the Box contents (i.e., 
a two digit County office number, four digit year, two digit 
month, one digit pay period, four character alpha code 
and one digit Box designation).  Contractor shall enter 
this alpha-numeric identification for Box contents on 
Contractor’s Inventory System along with the Receipt 
Date and Contractor’s Box Storage location identifier 
and place the Box onto shelving for storage.  

4.4.2.2 Boxes of GR/NAFS OR GR/NACF Closed Case 
Records/Documents 

 Each Box of GR/NAFS Case Records/Documents will be 
pre-labeled by County with a unique number, not to 
exceed 12 characters, for identification purposes.  
Contractor shall enter this Box identification number on 
Contractor’s Inventory System along with the Receipt 
Date and Contractor’s Box storage location identifier and 
place the Box onto shelving for storage. 

4.4.2.3 Boxes of Court/Audit Case Records 

 Each Box of Court/Audit Case Records will be pre-
labeled by County with a unique number for identification 
purposes.  Contractor shall enter this Box identification 
number on Contractor’s Inventory System along with the 
Receipt Date and Contractor’s Box storage location 
identifier and place the BOX onto shelving for storage.  
In addition to Boxes of Court/Audit Case Records being 
stored and tracked separately from Boxes of IHSS 
Timesheets and Boxes of GR/NAFS or GR/NACF Case 
Records/Documents, they shall also be stored 
separately by type of Court Case and Audit. 

4.4.2.4 Storage of Boxes of IHSS Timesheets, Boxes of 
GR/NAFS or GR/NACF Case Records/Documents and 
Boxes of Court/Audit Cases 

Contractor shall be solely responsible for the safe and 
confidential storage of all Boxes of IHSS Timesheets, all 
Boxes of GR/NAFS or GR/NACF Case 
Records/Documents and all Boxes of Court/Audit cases 
from the time they are picked up from County offices 
until they are returned to a County office. 
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All Boxes of IHSS Timesheets, Boxes of GR/NAFS or 
GR/NACF Case Records/Documents and Boxes of 
Court/Audit Case Records shall be stored in an orderly 
manner with separate physical storage and tracking for 
each category and separate physical storage and 
tracking for each subcategory under the Court/Audit 
Case Records category. 

Any changes to the system described in this Subsection 
4.4.2.4 shall be approved in writing by the CCA prior to 
implementation.  Another Contractor must be able to 
assume this work, should it become necessary, at the 
termination or expiration of the Contract.  

 4.4.3 Retrieval and Delivery of Boxes of IHSS Timesheets, Boxes of 
GR/NAFS or GR/NACF Case Records/Documents and Boxes of 
Court/Audit Case Records  

Contractor shall be responsible for retrieval and delivery of 
requested Boxes of IHSS Timesheets, Boxes of GR/NAFS or 
GR/NACF Case Records/Documents and Boxes of Court/Audit 
Case Records; and shall update Contractor’s Inventory System to 
show that the Box has been Borrowed or Withdrawn, the number 
of the County office which requested it, the date of the request, 
whether it is a Regular Retrieval Request or Emergent Retrieval 
Request and the date the Box was sent out for delivery.   

Each requested Box shall be signed for by an authorized County 
employee on a Contractor provided delivery manifest.   

4.4.3.1 The signed delivery manifest, listing Boxes requested, 
retrieved and delivered shall be the basis for the monthly 
invoice from Contractor.   

4.4.3.2 Retrieval Request forms and all documentation of 
telephone calls from County authorized personnel 
requesting emergent Box retrievals shall be maintained 
to support the Boxes listed on the delivery manifest. 

4.4.3.3 Retrieval Requests for all Boxes shall be in writing and 
shall come from County offices or special functions as 
listed in SOW Technical Exhibit B-7.  Requests from 
other than those County offices or special functions 
listed on Technical Exhibit B-7 shall be sent to 
Contractor by the CCA.  County may periodically update 
the County offices and special functions listed on SOW 
Technical Exhibit B-7. 
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4.4.3.4 Data Entry 

Contractor shall perform data entry for all Boxes listed 
on Retrieval Request forms unless the Retrieval Request 
is rejected because it is illegible, inaccurate or 
incomplete. 

4.4.3.5 Data Entry and Requestor Notification for Boxes Not 
Available for Retrieval 

If a Box is not available to Contractor for retrieval 
processing because it is:  1) Out to another County 
office, 2) There is another retrieval in process, or 3) The 
Box is not on file. Contractor shall notify the requestor for 
each such Box which cannot be retrieved and shall state 
the reason the Box cannot be retrieved.  If the Box is not 
on file, Contractor shall specify the reason the Box is not 
on file (i.e., the Box was never received into storage).  

4.4.3.6 Borrowed Boxes of Records/Documents 

When a Box of Records or Documents is Borrowed, 
Contractor shall indicate such fact and shall continue to 
retain such record on the Inventory System.  Borrowed 
Boxes, when returned to Contractor, shall be refiled. 

4.4.3.7 Withdrawn Boxes of Records/Documents 

When a Box of Records or Documents is Withdrawn, 
Contractor shall indicate such fact on Contractor’s 
Inventory System.  If a Withdrawn Box is returned to 
Contractor for storage, it shall be received and 
processed as new inventory.  County shall, when 
necessary, alter a Borrowed or Withdrawn designation 
as County determines the need to do so.  

4.4.3.8 Regular Retrieval Requests for Retrieval and Delivery of 
All Boxes of Case Records and Documents 

Contractor shall retrieve and deliver Regular Retrieval 
Requests for Boxes of IHSS Timesheets, Boxes of 
GR/NAFS or GR/NACF Case Records/Documents and 
Boxes of Court/Audit Case Records within three 
workdays after receipt of the request. 
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When County adds additional stops to Contractor 
provided messenger service with a frequency of other 
than every other day, Contractor shall deliver Boxes 
requested to these sites by the next scheduled delivery 
day. 

4.4.3.9 Emergency Retrieval Requests for Retrieval and 
Delivery of All Boxes of Case Records and Documents 

There may be occasional requests for emergency 
retrieval and delivery of a Box(es) of IHSS Timesheets, 
Box(es) of GR/NAFS or GR/NACF Case 
Records/Documents or Box(es) of Court/Audit Case 
Records.  Emergency Retrieval Requests will be made 
by telephone or via fax by the designee at each County 
office listed on SOW Technical Exhibit B-7.  Contractor 
shall, in these instances, be responsible for retrieval and 
delivery of the requested Box(es) the next workday.  
Those Boxes being delivered to County offices that 
would normally receive delivery services the next day 
shall be included in the regular delivery.  Those Boxes 
being delivered to County offices that would not normally 
receive delivery services the next day shall be delivered 
by a Contract messenger.  Contractor will receive a 
signed receipt which includes the time of delivery of the 
requested Boxes. 

4.5 Release of Stored Records/Documents  

Except for delivery of Case Records, Special Investigation Records, Boxes of 
IHSS Timesheets, Boxes of GR/NAFS or GR/NACF Case 
Records/Documents and Boxes of Court/Audit Case Records provided 
herein, or as otherwise expressly authorized by the CCA, or pursuant to a 
valid court order, Contractor shall not release a Case Record, Special 
Investigation Record, Box of IHSS Timesheets, Box of GR/NAFS or 
GR/NACF Case Records/Documents or a Box of Court/Audit Case Records, 
or any part(s) thereof, to anyone but an authorized County employee as 
specified in Subsection 4.4.3.3 above.  If Contractor should be asked to 
accept a subpoena for a Case Record, Contractor shall notify the server of 
the subpoena that the Custodian of Records is located at the DPSS 
Headquarters office at 12820 Crossroads Parkway South, City of Industry, 
California 91746 and that the subpoena should appropriately be served to 
that address. 
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4.6 Permanent Removal of Stored Records/Documents 

4.6.1 General 

County shall provide for destruction of Case Records, Special 
Investigation Records, Boxes of IHSS Timesheets, Boxes of 
GR/NAFS OR GR/NACF Case Records and Boxes of Court/Audit 
Case Records independent from this Contract.  DPSS shall be 
responsible for said destruction throughout the term of the 
Contract.   

IN NO EVENT SHALL CONTRACTOR, OR ANY OF 
CONTRACTOR’S AGENTS, DESTROY OR CAUSE TO BE 
DESTROYED, ANY CASE RECORD, SPECIAL INVESTIGATION 
RECORD, BOX OF IHSS TIMESHEETS, BOX OF GR/NAFS OR 
GR/NACF CASE RECORDS/DOCUMENTS OR BOX OF 
COURT/AUDIT CASE RECORDS. 

4.6.2 Retrieval of Stored Records/Documents for Destruction 

Should it become possible for the County to destroy old Case 
Records, Boxes of IHSS Timesheets, Boxes of GR/NAFS or 
GR/NACF Case Records/Documents, Boxes of Court/Audit Case 
Records, County shall furnish Contractor with a computer listing or 
closing years of Closed Case Records or Box Identifier Numbers 
for Boxes of IHSS Timesheets, Boxes of GR/NAFS or GR/NACF 
Case Records/Documents or Boxes of Court/Audit Case Records 
to be retrieved for destruction.  If County requests destruction of 
old Case Records based on closing years, County may need to 
identify specific records for Contractor to retrieve, rebox and save 
from destruction.   

Contractor shall provide County with a computer listing of all 
positive and negative Special Investigation records, upon County 
notification of pending record destruction.  The County will review 
and notify Contractor of any specific records County wishes to 
exempt from destruction and Contractor shall retrieve, rebox and 
save those records from destruction. 

4.6.2.1 Logistics of the destruction will be coordinated by the 
CCA.  Upon request from DPSS authorized staff, 
Contractor shall locate and pull all County designated 
Case and Special Investigation Records and Boxes, 
update the Inventory System to show that such 
Records/Boxes have been removed and prepared for 
County pick-up at Contractor’s loading dock. 
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 NO DELETION OF INFORMATION SHALL BE MADE 
FROM CONTRACTOR’S INVENTORY SYSTEM IN 
CONNECTION WITH PERMANENT REMOVAL OF 
CASE OR SPECIAL INVESTIGATION RECORDS OR 
ANY BOXES. 

4.6.3  Permanent Removal of Boxes Upon Termination or Expiration of 
the Contract 

Upon termination or expiration of the Contract or upon demand 
from County, and with receipt of written instructions from County, 
Contractor shall identify, remove, palletize and stage on its loading 
dock (or shipping area) all Boxes of DPSS Case or Special 
Investigation Records, Boxes of IHSS Timesheets, Boxes of 
GR/NAFS or GR/NACF Case Records/Documents and Boxes of 
Court/Audit Case Records in a manner acceptable to County, and 
at no cost to County, except as provided in Sample Contract 
Section 8.0, Subsection 8.54 (Termination for Convenience of the 
County).   

4.6.3.1 Contractor shall update its Inventory System to 
accurately reflect all Case and Special Investigation 
Records and all Boxes of IHSS Time Sheets, GR/NAFS 
or GR/NACF Case Records/Documents and Court/Audit 
Case Records placed on its loading dock for pick-up by 
County and provide County with an electronic listing of 
all such data in a readily readable file format. 

4.6.3.2 Contractor shall assist and work with County and its 
designated movers in establishing and meeting transfer 
schedules and timetables.  County, or County’s 
designee, shall provide moving staff and necessary 
equipment to transfer its records off the Contractor’s 
dock. (Sample Contract Section 8.0, Paragraph 8.10, 
Completion of Contract). 

 
4.7 Performance Outcome Measures 

 
Consistent with the County’s goal of administering programs and services 
with specific and measurable outcomes, these Contracted services include 
Performance Outcome Measures that are consistent with the County’s 
organizational effectiveness goals. 

 
The overall vision of the Case Record Storage and Retrieval Services 
Contract is to ensure that service delivery systems are efficient, effective and 
goal oriented and to help strengthen the County’s fiscal capacity. The 
following goals were developed with this ultimate vision in mind.  
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4.7.1 Contractors shall ensure that 100 percent of pick-up and deliveries 

occur within ½ hour of the scheduled arrival time at each office 
location, for 1) Open Case Records, 2) Closed Case Records, 3) 
Special Investigation Records, 4) Boxes of IHSS Timesheets, 5) 
Boxes of GR/NAFS OR GR/NACF Records/Documents, 6) Boxes of 
Court/Audit Case Records. 

 
4.7.2 Contractor shall ensure that for 100 percent of the time, the lesser of 

the actual number of case records and boxes or 125 records and 2 
boxes are picked up at each office location. 

 
4.7.3 Contractor shall ensure that 100 percent of regular case requests are 

delivered in 3 workdays and that 100 percent of emergent requests 
are delivered in 1 workday. 

 
The provisions of Subsections, 4.7.1, 4.7.2, 4.7.3, will be monitored for 
compliance by the CCA on a semi-annual basis.  Penalties will be assessed 
for any unresolved instances of non-compliance as stated in Technical 
Exhibit B.1, Performance Requirements Summary Chart. 

 
4.8 Contingency Plan for Work Stoppage 

 In the event of any work stoppage caused by any labor dispute, Contractor 
shall continue all phases of the storage, retrieval, pick-up/delivery services 
specified herein. 

4.9 Monthly Management Report 

4.9.1 Contractor shall provide a monthly report, including but not limited to, 
workload statistics and documentation on the following, which shall be 
separately reported in the identified categories of 1) Open Case 
Records, 2) Closed Case Records, 3) Special Investigation Records, 
4) Boxes of IHSS Timesheets, 5) Boxes of GR/NAFS or GR/NACF 
Records/Documents, 6) Boxes of Court/Audit Case Records and 7) 
activity related to the Department of Children and Family Services.  
Each category shall be reported separately, shall be due the 15th of 
the month following the service month and submitted with Contractor’s 
invoice and shall include, but not be limited to, the following: 

a.  Number of requests for a Record or Box received (identified as 
either a regular or emergent request), number of Record/Box 
retrievals, number of duplicate case records and refiles; 
number of Records/Boxes  undeliverable as Record/Box is out 
to another district or not on file, (with the reasons the 
Record/Box is not on file); number of  special pick-ups and 
deliveries; number of Records and Boxes sent to Contractor for 
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storage, number of Records stored in categories 1 through 3 
above; number of boxes retained on Contractor’s shelves in 
categories 1 through 6 above and number of special stops at 
County offices for special deliveries. 

b. Contractor’s report for Department of Children and Family 
Services (DCFS) shall not include information on stops at 
DCFS facilities, on receipt of new cases, duplicate processing 
or number of Boxes or Records stored on the shelves as this 
activity is not performed for DCFS.   

4.9.2 Contractor shall perform periodic reconciliation of Open Case Records 
in storage to determine if any should be filed as Closed Case Records 
based on data provided by County in a mutually acceptable format. 

4.10 Forms 

Forms applicable to the Statement of Work are listed and described below.  
County shall notify Contractor on changes to forms or additional forms 
necessary to the performance of any resultant Contract before the Contract 
start date and shall notify Contractor of changes or additional forms which 
may take place after Contract start date.  All forms listed are completed by 
County staff and forwarded to Contractor for required action (i.e., to receive 
and store, retrieve and refile a Case Record or Box). 

4.10.1 Transmittal Forms 

PA 6-1 Miscellaneous Transmittal Form, Attachment B-8  
Miscellaneous Transmittal, are used by the County to send new Case 
Records and Boxes to storage; and to transmit the return of Case 
Records and Boxes to storage. 

 Transmittal For Storage of Case Records, Attachment B-10 is used by 
the County to send new Case Records, Boxes, Historical segments, 
and closed case records to storage. 

 This form is also used by County to request Boxes of IHSS 
Timesheets and to return Boxes of IHSS Timesheets. 

4.10.2 Request to Borrow Case Record, Boxes, Documents and Timesheets 

The PA 2241, Request to Borrow A Case Transmittal, is used by the 
County in the following manner: 

1.  PA 2241 - This form is used by County to request some case 
records and to notify Contractor to update the Inventory System 
to reflect a change from Borrowed to Withdrawn status. 
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2. PA 2241-1 - This form is used by County to borrow boxes of 
GR/NAFS OR GR/NACF Case.  

5.0 GREEN INITIATIVES 

5.1   Contractor shall use reasonable efforts to initiate “green” practices for 
environmental and energy conservation benefits. 

 
5.2 Contractor shall notify County’s Contract Administrator Manager of 

Contractor’s new green initiatives prior to the contract commencement. 
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1.0  PERFORMANCE REQUIREMENTS SUMMARY 

1.1  INTRODUCTION 

This Performance Requirements Summary (PRS) displays the major 
services that will be monitored during the term of a resultant contract.  It 
indicates the required services, the standards for performance, maximum 
deviation from standard before service will be determined unsatisfactory, 
County’s preferred method of monitoring, and the unsatisfactory performance 
indicator that may be assessed if the service is not satisfactorily provided. 

All listings of "required service" or "Standard" used in this PRS are intended 
to be completely consistent with the Statement of Work, Attachment A, and 
are not meant to create, extend, revise, or expand any obligation of 
Contractor beyond that defined in the above mentioned sections.  In any 
case of apparent inconsistency between required services or Standards as 
stated in the Statement of Work and Sample Contract and this PRS, the 
meaning apparent in Statement of Work and Sample Contract will normally 
prevail, as that is the intention of County.  If any required service or Standard 
seems to be created in this PRS which is not set forth in Statement of Work 
and Sample Contract, that apparent required service or Standard will not be 
a requirement on Contractor and will not be the basis of the assignment of 
any points, unless it is clarified in the contract that will result from this RFP.  
However, it is the responsibility of the Contractor to point out any such 
inconsistencies at the time of finalization of the contract.  If any discrepancies 
are not resolved in the final contract, then the County Contract Administrator 
(CCA) will determine the interpretation and clarification of the matter(s) as 
any arise in the course of the contract.  Because the provision of services to 
public assistance clients is critical to the mission of DPSS, the County 
expects a high Standard of Contractor performance.  DPSS will work with the 
Contractor to resolve any areas of difficulty brought to the attention of the 
CCA by Contractor before the allowable deviation for acceptable Standard 
should occur.  It is the Contractor’s responsibility to provide the services set 
forth in the Statement of Work, Attachment A; which are summarized in the 
PRS.  

Because the provision of case record storage and retrieval services is critical 
to the mission of DPSS, the County expects a high Standard of Contractor 
performance.  DPSS will work with the Contractor to resolve any areas of 
difficulty brought to the attention of the County Contract Administrator by the 
Contractor before the allowable deviation from acceptable Standard should 
occur.  However, it is the Contractor’s responsibility to provide the services 
set forth in the Statement of Work and summarized in the Performance 
Requirements Summary 

.
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1.2  PERFORMANCE REQUIREMENTS SUMMARY CHART 

The Performance Requirements Summary Chart is at the end of this Exhibit 
and lists: 

• This Contract’s requirements considered most critical to acceptable 
Contract performance (Column 2 of chart). 

• The Acceptable Quality Level (AQL) (Column 3 of chart). 

1.3  QUALITY ASSURANCE 

On no less than a semi-annual basis, the Contractor’s performance will be 
compared to this Contract’s Standards and AQL’s using the County’s Quality 
Assurance Monitoring Plan (QAMP). 

The County may use a variety of inspection methods to evaluate the 
Contractor’s performance.  The methods of monitoring that may be used are 
(but are not limited to): 

• Random sampling. 

• Activity checklists. 

• One hundred percent inspection of items, such as reports and 
invoices, on a periodic basis as determined necessary to assure a 
sufficient evaluation of Contractor performance. 

• Review of computer-generated and manual reports and files. 

• Participant/Community complaints and/or participant questionnaires. 

• Participant interviews. 

• Case reviews. 

• Observation of Contractor operations. 

1.4 CONTRACT DISCREPANCY REPORT (CDR) 

Performance of a Required Service is considered acceptable when the 
percent of discrepancies found during Contract monitoring procedures does 
not exceed the percent of discrepancies allowed by the AQL.  When the 
performance is unacceptable, the Contractor shall be required to respond 
within ten business days, to a Contract Discrepancy Report (CDR).  The 
CDR will require the Contractor to explain in writing the reasons for such 
unacceptable performance, and how performance will be returned to an 
acceptable level, and how recurrence of the problem will be prevented.  The 
CCA will evaluate the Contractor’s explanation and determine if the 
corrective action is appropriate.  The CDR is in SOW Technical B-2. 
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AQL’s are defined in a variety of ways.  An explanation of how AQL’s are 
used is included in the Statement of Work, in the sections referenced in each 
of the standards listed on the PRS. 

1.5  CRITERIA FOR ACCEPTABLE OR UNACCEPTABLE PERFORMANCE 

In monitoring the Contractor’s performance in this area, samples are selected 
at random so that they will be representative of a population of interest.  
Selections used in sample are used to measure performance on the  

Standard, and conclusions are made about Contractor performance for the 
whole population. 

The random sampling plan includes the following information: 

AQL - The maximum percent of defects that can occur and still meet 
this Contract’s Standard for satisfactory performance. 
 Lot Size (Population) - The total number of units or services provided. 
  Sample Size - The number of units to be checked in a given time 
period. 

The AQL for each sampling is taken from the Performance Requirements 
Summary.  The lot size is determined by selecting a population that the 
County determines appropriate for their review.  To ensure each service has 
an equal chance of being selected, a random number table, or other 
automated sampling tool, is used to determine the sample from the 
appropriate lot size. 

When sampling is used, Contractor performance is deemed Unsatisfactory 
when the results of a review by the County fail to meet the AQL, as defined 
for each standard in the Performance Requirement Summary Chart, SOW 
Technical Exhibit B-1 below. 

1.6 REMEDY OF DEFECTS 

Upon a finding of unsatisfactory service and assessment of Unsatisfactory 
Performance Indicators, the Contractor must, within ten business days, 
remedy any and all defects in the provision of the Contractor’s services and, 
as deemed necessary by the CCA, perform such services again at an 
acceptable level.  Failure to correct the deficiency can result in termination of 
the Contract. 
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1.7 UNSATISFACTORY PERFORMANCE REMEDIES 

When Contractor performance does not conform to the requirements of the 
Contract, the County will have the option to apply the following 
nonperformance remedies: 

• Require the Contractor to implement a formal corrective action plan, 
subject to approval by the County.  In the plan, the Contractor must 
include reasons for the unacceptable performance, specific steps to 
return performance to an acceptable level, and monitoring methods to 
prevent recurrence. 

• Require Contractor to implement a formal corrective action plan, subject 
to approval by County, for systematic, deliberate misrepresentations.  
This does not preclude County's right to terminate any resultant contract 
upon 30 days written notice with or without cause, as provided Sample 
Contract, Section 8.54, Termination for Convenience of this Contract. 

• Failure of Contractor to comply with or satisfy the request(s) for 
improvement of performance or to perform the neglected work specified 
within ten (10) business days shall constitute authorization for County to 
have the service(s) performed by others.  The entire cost of such work 
performed by others because of Contractor's failure to perform said 
service(s), as determined by County, shall be credited to County on 
Contractor's future invoice.  

• Reduce, suspend or terminate this Contract for systematic, deliberate 
misrepresentations, or unacceptable levels of performance. 

. 
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SOW TECHNICAL  EXHIBIT C-1A 

PERFORMANCE REQUIREMENTS SUMMARY CHART 

REQUIRED 
SECTIONS 

PERFORMANCE 
INDICATOR STANDARDS 

ALLOWABLE 
DEVIATION 

FROM 
ACCEPTABL
E QUALITY 

LEVEL (AQL) 

DEDUCTION FROM 
CONTRACT PRICE FOR 

EXCEEDING AQL/CREDIT 
AGAINST MONTHLY 
INVOICE PAYMENTS 

Quality Assurance Plan  

Standard Terms and 
Conditions, Section 
8.23 

Attachment A, 
Statement of Work, 
Section 1.3 and 
Section 1.4 

Contractor 
maintains QC 
Plan, monitors 
and reviews 
records. 

QC Plan provided to CCA at Contract start-up, 
revisions provided as requested by CCA.  File of 
QC and monitoring review records maintained 
and provided as requested by CCA. 

0% $10 per day late, $10 per item 
deficient. 

Separate 
storage/tracking 

Attachment A, 
Statement of Work, 
Section 4.1.3  

 

Separate storage 
and tracking 
maintained. 

Contractor stores DPSS records separately from 
other customers. 

Contractor stores and tracks in the following six 
categories and adds or deletes categories as 
directed by County:  
1) Open Case Records, 2) Closed Case 
Records, 3) Special Investigation Records 
subdivided into negative and positive, 4) Boxes 
of GR/NAFS OR GR/NACF Case 
Records/Documents, 5) Boxes of IHSS 
Timesheets and 6) Boxes of Court/Audit Cases, 
separated by type. 

0% $500 per month for integrated 
storage with other customers. 

$5 per case record or box not 
stored by category; $500 per 
month each month separate 
tracking not provided. 
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Compliance with All 
Laws 

Standard Terms and 
Conditions, Section 
8.12 

Compliance with 
all laws outlined 
in standard terms.

Compliance with EEO & Nondiscrimination, Civil 
Rights, Child/Elder Abuse Reporting 
Responsibilities.                                              

 

0% $50 per each occurrence. 

Document processing 
and retrieval 

Attachment A, 
Statement of Work,   
Sections 4.3 and 4.4 

Record/Box 
processing, 
retrieval and 
refilling. 

All records/boxes tracked on inventory system, 
stored in boxes and all boxes stored on shelves.  
Records/Boxes are processed correctly on 
Inventory System, retrieved timely and refiled 
correctly. 

Duplicate records are reconciled to ensure 
record retrieval. 5% 

Actual amount assessed by 
State or Federal audit for a 
permanently lost 
Case/Special Investigation 
Record up to $12,500 or a 
minimum of $20 per 
occurrence for a lost Record 
or Box. 

$25 per occurrence for late 
delivery of emergent or 
regular retrieval requests in 
excess of allowable 
deviation. 

Monthly Management 
Reports 

Attachment A, 
Statement of Work,  
Section 4.9 

Monthly Reports 
received timely. 

Monthly report received by the 15th of each 
month, providing workload statistics and 
documentation on each of the six (6) categories 
of storage, as well as activity by the Dept. of 
Children and Family Services. 

 

5% 

$50 for each occurrence, in a 
Contract year, which 
exceeds the allowable 
deviation. 
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Key Contractor 
Personnel 

Attachment A, 
Statement of Work,  
Section 1.1 

Contractor’s 
Contract Manager 
and Alternate 
available. 

Contractor provides Contractor’s Contract 
Manager and alternate, who are available during 
normal working hours from Contract start-up, 
and who respond to County requests in Contract 
operation matters. 

5% 

$25 per occurrence which 
exceeds allowable deviation. 

 

Confidentiality  

Sample Contract, 
Standard Terms and 
Conditions,  
Section 8.15 

Employees 
maintain 
confidentiality. 

Each Contractor employee has signed 
Employee Acknowledgement & Confidentiality 
Agreements and maintains confidentiality in 
handling case records. 0% 

$50 per occurrence. 

Complaints 

Sample Contract, 
Standard Terms and 
Conditions, Section 8.9 

Contractor has 
procedures in 
place to receive, 
investigate and 
respond to user 
complaints. 

Submits, within 15 business days of Contract 
effective date, policy on handling complaints. 

Provides update to plans timely. 

Notifies CCA of status of investigations within 5 
business days of receiving complaints. 

Provides copies of responses to complaints 
within 3 business days. 

5% 

$10 per occurrence which 
exceeds allowable deviation. 
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Consideration to Hire 
GAIN/GROW 
participants 

Sample Contract, 
Standard Terms and 
Conditions, 
Section 8.18 

Active effort to 
consider 
GAIN/GROW 
participants for 
employment. 

Contractor provides effort to consider 
GAIN/GROW participants for employment. 

0% 

$25 per occurrence. 

Permanent Removal of 
Stored 
Records/Documents 

Attachment A, 
Statement of Work,  
Section 4.6 

Contractor 
removes cases for 
destruction and at 
termination of 
contract. 

Contractor stages requested inventory boxes on 
loading dock for destruction, as instructed by 
County.  Inventory system updated, and records 
exempted from destruction are reboxed. 

Contractor works with County, at end of 
Contract, to transfer inventory.  All inventory 
loaded on the dock, in keeping with timetables & 
Inventory System updated to reflect transferred 
records/boxes. 

0% 

$500 per workday. 

Regular Pick-up and 
Delivery Stops and 
Emergent Delivery 

Attachment A, 
Statement of Work, 
Sections 4.2.1, 4.2.3 
and 4.2.5.1 

Messenger 
Provided Service 

Messenger picks up and delivers records and 
documents within ½ hour of scheduled arrival 
time at each office location and picks up a 
minimum of all records and boxes at each 
location 125 records and 2 boxes at each office 
location. 

Regular request are delivered in 3 workdays and 
emergent requests are delivered in 1 workday. 

3% 

$10 per occurrence. 
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Release of 
Records/Documents 

Attachment A, 
Statement of Work 
Section 4.5 

Records/ 
Documents 
Released to 
Authorized 
Personnel 

Contractor releases records/documents only to 
persons authorized at County office locations or 
otherwise by CCA or a valid court order.  
Subpoenas directed to DPSS headquarters. 0% 

$50 per occurrence. 

Performance Measures 

Attachment A, 
Statement of Work 

Section 4.7 

Contractor 
ensures 
adherence to 
Performance 
Measures 

Contractors shall ensure that 100 percent of pick-
up and deliveries occur within ½ hour of the 
scheduled arrival time at each office location, for 
1) Open Case Records,  
2) Closed Case Records,  
3) Special Investigation Records,  
4) Boxes of IHSS Timesheets, 
5) Boxes of GR/NAFS OR GR/NACF 
Records/Documents,  
6) Boxes of Court/Audit Case Records. 
 
Contractor shall ensure that for 100 percent of 
the time, the lesser of the actual number of case 
records and boxes or 125 records and 2 boxes 
are picked up at each office location. 
 
Contractor shall ensure that 100 percent of 
regular case requests are delivered in three 
workdays and that 100 percent of emergent 
requests are delivered in 1 workday. 

 

5% 

$1000 per each performance 
measure not met for the 
semi-annual monitoring period 
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CONTRACT DISCREPANCY REPORT 

TO: 
FROM: 
DATES: Prepared: __________________ 

 Returned by Contractor: __________________ 
 Action Completed: __________________ 
 
DISCREPANCY PROBLEMS: ___________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
_____________________________  _________________________ 
Signature of County Representative                 Date 

 

CONTRACTOR RESPONSE (Cause and Corrective Action): ________________________________________ 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
____________________________  _________________________ 
Signature of Contractor Representative                 Date 

 
COUNTY EVALUATION OF CONTRACTOR RESPONSE: ____________________________________________ 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
____________________________  _________________________ 
Signature of County Representative                 Date 

COUNTY ACTIONS:__________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
CONTRACTOR NOTIFIED OF ACTION: 
County Representative’s Signature and Date ________________________________________________________ 

 

Contractor Representative’s Signature and Date _____________________________________________________ 
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SAMPLE INVOICE FOR 

OPEN, CLOSED & SPECIAL INVESTIGATION RECORDS 

(EACH CATEGORY MUST BE INVOICED & REPORTED SEPARATELY) 

Date______________  

Invoice Month________________ 

DESCRIPTION QUANTITY UNIT PRICE AMOUNT 

New Receipts    

Refiles    

Duplicate Processing Fee    

Regular Retrievals    

Emergent Retrievals    

Undeliverable Retrievals  
(Out to another district; not on file - give 
reason, i.e., box never received) 

   

Regular Delivery Stop  
(Every other day)    

   

Emergency Delivery Stop  
(Within one workday of request) 

   

Special Pick-Up/Delivery Stop    

Total Number - Box Retention    

Total Number - Record Retention  N/A N/A 

 
 
TOTAL AMOUNT DUE_______________________ 
 
Prepared By         

  (Signature) 

(Note:  Each billed category shall contain back-up documentation.  *Regular and 
Emergent Delivery stops are general service which does not need to be separated 
into categories.  These services can be charged to the closed case record invoice 
along with documentation.) 
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SAMPLE INVOICE FOR 

IHSS TIMESHEETS, GR/NAFS OR GR/NACF & COURT CASE BOXES 

(EACH CATEGORY OF BOXES MUST BE INVOICED SEPARATELY) 

Date______________ 

Invoice Month_____________ 

DESCRIPTION QUANTITY UNIT PRICE AMOUNT 

New Box Receipts    

Box Refiles    

Regular Retrievals    

Emergent Retrievals    

Undeliverable Retrievals (out to 
another district; not on file - give 
reason, i.e., box never received) 

   

Regular Delivery Stop  
(Every other day)    

   

Emergency Delivery Stop  
(Within one workday of request) 

   

Special Pick-Up/Delivery Stop    

Total Number - Box Retention    

 
TOTAL AMOUNT DUE_______________________ 
 
 
Prepared By         

   (Signature)  

(Note:  Each category billed shall contain back-up documentation.  *Regular and 
Emergent Delivery stops are a general service which does not need to be separated 
into categories.  These services can be charged to the closed case record invoice 
along with documentation) 
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SAMPLE INVOICE FOR  

DEPARTMENT OF CHILDREN AND FAMILY SERVICES   

 

Date________________ 

Invoice Month________________ 

DESCRIPTION QUANTITY UNIT PRICE AMOUNT 

Regular Retrieval    

Emergent Retrieval    

Refiles    

Undeliverable Retrievals 
(Out to another district; not on file - 
give reason not on file, i.e., case never 
received in storage) 
 

   

                                                                                                           

TOTAL AMOUNT DUE________________ 

 

Prepared By                                                                                                              
  (Signature) 
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ESTIMATED WORKLOAD 

The case and record information provided in the table below are estimations for bid 
computation purposes only.  The actual number may vary due to changes in the 
County, State and Federal policy changes.  The County is unable to provide 
estimates for emergent case records request.   

SERVICE CATEGORY FY 2011-2012 As of December 
2012 

I. OPEN, CLOSED SPECIAL 
INVESTIGATION CASE RECORD 
STORAGE AND RETRIEVAL  

  

Boxes (Stored Case Records) 561,140 578,172 

Records in Storage  10.088.384 10,492,732 

New Case Record Receipts  56,010 561,169 

Case Retrievals (Regular and Emergent) 2,002 1,345 

Case Records Undeliverable ( Out to 
another district) 

293 198 

Duplicate Case Records Processed 
(Statistics incomplete as this area has been 
expanded) 

22,551 26,474 

Cases Refiled 4,904 5,199 

II. STORAGE AND RETRIEVAL OF 
BOXES IHSS TIMESHEETS AND GR/NAFS OR 
GR/NACF 

  

Boxes  109,207 111,947 

New Box Receipts  606 486 

Boxes Retrieved (Regular and Emergent) 173 160 

Boxes Refiled  235 194 

III. DEPARTMENT OF CHILDREN AND 
FAMILY SERVICES (DCFS) ACTIVITY  

  

Retrievals (Regular and Emergent) 2 0 

Refiles  1 1 

IV.  GENERAL SERVICES    
Regular Pick-Up/ Delivery (within three days 
of request) 

742 742 

Emergent Pick-up/Delivery within one day of 
request) 

88 77 

Special Pick-Up /Delivery 21 21 
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COUNTY OFFICE ADDRESSES  

   OFFICE # OFFICE NAME ADDRESS 

001 Northwest Region Chatsworth Adult   
Services 

21615 Plummer Street, 
Chatsworth, CA 91311 

002 Glendale Family Service Center 
4680 San Fernando Road, 

Glendale, CA 91205 

003 Pasadena District  
955 N. Lake Ave, 

Pasadena, CA 91104 

004 El Monte District  
3350 Aerojet  Avenue, 
El Monte, CA 91731 

005 Belvedere Workforce Services  
5445 Whittier Blvd. 3rd fl., 
Los Angeles, CA 90022 

006 Cudahy District  
8130 S. Atlantic Blvd. 

Bell, CA 90201 

007 South Special Aids 
17600 S. Santa Fe Avenue,  

Rancho Dominguez, CA 90221 

008 Southwest Special 
1819 W. 120th St.,   

Los Angeles, CA 90047 

010 Wilshire Special 
2415 W. Sixth Street,   

Los Angeles, CA 90057 

011 East Valley 
14545 Lanark Street,  
Panorama, CA 91402 

012 Exposition Park 
3833 South Vermont Ave 2nd fl., 

Los Angeles, CA 90037 

013 Metro Family 
2615 S. Grand Ave. 6th fl., 
Los Angeles, CA 90007 

014 Civil Center 
813 E. Fourth Place, 

Los Angeles, CA 90013 

015 Metro East 
4077 N Mission Road 

Los Angeles, CA 90032 

016 Medi-Cal Outreach East  3400 Aerojet Ave 2nd fl., 
El Monte, CA 91731 

017 Florence 
1740 E. Gage Avenue, 
Los Angeles, CA 90001 

018 USC Medical Center 
1200 N State Street Bldg 1.26, 

Los Angeles, CA 90033 

019 Pomona Adult Services 
360 E Mission Blvd. 
Pomona, CA 91766 

020 San Gabriel Assistance Payment 
3352 Aerojet Avenue, 
El Monte, CA 91731 
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025 USC-MC Pediatric Pavilion 
1200 N. State Street, Bldg, 1.26 

Los Angeles, CA 90033 

026 Compton 
211 E. Alondra Blvd. 
Compton, CA 90220 

027 South Central 
10728 S. Central Avenue, 
Los Angeles, CA 90059 

029 USC Medical Center-Women 
1200 N. State Street Bldg 1.26 

Los Angeles, CA 90033 

030 USC Medical Center-Psych 
1200 N. State Street Bldg 1.26 

Los Angeles, CA 90033 

031 South Family Aids 
17600 S. Santa Fe Avenue, 

Los Angeles, CA 90221 

032 San Fernando Branch 
9188 Glenoaks Blvd. 

Sun Valley, CA 91352 

034 Lancaster 
349 East Avenue K-6 
Lancaster, CA 93535 

035 Lancaster Adult Services 
335 East Avenue K-6 
Lancaster, CA 93535 

036 Pomona 
2040 Holt Avenue 

Pomona, CA 91768 

038 Metro North 
2601 Wilshire Blvd. 

Los Angeles, CA 90057 

040 Norwalk 
12727 Norwalk Blvd. 
Norwalk, CA 90650 

042 Medi-Cal Outreach East 
3400 Aerojet Avenue 
El Monte, CA 91731 

043 Harbor General Hospital 
1000 W. Carson Street , 
Los Angeles, CA 90509 

047 Metro North Adult Services 
2707 S. Grand Ave 2nd fl., 
Los Angeles, CA 90007 

049 Martin Luther King Hospital 
Medi-Cal Long Term Care 

12021 Wilmington Avenue, 
Los Angeles, CA 90059 

050 Palmdale GAIN Sub-Office 1050 E. Palmdale Blvd. 
Palmdale, CA 93550 

051 Santa Clarita Branch 27233 Camp Plenty Road, 
Santa Clarita, CA 91351 

052 GAIN Region II, West San Fernando 
Valley    

21415-B Plummer Street, 
Chatsworth, CA 91311 

056 GAIN Region III, Cal-LEARN Branch 2255 N. Garey Avenue, 
Pomona, CA 91767 

057 GAIN Region III, San Gabriel Valley 
3216 Rosemead Blvd.  
El Monte, CA 91731 
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058 GAIN Region IV, Expo Park Office  
 

3833 South Vermont Avenue  
Los Angeles, CA  90037 

060 Rancho Park 
11110 West Pico Blvd. 
Los Angeles, CA 90064 

062 Paramount-Main 
2961 Victoria Street 
Compton, CA 90221 

064 Southeast GAIN Region VI 
5460 Bandini Blvd. 

Bell, CA 90201 

065 Olive View Medical Center 
14445 Olive View Drive, 

Sylmar, CA  91342 

066 Lincoln Heights 
4077 N Mission Road, 

Los Angeles, CA 90032 

067 Lancaster General Relief 
337 E. Avenue K-10 
Lancaster, CA 93535 

070 Metro Special 
2707 S. Grand Ave 3rd fl., 
Los Angeles, CA 90007 

071(50) East San Fernando Valley 
GAIN Region VII 

3307 N. Glenoaks Blvd 1st fl. 
Burbank, CA 91504 

073 Glendale Adult Services 
3307 N. Glenoaks Blvd 2nd fl.          

Burbank, CA 91504 

074 El Monte Adult Services 
IHSS Office #74 

3400 Aerojet Avenue, 
El Monte, CA 91731 

075 La Cienega Adult Services 9800 S La Cienega Blvd 10th Fl. 
Inglewood, CA 90301 

077 South Adult Services 
12000 Hawthorne Blvd. “A” 

Hawthorne, CA 90250 

080 Medi-Cal Long Term Care 
17171 E. Gale Avenue, 

City of Industry, CA 91745 

082 West Valley 
21415-B Plummer Street 
Chatsworth, CA 91311 

083 South West Family 
8300 S Vermont Avenue 
Los Angeles, CA 90044 

084 Rancho Los Amigos Hospital 
Medi-Cal Long Term Care 

7601 Imperial Highway 
Downey, CA 90242 

085 Perinatal Clinic 
3400 Aerojet.   

El Monte, CA 91731 

089 Medi-Cal Mail in Processing 
2615 S. Grand Avenue, 
Los Angeles, CA 90007 

090 Northridge Medi-Cal Regional 
9451 Corbin Avenue 

Northridge, CA 91324 

092 Hawthorne Medi-Cal Regional 
12000 Hawthorne Blvd.   
Hawthorne, CA 90250 
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095 High Desert Hospital 
44900 N. 60th Street West 

Lancaster, CA  93536 

246  Department of Children & Family 
Services 

9320 Telstar Avenue, Suite 216 
El Monte, Ca 91731 

300 
DPSS Administration West 

Government Inquiry & Response 
 (VIP Hotline) 

12820 Crossroads Parkway S  
City of Industry, CA 91746 

305 Appeals and State Hearings 
3833 South Vermont Ave 4th fl.   

Los Angeles, CA 90037 

310 Medi-Cal Program Section  
12900 Crossroads Parkway South- 

Main City of Industry, CA 91746 

313 Accounts Receivable Section  
3435 Wilshire Blvd. 8th fl.   
Los Angeles, CA 90010 

357 Internal Affairs 
12440 East Imperial Hwy. 6th Fl.    

Norwalk, CA 90650 

359 MIE 
3220 Rosemead Blvd.    
El Monte, CA 91731 

371 DA Welfare Fraud Unit 
5300 Harbor Street, 

Los Angeles, CA 90040 

372 WFP&I 
12000 Hawthorne Blvd. “A” 

Hawthorne, CA 90250 

373 BWS Line Operations Development 
Section  

9320 Telstar Avenue #156 
El Monte, CA 91731 

392 Central Helpline (CCIR) West Annex 
12820 Crossroads Parkway South, 

    City of Industry, CA 91746 

401 Van Nuys-APS* 
7555 Van Nuys Blvd.   
 Van Nuys, CA 91405 

419 Glendora APS 
130 W. Route 66 Suite#224, 

Glendora CA 91740 

428 Civic Homeless Project-APS* 
813 E. Fourth Place 

Los Angeles, CA 90013 

435 Lancaster-APS* 
349 East Avenue K-6, 
Lancaster, CA 93535 

449 Mid-Wilshire- APS* 
532 S Vermont Avenue  
Los Angeles, CA 90020 

458 Westside Services Center- APS 
4300 120th Street, 

Hawthorne, CA 90250 

469 Metro Adult – APS* 2707 S. Grand Ave 2nd fl.  
Los Angeles, CA 90007 

473 Pasadena – APS* 532 E Colorado Blvd., 4th Fl.  
Pasadena, CA 91106 

474 East Los Angeles – APS* 133 North Sunol Drive,  
Los Angeles, CA 90063 
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476 San Pedro APS 769 W 3rd. Street 
San Pedro, CA 90731 

477 Southside – APS* 12700 South Avalon Blvd.  
Los Angeles, CA 90061               

487 Florence/Firestone – APS* 12700 South Avalon Blvd.  
Los Angeles, CA 90061               

505 GAIN- Belvedere Sub-office 5445 Whittier Blvd. 3rd fl.  
Los Angeles, CA 90022 

534 GAIN, Lancaster  1050 E. Palmdale Blvd.  
Palmdale, CA 93550 

555 GAIN, Santa Clarita 
21415-B Plummer Street  
 Chatsworth, CA 91311 

561 GAIN Region V, South County 
2959 Victoria Street 
Compton, CA 90221 

582 GAIN, West Valley 
21415-B Plummer Street  
Chatsworth, CA 91311 

584 GAIN Region I, West County  
5200 W. Century Blvd.  
Los Angeles, CA 90045 

882 Workforce Services District/Medi-Cal 21615 Plummer Street, 
Chatsworth, CA 91311 

1069 Centralized Timesheet Team 2707 S. Grand Ave 2nd fl. 
Los Angeles, CA 90007 

4073 Burbank - APS 2501 W. Burbank Blvd. 
Burbank, CA 91504 

4077 Lawndale - APS 4300 W. 120th Street, “B” 
Hawthorne, CA 90250 

9091 X-Files Cases  330 Arden Avenue, Suite 120 
Glendale, Ca 91203 

9092 X-Files Cases 11100 Valley Road Suite 209 
El Monte, Ca 91731 

9093 X-Files Cases Vermont 1205 N Vermont Avenue 
Los Angeles, Ca 90029  

9094 X-Files Cases 6505 Wilshire Blvd, Suite 200 
Los Angeles, Ca 90048 

9095 X-Files Cases 517 W Glenoaks Blvd 
Glendale, CA 91202 

9096 X-Files Cases 1530 James Wood  
Los Angeles, Ca 90015 

9097 X-Files Cases 401 S Glenoaks Blvd.  
Burbank, Ca 91502 
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COUNTY OF LOS ANGELES                                                            DEPARTMENT OF PUBLIC SOCIAL SERVICES 
 

 MISCELLANEOUS TRANSMITTAL 
 

 
WRITE IN TITLE OF DOCUMENT TRANSMITTED 
 
 

TO:   
 

FROM 
 II             

 
DATE:  

 
EMPLOYEE NAME E

M
P
L
O
Y
E
E
 
#

BRIEF DESCRIPTION IF 
APPLICABLE 

REMARKS 

    

 
    

 
    

  
 

 

    
 
    

 
    

 
RECEIVED BY: 

 
DATE RECEIVED: 
 

 

76T589B PA 6-1 (REV. 6/73)
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DEPARTMENT PUBLIC SOCIAL SERVICES                                                                                                                                                                LOS ANGELES COUNTY  
                   

REQUEST TO BORROW CASE RECORD SEGMENTS TRANSMITTAL 
 

Office / Facility Requesting:__________________________ Date: _______________ 
 

Name of Requestor:       ______________________    
 

         Open                             Closing                Closing Date:__________________ 
 

Check ( √) 
here for 
“Normal 
Request” 

(Last 3 years) 

Closing Dates of All 
Segments  

Case 
Number 

Case Name 
(Last Name First) 

File No of 
Requestor 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    
  Copies:  Original and Copy 
  Distribution:  Original Contractor 

 Copy:   Primary Transfer Desk 
 Retain:  One Year 

 
Approved By____________________________________, Administrative Deputy 
 
PA 2241 
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STORAGE OF CASE RECORDS TRANSMITTAL  

To:   From:   Date:    

STATUS OF CASE RECORDS TRANSMITTED (Check one of the following)z 
 

[  ] NEW OPEN HISTORICAL CASE RECORDS                      [  ] REFILE CLOSES CASE RECORDS  
[  ] REFILE OPEN HISTORICAL CASE RECORDS                  [  ] FILE SEGMENTS WITH HISTORICALS
[  ] NEW FINAL CLOSED CASE RECORDS 
 

CASE NUMBER CASE NAME  

For Closed Case only  
Is this the final closed 

case segment  
If Yes enter closed 

date  
 

NO YES 
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   

LOG/REPORT COMPLETED BY : DATE: 
 

RECEIVED BY: DATE: 
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COUNTY OF LOS ANGELES         DEPARTMENT OF PUBLIC SOCIAL SERVICES  

Return Date_________________ 
(30 days after receipt of box) 

 
REQUEST TO BORROW BOX(ES) OF CLOSED CASES OR BOX OF FORMS  

Office Name Site#______________________________________________________ 

Date:_________________  File No. or Requestor:______________________________ 

REQUEST TO BORROW CLOSED CASE(S) 
CASE NAME: LEADER #: LEGACY#: 

 
DISTRICT OFFICE # CODE 

FIELD 
YEAR 
(YY) 

MONTH 
(MM) 

BOX #  
All BOXES REQUESTED □ 

   
 

      

   
 

      

 

CASE NAME: LEADER #: LEGACY#: 
 

DISTRICT OFFICE # CODE 
FIELD 

YEAR 
(YY) 

MONTH 
(MM) 

BOX #  
All BOXES REQUESTED □ 

   
 

      

   
 

      

 

CASE NAME: LEADER #: LEGACY#: 
 

DISTRICT OFFICE # CODE 
FIELD 

YEAR 
(YY) 

MONTH 
(MM) 

BOX #  
All BOXES REQUESTED □ 

   
 

      

   
 

      

 

CASE NAME: LEADER #: LEGACY#: 
 

DISTRICT OFFICE # CODE 
FIELD 

YEAR 
(YY) 

MONTH 
(MM) 

BOX #  
All BOXES REQUESTED □ 

   
 

      

   
 

      

One form can be used to request up to 4 boxes of closed cases.  Complete the following for each box requested , the box number 1) 
obtained from the Box Index Tracking System, or 2) as shown on the “Document Box Label used to send the box to storage.  If the 
Box # is not known or the requested is for QR-7 Monthly Report forms, complete the District Office #, Year (YY), Month (MM) and 
Form # fields.  Leave the Box # field blank and check the “All BOXES REQUESTED” 
PA 2241-1  Distribution:  Original Contractor   Copy –Designated clerk/ Requestor  
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REQUIRED FORMS  
 

D-1  PROPOSER’S ORGANIZATION QUESTIONNAIRE/AFFIDAVIT .. 191-197 
D-2  PROSPECTIVE CONTRACTOR REFERENCES .................................. 193 
D-3  PROSPECTIVE CONTRACTOR LIST OF CONTRACTS ...................... 194 
D-4  PROSPECTIVE CONTRACTOR LIST OF TERMINATED  

CONTRACTS ......................................................................................... 195 
D-5  CERTIFICATION OF NO CONFLICT OF INTEREST ............................ 196 
D-6  FAMILIARITY WITH THE COUNTY LOBBYIST ORDINANCE CERT ... 197 
D-7 REQUEST FOR LOCAL SBE PREFERENCE PROGRAM  

CONSIDERATION AND CBE FIRM/ORGANIZATION INFORMATION 
FORM ..................................................................................................... 198 

D-8  PROPOSER’S EEO CERTIFICATION ................................................... 199 
D-9 ATTESTATION OF WILLINGNESS TO CONSIDER GAIN/GROW 

PARTICIPANTS ..................................................................................... 200 
D-10 CONTRACTOR EMPLOYEE JURY SERVICE PROGRAM  

CERTIFICATION FORM AND APPLICATION FOR EXCEPTION ......... 201 
D-11 PRICING SHEET ............................................................................ 202-203 
D-12 CERTIFICATION OF INDEPENDENT PRICE DETERMINATION  

AND ACKNOWLEDGEMENT OF RFP RESTRICTIONS ....................... 204 
D-13 COUNTY’S ADMINISTRATION .............................................................. 205 
D-14 CONTRACTOR’S ADMINISTRATION ................................................... 206 
D-15 CHARITABLE CONTRIBUTIONS CERTIFICATION .............................. 207 
D-16  TRANSITIONAL JOB OPPORTUNITIES PREFERENCE  

APPLICATION ........................................................................................ 208 
D-17 CERTIFICATION OF COMPLIANCE WITH THE COUNTY’S 

DEFAULTED PROPERTY TAX REDUCTION PROGRAM  ................... 209 
D-18 CONTRACTOR ACKNOWLEDGEMENT AND CONFIDENTIALITY 

AGREEMENT ................................................................................. 210-212 
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Page 1 of 3 

 
PROPOSER’S ORGANIZATION QUESTIONNAIRE/AFFIDAVIT 

Please complete, date and sign this form and place it as the first page of your proposal.  The 
person signing the form must be authorized to sign on behalf of the Proposer and to bind the 
applicant in a Contract. 
 

1. If your firm is a corporation or limited liability company (LLC), state its legal name (as found 
in your Articles of Incorporation) and State of incorporation:   

  
__________________________________________          ____________      ___________ 
                              Name                         State                         Year Inc. 
 

2. If your firm is a limited partnership or a sole proprietorship, state the name of the proprietor 
or managing partner: 

____________________________________________________________________________ 
 

3. If your firm is doing business under one or more DBA’s, please list all DBA’s and  the 
County(s) of registration: 

 
Name County of Registration        Year became DBA 
 
__________________________________ _________________ _______________ 
 
__________________________________ _________________ _______________ 
 
4. Is your firm wholly or majority owned by, or a subsidiary of, another firm? ____  If yes, 
  
Name of parent firm: 
_______________________________________________________________ 
 
State of incorporation or registration of parent firm:___________________________________ 
 
5. Please list any other names your firm has done business as within the last five years. 
 
Name  Year of Name Change 
 
____________________________________________ ____________________ 
 
____________________________________________ ____________________ 
 
 
6. Indicate if your firm is involved in any pending acquisition/merger, including the associated 

company name.  If not applicable, so indicate below. 
 
____________________________________________________________________________
____________________________________________________________________________ 
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REQUIRED FORM D-1 

Page 2 of 3 
 
Proposer acknowledges and certifies that it meets and will comply with all of the Minimum 
Mandatory Requirements listed in Paragraph 1.5 - Minimum Mandatory Requirements, of this 
Request for Proposal, as listed below. 
 
• Have (or will have by contract award) a minimum of five years’ experience within the last ten 

years providing case record storage and retrieval services or services equivalent or similar to 
the services identified in Attachment B, Statement of Work.  

• Have (or will have by Contract award) a business office located within the County of Los 
Angeles, with a responsible person(s) to maintain all administrative records related to the 
proposed Contract and financial reports that are required herein.  This information must be 
documented in the  

• Have (or will have by Contract award) a Contract Manager with a minimum of five years’ 
experience in the performance of case record storage and retrieval services or similar to the 
services required in this RFP.  

• Demonstrate a proven record of hiring CalWORKs/GAIN participants or attest to a willing to 
consider CalWORKs/GAIN participants for any future employment opening if they meet the 
minimum qualifications for the opening.  Please see RFP Required Forms, Form D-9  

• Comply with the Proposal’s format and requirements set forth in the Business Proposal 
 Format and the Cost Proposal Format, (see RFP, Section 3.0, Subsections 3.12 and 
Subsection 3.13.) 

• Has no record of unsatisfactory performance, lack of integrity or poor business ethics, as 
required by California Operations Manual Section 23-601.243. 

 
Check the appropriate boxes: 
 

  Yes    No     _____ years experience, within the last ___ years 
 
 
Proposer further acknowledges that if any false, misleading, incomplete, or deceptively 
unresponsive statements in connection with this proposal are made, the proposal may be 
rejected.  The evaluation and determination in this area shall be at the Director’s sole judgment 
and his/her judgment shall be final. 
 
Proposer’s Name: 
 
____________________________________________________________________________ 
 
Address: 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
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REQUIRED FORM D-1 
Page 3 of 3 

 
E-mail address:___________________________ Telephone number:___________________  
 
Fax number:  ______________________________ 
 
On behalf of _______________________________ (Proposer’s name), I _________________ 
(Name of Proposer’s authorized representative), certify that the information contained in this 
Proposer’s Organization Questionnaire/Affidavit is true and correct to the best of my information 
and belief. 
 
 
__________________________________ _____________________________________ 
Signature Internal Revenue Service 
 Employer Identification Number 
 
__________________________________ _____________________________________ 
Title California Business License Number 
 
__________________________________ _____________________________________ 
Date County WebVen Number
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REQUIRED FORM D-2 

PROSPECTIVE CONTRACTOR’S REFERENCES 
 

Contractor’s Name:_______________________________ 
 

List five References where the same or similar scope of services were provided in order to meet the Minimum Requirements stated 
in this 
solicitation. 
 
1.  Name of Firm                           Address of Firm                    Contact Person                        Telephone #                   Fax #                       
                                                                                                                                                         (      )                               (      ) 

 
Name or Contract No.                    # of Years / Term of Contract                                     Type of Service                          Dollar Amt. 
 

 
2.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                  Fax #                        
                                                                                                                                                          (      )                              (      ) 

 
Name or Contract No.                    # of Years / Term of Contract                                     Type of Service                          Dollar Amt. 
 

 
3.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                  Fax #                        
                                                                                                                                                          (      )                              (      ) 

 
Name or Contract No.                    # of Years / Term of Contract                                     Type of Service                          Dollar Amt. 
 

 
4.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                   Fax #                       
                                                                                                                                                          (      )                              (      ) 

 
Name or Contract No.                    # of Years / Term of Contract                                     Type of Service                          Dollar Amt. 
 

 
5.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                   Fax #                       
                                                                                                                                                         (      )                               (      ) 

 
Name or Contract No.                    # of Years / Term of Contract                                     Type of Service                          Dollar Amt. 
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PROSPECTIVE CONTRACTOR’S LIST OF CONTRACTS 

 
Contractor’s Name:_______________________________ 

 
List of all public entities for which the Contractor has provided service within the last three years.  Use additional sheets if necessary. 
 
1.  Name of Firm                           Address of Firm                    Contact Person                        Telephone #                   Fax #                            
                                                                                                                                                         (      )                               (      ) 

 
Name or Contract No.                    # of Years / Term of Contract                                     Type of Service                          Dollar Amt. 
 

 
2.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                  Fax #                             
                                                                                                                                                          (      )                              (      ) 

 
Name or Contract No.                    # of Years / Term of Contract                                     Type of Service                          Dollar Amt. 
 

 
3.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                  Fax #                             
                                                                                                                                                          (      )                              (      ) 

 
Name or Contract No.                    # of Years / Term of Contract                                     Type of Service                          Dollar Amt. 
 

 
4.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                   Fax #                            
                                                                                                                                                          (      )                              (      ) 

 
Name or Contract No.                    # of Years / Term of Contract                                     Type of Service                          Dollar Amt. 
 

 
5.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                   Fax #                            
                                                                                                                                                         (      )                               (      ) 

 
Name or Contract No.                    # of Years / Term of Contract                                     Type of Service                          Dollar Amt. 
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PROSPECTIVE CONTRACTOR LIST OF TERMINATED CONTRACTS 
 

Contractor’s Name:______________________________ 
 

List of all contracts that have been terminated within the past three years. 
 
1.  Name of Firm                           Address of Firm                    Contact Person                        Telephone #                   Fax #                            
                                                                                                                                                         (      )                               (      ) 

 
Name or Contract No.                    Reason for Termination: 
 

 
2.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                  Fax #                             
                                                                                                                                                          (      )                              (      ) 

 
Name or Contract No.                   Reason for Termination: 
 

 
3.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                  Fax #                             
                                                                                                                                                          (      )                              (      ) 

 
Name or Contract No.                   Reason for Termination: 
 

 
4.  Name of Firm                           Address of Firm                     Contact Person                        Telephone #                   Fax #                            
                                                                                                                                                          (      )                              (      ) 

 
Name or Contract No.                    Reason for Termination: 
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CERTIFICATION OF NO CONFLICT OF INTEREST 

The Los Angeles County Code, Section 2.180.010, provides as follows: 
 

CONTRACTS PROHIBITED 
 

Notwithstanding any other section of this Code, the County shall not contract with, and 
shall reject any proposals submitted by, the persons or entities specified below, unless 
the Board of Supervisors finds that special circumstances exist which justify the approval 
of such contract: 

 
1. Employees of the County or of public agencies for which the Board of Supervisors 

is the governing body; 
 

2. Profit-making firms or businesses in which employees described in number 1 serve 
as officers, principals, partners, or major shareholders; 

 
3. Persons who, within the immediately preceding 12 months, came within the 

provisions of number 1, and who: 
 

a. Were employed in positions of substantial responsibility in the area of 
service to be performed by the contract; or 

 
b. Participated in any way in developing the contract or its service 

specifications; and 
 

4. Profit-making firms or businesses in which the former employees, described in 
number 3, serve as officers, principals, partners, or major shareholders.  

  
Contracts submitted to the Board of Supervisors for approval or ratification shall be 
accompanied by an assurance by the submitting department, district or agency that the 
provisions of this section have not been violated. 

 
 
____________________________________________________ 
Proposer Name 
 
____________________________________________________ 
Proposer Official Title 
 
____________________________________________________ 
Official’s Signature 

 
 
 

Cert. of No Conflict of Interest 
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FAMILIARITY WITH THE COUNTY LOBBYIST  

ORDINANCE CERTIFICATION 
 
 

The Proposer certifies that: 

 

1) it is familiar with the terms of the County of Los Angeles Lobbyist 

Ordinance, Los Angeles Code Chapter 2.160; 

 

2) that all persons acting on behalf of the Proposer organization have 

and will comply with it during the proposal process; and 

 

3) it is not on the County’s Executive Office’s List of Terminated 

Registered Lobbyists.  

 

 

 

 

 

Signature:___________________________     Date:__________________________ 

 

 



REQUIRED FORM D-7             APPENDIX D: RFP REQUIRED FORMS  

198 
CASE RECORD STORAGE AND RETRIEVAL SERVICES (RFP) 2012 

INSTRUCTIONS:  All proposers/bidders responding to this solicitation must complete and return this form 
for proper consideration of the proposal/bid.   
 
I. LOCAL SMALL BUSINESS ENTERPRISE PREFERENCE PROGRAM: 

FIRM NAME:  _________________________________________________________________________________ 
CAGE CODE:______________                  NAICS CODE:______________ 

 As a business registered as ‘Small’ on the federal Central Contractor Registration (CCR) data 
base, I request this proposal/bid be considered for the Local SBE Preference. 

 The NAICS Code shown corresponds to the services in this solicitation.   
 Attached is my CCR certification page. 

II.     FIRM/ORGANIZATION INFORMATION:  The information requested below is for statistical purposes only.  On 
final analysis and consideration of award, contractor/vendor will be selected without regard to race/ethnicity, 
color, religion, sex, national origin, age, sexual orientation or disability. 

 

Business Structure:      Sole Proprietorship       Partnership     Corporation     Non-Profit     Franchise 
   Other  (Please Specify) ___________________________________________________ 

Total Number of Employees  (including owners): 

Race/Ethnic Composition of Firm.  Please distribute the above total number of individuals into the following categories: 

Race/Ethnic Composition Owners/Partners/ 
Associate Partners Managers Staff 

 Male Female Male Female Male Female 

Black/African American             

Hispanic/Latino             

Asian or Pacific Islander             

American Indian             

Filipino             

White             
 

III. PERCENTAGE OF OWNERSHIP IN FIRM:  Please indicate by percentage (%) how ownership of the firm is 
distributed. 

 

 Black/African 
American 

Hispanic/ 
Latino 

Asian or Pacific 
Islander American Indian Filipino White 

Men % % % % % % 

Women % % % % % % 

 

IV.  CERTIFICATION AS MINORITY, WOMEN, DISADVANTAGED, AND DISABLED VETERAN BUSINESS 
ENTERPRISES:  If your firm is currently certified as a minority, women, disadvantaged or disabled veteran 
owned business enterprise by a public agency, complete the following and attach a copy of your proof of 
certification.  (Use back of form, if necessary.) 

 

Agency Name Minority Women Dis-
advantaged 

Disabled 
Veteran Expiration Date 

      

 
IV. DECLARATION:  I DECLARE UNDER PENALTY OF PERJURY UNDER THE LAWS OF THE STATE OF CALIFORNIA 

THAT THE ABOVE INFORMATION IS TRUE AND ACCURATE. 
Print Authorized Name Authorized Signature Title Date 

Request for Local SBE Preference Program Consideration and  
CBE Firm/Organization Information Form
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REQUIRED FORM D-8 

PROPOSER’S EEO CERTIFICATION 
 
 
____________________________________________________________________________________ 
Company Name 
 
____________________________________________________________________________________ 
Address 
 
____________________________________________________________________________________ 
Internal Revenue Service Employer Identification Number 
 
 

GENERAL 
 

In accordance with provisions of the County Code of the County of Los Angeles, the Proposer certifies and 
agrees that all persons employed by such firm, its affiliates, subsidiaries, or holding companies are and 
will be treated equally by the firm without regard to or because of race, religion, ancestry, national origin, 
or sex and in compliance with all anti-discrimination laws of the United States of America and the State of 
California. 
 
 CERTIFICATION YES NO 

 
1. Proposer has written policy statement prohibiting 

discrimination in all phases of employment.  (     ) (     ) 
 
2. Proposer periodically conducts a self-analysis or 

utilization analysis of its work force. (     ) (     ) 
 
3. Proposer has a system for determining if its employment 

practices are discriminatory against protected groups.  (     ) (     ) 
 
4. When problem areas are identified in employment practices, 

Proposer has a system for taking reasonable corrective  
action to include establishment of goal and/or timetables. (     ) (     ) 
 
 

 
 
___________________________________________  ______________________________ 
Signature   Date 
 
 
_____________________________________________________________________________ 
Name and Title of Signer (please print) 
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REQUIRED FORM D-9 

ATTESTATION OF WILLINGNESS TO CONSIDER 
GAIN/GROW PARTICIPANTS 

 
As a threshold requirement for consideration for contract award, Proposer shall demonstrate a 
proven record for hiring GAIN/GROW participants or shall attest to a willingness to consider 
GAIN/GROW participants for any future employment opening if they meet the minimum 
qualifications for that opening.  Additionally, Proposer shall attest to a willingness to provide 
employed GAIN/GROW participants access to the Proposer’s employee mentoring program, if 
available, to assist these individuals in obtaining permanent employment and/or promotional 
opportunities. 
 
Proposers unable to meet this requirement shall not be considered for contract award. 
 
Proposer shall complete all of the following information, sign where indicated below, and return 
this form with their proposal. 
 
A. Proposer has a proven record of hiring GAIN/GROW participants. 

 
______YES  (subject to verification by County) ______NO  

 
B. Proposer is willing to consider GAIN/GROW participants for any future employment openings if the 

GAIN/GROW participant meets the minimum qualifications for the opening. “Consider” means that 
Proposer is willing to interview qualified GAIN/GROW participants. 

 
______YES ______NO 

 
C. Proposer is willing to provide employed GAIN/GROW participants access to its employee-mentoring 

program, if available. 
 
______YES ______NO ______N/A (Program not available) 

 
 
 
Proposer Organization: __________________________________________________________ 
 
Signature: ____________________________________________________________________ 
 
Print Name: ___________________________________________________________________ 
 
Title: ________________________________________    Date: __________________________ 
 
Tel.#: _______________________________   Fax #: _________________________________ 
 
 
 
 
 
GAIN/GROW ATTESTATION - 10-14-03 
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REQUIRED FORM D-10 
COUNTY OF LOS ANGELES CONTRACTOR EMPLOYEE JURY SERVICE PROGRAM 

CERTIFICATION FORM AND APPLICATION FOR EXCEPTION  
 

The County’s solicitation for this Request for Proposals is subject to the County of Los Angeles Contractor 
Employee Jury Service Program (Program), Los Angeles County Code, Chapter 2.203.  All proposers, whether a 
contractor or subcontractor, must complete this form to either certify compliance or request an exception from the 
Program requirements.  Upon review of the submitted form, the County department will determine, in its sole 
discretion, whether the proposer is excepted from the Program. 
 
Company Name: 
Company Address: 

City:                                                                State:                                             Zip Code: 

Telephone Number: 

Solicitation For ____________ Services: 

 
If you believe the Jury Service Program does not apply to your business, check the appropriate box in Part I (attach 
documentation to support your claim); or, complete Part II to certify compliance with the Program.  Whether you complete 
Part I or Part II, please sign and date this form below. 
 
Part I:  Jury Service Program is Not Applicable to My Business 

 
 My business does not meet the definition of “contractor,” as defined in the Program, as it has not 

received an aggregate sum of $50,000 or more in any 12-month period under one or more County 
contracts or subcontracts (this exception is not available if the contract itself will exceed $50,000).  I 
understand that the exception will be lost and I must comply with the Program if my revenues from the 
County exceed an aggregate sum of $50,000 in any 12-month period. 

 
 My business is a small business as defined in the Program.  It 1) has ten or fewer employees; and, 2) 

has annual gross revenues in the preceding 12 months which, if added to the annual amount of this 
contract, are $500,000 or less; and, 3) is not an affiliate or subsidiary of a business dominant in its field 
of operation, as defined below.  I understand that the exception will be lost and I must comply with the 
Program if the number of employees in my business and my gross annual revenues exceed the above 
limits. 

  
“Dominant in its field of operation” means having more than ten employees and annual gross 
revenues in the preceding 12 months, which, if added to the annual amount of the contract awarded, 
exceed $500,000. 

 
“Affiliate or subsidiary of a business dominant in its field of operation” means a business which is 
at least 20 percent owned by a business dominant in its field of operation, or by partners, officers, 
directors, majority stockholders, or their equivalent, of a business dominant in that field of operation. 

 
 My business is subject to a Collective Bargaining Agreement (attach agreement) that expressly provides 

that it supersedes all provisions of the Program. 
OR 

Part II:  Certification of Compliance 
 

 My business has and adheres to a written policy that provides, on an annual basis, no less than five days 
of regular pay for actual jury service for full-time employees of the business who are also California 
residents, or my company will have and adhere to such a policy prior to award of the contract. 

 
I declare under penalty of perjury under the laws of the State of California that the information stated above is true 
and correct. 
Print Name: Title: 

Signature: Date: 
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REQUIRED FORM – D-11 
Page 1 of 2 

PRICING SHEET  
CASE RECORD STORAGE AND RETRIEVAL SERVICES 

 
The undersigned offers to furnish all personnel, goods and services for Case Record Storage and 
Retrieval Services as detailed in the this Request for Proposals. The following firm fixed prices for 
the specified Service Categories as follows 
 

FIRM FIXED RATES PER UNIT OF SERVICE FOR 
THE TERM OF THE CONTRACT* ** 

 
I. CASE RECORDS/SPECIAL INVESTIGATION RECORD STORAGE 

& RETRIEVAL 
RATE PER 
UNIT 

A.  Receiving and Processing a New Record for Storage $ 
B.  Processing a Duplicate Case Record  $ 

C. Storage of a Box of Records (per Box of Records per month) $ 

D.  Retrieval of a Record $ 

E.  Refiling of a Record $ 

F. Data Entry per Record that is Undeliverable (retrieval not 
deliverable as record is out to another district) 

$ 

II. BOXES OF GR/NAFS OR GR/NACF CASE RECORDS, 
DOCUMENTS; IHSS TIMESHEETS AND AUDIT CASE RECORDS 

$ 

A.  Receipt and Processing of a New Box for Storage $ 

B.  Retrieval of a Box $ 

C.  Refiling of a Box $ 

D. Storage of a Box of Records/Documents (per box per month) $ 

E. Data Entry per Box that is Undeliverable (box borrowed by another 
district) 

$ 

III.  GENERAL SERVICES $ 
A.  Pick-up/Delivery per Regular Stop (every other  workday) $ 
B.  Pick-Up/Delivery per Emergent Stop (within 1 workday of request) $ 
C.  Permanent Removal of a Box for Destruction  $ 

 
*The same firm fixed rates apply to the Case Records borrowed and returned by the Department of 
Children and Family Services (DCFS).  CONTRACTOR shall reflect DCFS charges separately from 
DPSS charges on the monthly invoice submitted to DPSS. 

 
**The same firm fixed rates apply to the closed Case Records received from the Department of 
Community and Senior Services (DCSS).  CONTRACTOR shall only show DCSS pick-up charges 
separately from DPSS charges on the monthly invoice submitted to DPSS. 
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REQUIRED FORM – D-11 
Page 2 of 2 

 
FIRM FIXED PRICE FOR PERMANENT REMOVAL OF A BOX OF CASE RECORDS OR BOX OF 
DOCUMENTS FOR DESTRUCTION, INCLUDING UPDATING THE INVENTORY SYSTEM (In the event 
County is able to destroy records during the Contract Term):   $     
 
*No Cost of Living Increase shall be allowed for the term of the Agreement or any extension thereof. 

 
This proposal shall remain firm and final for three hundred-sixty-five (365) days following the last day 

to accept proposals. 
 
            
Signature of Authorized Agent   Date 
 
     
Typed Name of Authorized Agent 
 
Firm Name:       Firm Address 
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REQUIRED FORM D-12 

CERTIFICATION OF INDEPENDENT PRICE DETERMINATION 
AND ACKNOWLEDGEMENT OF RFP RESTRICTIONS 

 
 
A. By submission of this Proposal, Proposer certifies that the prices quoted herein have been 

arrived at independently without consultation, communication, or agreement with any other 
Proposer or competitor for the purpose of restricting competition. 

 
B. List all names and telephone number of person legally authorized to commit the Proposer. 
 
 NAME PHONE NUMBER 
 

__________________________________ __________________________________ 
 
__________________________________ __________________________________ 
 
__________________________________ __________________________________ 
 
NOTE: Persons signing on behalf of the Contractor will be required to warrant that they are 

authorized to bind the Contractor. 
 
C. List names of all joint ventures, partners, subcontractors, or others having any right or 

interest in this contract or the proceeds thereof. If not applicable, state “NONE”. 
 

 
 
 
 

D. Proposer acknowledges that it has not participated as a consultant in the  development,  
  preparation, or selection process associated with this  RFP.  Proposer understands that  
  if it is determined by the County that the Proposer did participate as a  consultant in this  
  RFP process, the County shall reject this proposal. 
 
 
 
Name of Firm 
 
 
Print Name of Signer                                                               Title 
 
 
Signature                                                                                 Date 
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REQUIRED FORM D-13 
COUNTY’S ADMINISTRATION 

 
CONTRACT NO.:  ________________ 
 

SUPERVISING COUNTY CONTRACT ADMINISTRATOR: 

Name: __________________________________________________________________ 
 
Title: __________________________________________________________________ 

Address: __________________________________________________________________ 

Telephone: ___________________________________________________________ 

Fax No.: ___________________________________________________________ 

E-Mail Address: _______________________________________________________ 

 

COUNTY CONTRACT ADMINISTRATOR: 

Name: __________________________________________________________________ 
 
Title: __________________________________________________________________ 

Address: __________________________________________________________________ 

Telephone: ___________________________________________________________ 

Fax No.: ___________________________________________________________ 

E-Mail Address: _______________________________________________________ 
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REQUIRED FORM D-14 

 
CONTRACTOR’S ADMINISTRATION 

CONTRACTOR’S AGENCY’S NAME: _______________________________________ 

CONTRACT NO: ____________________ 

CONTRACTOR’S OFFICIAL AUTHORIZED TO SIGN CONTRACT AND BIND CONTRACTOR:  

Name: __________________________________________________________________ 
Title: __________________________________________________________________ 

Address: __________________________________________________________________ 

Telephone: ___________________________________________________________ 

Fax No.: ___________________________________________________________ 

E-Mail Address: _______________________________________________________ 

CONTRACTOR’S CONTRACT MANAGER: 

Name: __________________________________________________________________ 
 
Title: __________________________________________________________________ 

Address: __________________________________________________________________ 

Telephone: ___________________________________________________________ 

Fax No.: ___________________________________________________________ 

E-Mail Address: _______________________________________________________ 

Notices to Contractor shall be sent to the following: 

Name: __________________________________________________________________ 
 
Title: __________________________________________________________________ 

Address: __________________________________________________________________ 

Telephone: ___________________________________________________________ 

Fax No.: ___________________________________________________________ 
E-Mail Address_______________________________________________________ 
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REQUIRED FORM D-15 

CHARITABLE CONTRIBUTIONS CERTIFICATION 

 
_____________________________________________________________________________ 
Company Name 
 
_____________________________________________________________________________ 
Address 
 
_____________________________________________________________________________ 
Internal Revenue Service Employer Identification Number 
 
_____________________________________________________________________________ 
California Registry of Charitable Trusts “CT” number (if applicable) 
 
The Nonprofit Integrity Act (SB 1262, Chapter 919) added requirements to California’s Supervision of Trustees and 
Fundraisers for Charitable Purposes Act which regulates those receiving and raising charitable contributions. 
 
Check the Certification below that is applicable to your company. 
 

 Bidder or Contractor has examined its activities and determined that it does not now receive or raise 
charitable contributions regulated under California’s Supervision of Trustees and Fundraisers for Charitable 
Purposes Act.  If Bidder engages in activities subjecting it to those laws during the term of a County contract, 
it will timely comply with them and provide County a copy of its initial registration with the California State 
Attorney General’s Registry of Charitable Trusts when filed. 

 
OR 

 
 Bidder or Contractor is registered with the California Registry of Charitable Trusts under the CT number 

listed above and is in compliance with its registration and reporting requirements under California law.  
Attached is a copy of its most recent filing with the Registry of Charitable Trusts as required by Title 11 
California Code of Regulations, sections 300-301 and Government Code sections 12585-12586.  

 
 
___________________________________________ __________________________ 
Signature   Date 
 
 
______________________________________________________________________ 
Name and Title of Signer (please print) 
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REQUIRED FORM D-16 

 
TRANSITIONAL JOB OPPORTUNITIES PREFERENCE APPLICATION 

 
 

COMPANY NAME: 

 

COMPANY ADDRESS: 
 

CITY: 
 

STATE: ZIP CODE: 

 
 
I hereby certify that I meet all the requirements for this program: 
 

 My business is a non-profit corporation qualified under Internal Revenue Services Code - Section 501(c)(3) 
and has been such for three years (attach IRS Determination Letter); 

 
 I have submitted my three most recent annual tax returns with my application; 

 
 I have been in operation for at least one year providing transitional job and related supportive services to 

program Participants; and 
 

 I have submitted a profile of our program; including a description of its components designed to help the 
program Participants, number of past program Participants and any other information requested by the 
contracting department. 

 
I declare under penalty of perjury under the laws of the State of California that the information herein 
is true and correct.  

 

PRINT NAME: 
 
 

TITLE: 

SIGNATURE: 
 
 

DATE: 

 

REVIEWED BY COUNTY: 

 

SIGNATURE OF REVIEWER APPROVED DISAPPROVED DATE 
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REQUIRED FORM D-17 

 
CERTIFICATION OF COMPLIANCE WITH THE COUNTY’S DEFAULTED PROPERTY TAX 

REDUCTION PROGRAM 
 

 
Company Name: 

Company Address: 

City:                                                                State:                                  Zip Code: 

Telephone Number:                                        Email address: 

Solicitation/Contract For ____________ Services: 
 
The Proposer/Bidder/Contractor certifies that: 
 

□ It is familiar with the terms of the County of Los Angeles Defaulted Property Tax Reduction Program, Los 
Angeles County Code Chapter 2.206; AND 

 
 To the best of its knowledge, after a reasonable inquiry, the Proposer/Bidder/Contractor is not in default, as 

that term is defined in Los Angeles County Code Section 2.206.020.E, on any Los Angeles County property 
tax obligation; AND 

 
 The Proposer/Bidder/Contractor agrees to comply with the County’s Defaulted Property Tax Reduction 

Program during the term of any awarded contract. 
 

- OR - 
 

□ I am exempt from the County of Los Angeles Defaulted Property Tax Reduction Program, pursuant to Los 
Angeles County Code Section 2.206.060, for the following reason: 
________________________________________________________________________

____________________________________________________________________ 
 
I declare under penalty of perjury under the laws of the State of California that the information stated 
above is true and correct. 

Print Name: Title: 

Signature: Date: 

 
 
Date:  ___________________ 
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REQUIRED FORM D-18 
Page 1 of 3 

 
CONTRACTOR ACKNOWLEDGEMENT AND CONFIDENTIALITY CONTRACT 

 
CONTRACTOR NAME ____________________________________Contract No._______________ 
 

GENERAL INFORMATION: 
The Contractor referenced above has entered into a Contract with the County of Los Angeles to provide certain services to the 
County. The County requires the Corporation to sign this Contractor Acknowledgement and Confidentiality Contract. 
 
CONTRACTOR ACKNOWLEDGEMENT: 
Contractor understands and agrees that the Contractor employees, consultants, Outsourced Vendors and independent 
Contractors (Contractor’s Staff) that will provide services in the above referenced Contract are Contractor’s sole responsibility. 
Contractor understands and agrees that Contractor’s Staff must rely exclusively upon Contractor for payment of salary and any 
and all other benefits payable by virtue of Contractor’s Staff’s performance of work under the above-referenced Contract. 
 
Contractor understands and agrees that Contractor’s Staff are not employees of the County of Los Angeles for any purpose 
whatsoever and that Contractor’s Staff do not have and will not acquire any rights or benefits of any kind from the County of 
Los Angeles by virtue of my performance of work under the above-referenced Contract. Contractor understands and agrees 
that Contractor’s Staff will not acquire any rights or benefits from the County of Los Angeles pursuant to any Contract between 
any person or entity and the County of Los Angeles. 
 
CONFIDENTIALITY CONTRACT: 
Contractor and Contractor’s Staff may be involved with work pertaining to services provided by the County of Los Angeles and, 
if so, Contractor and Contractor’s Staff may have access to confidential data and information pertaining to persons and/or 
entities receiving services from the County.  In addition, Contractor and Contractor’s Staff may also have access to proprietary 
information supplied by other vendors doing business with the County of Los Angeles. The County has a legal obligation to 
protect all such confidential data and information in its possession, especially data and information concerning health, criminal, 
and welfare recipient records. Contractor and Contractor’s Staff understand that if they are involved in County work, the County 
must ensure that Contractor and Contractor’s Staff, will protect the confidentiality of such data and information. Consequently, 
Contractor must sign this Confidentiality Contract as a condition of work to be provided by Contractor’s Staff for the County.   
 
Contractor and Contractor’s Staff hereby agrees that they will not divulge to any unauthorized person any data or information 
obtained while performing work pursuant to the above-referenced Contract between Contractor and the County of Los Angeles. 
Contractor and Contractor’s Staff agree to forward all requests for the release of any data or information received to County’s 
Project Manager. 
 
Contractor and Contractor’s Staff agree to keep confidential all health, criminal, and welfare recipient records and all data and 
information pertaining to persons and/or entities receiving services from the County, design concepts, algorithms, programs, 
formats, documentation, Contractor proprietary information and all other original materials produced, created, or provided to 
Contractor and Contractor’s Staff under the above-referenced Contract. Contractor and Contractor’s Staff agree to protect 
these confidential materials against disclosure to other than Contractor or County employees who have a need to know the 
information. Contractor and Contractor’s Staff agree that if proprietary information supplied by other County vendors is provided 
to me during this employment, Contractor and Contractor’s Staff shall keep such information confidential. 

 
Contractor and Contractor’s Staff agree to report any and all violations of this Contract by Contractor and Contractor’s Staff 
and/or by any other person of whom Contractor and Contractor’s Staff become aware.   
 
Contractor and Contractor’s Staff acknowledge that violation of this Contract may subject Contractor and Contractor’s Staff to 
civil and/or criminal action and that the County of Los Angeles may seek all possible legal redress. 
 
SIGNATURE:  DATE:  _____/_____/_____ 
 

PRINTED NAME: 
 _______________________________________ 
POSITION: _______________________________________ 
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REQUIRED FORM D-18 
Page 2 of 3 

CONTRACTOR’S EMPLOYEE ACKNOWLEDGEMENT AND CONFIDENTIALITY CONTRACT 

 
(Note: This certification is to be executed and returned to County with Contractor's executed Contract. Work 

cannot begin on the Contract until County receives this executed document.) 
 

Contractor Name ____________________________________________     Contract No._____________ 
 
Employee Name: ________________________________________________________________ 

 
GENERAL INFORMATION: 

Your employer referenced above has entered into a Contract with the County of Los Angeles to provide certain services to the 
County. The County requires your signature on this Contractor Employee Acknowledgement and Confidentiality Contract. 
 
EMPLOYEE ACKNOWLEDGEMENT: 

I understand and agree that the Contractor referenced above is my sole employer for purposes of the above-referenced Contract. I 
understand and agree that I must rely exclusively upon my employer for payment of salary and any and all other benefits payable 
to me or on my behalf by virtue of my performance of work under the above-referenced Contract. 
 
I understand and agree that I am not an employee of the County of Los Angeles for any purpose whatsoever and that I do not have 
and will not acquire any rights or benefits of any kind from the County of Los Angeles by virtue of my performance of work under 
the above-referenced Contract. I understand and agree that I do not have and will not acquire any rights or benefits from the 
County of Los Angeles pursuant to any Contract between any person or entity and the County of Los Angeles. 
 
I understand and agree that I may be required to undergo a background and security investigation(s). I understand and agree that 
my continued performance of work under the above-referenced Contract is contingent upon my passing, to the satisfaction of the 
County, any and all such investigations.  I understand and agree that my failure to pass, to the satisfaction of the County, any such 
investigation shall result in my immediate release from performance under this and/or any future Contract. 
 
CONFIDENTIALITY CONTRACT: 

I may be involved with work pertaining to services provided by the County of Los Angeles and, if so, I may have access to 
confidential data and information pertaining to persons and/or entities receiving services from the County.  In addition, I may also 
have access to proprietary information supplied by other vendors doing business with the County of Los Angeles.  The County has 
a legal obligation to protect all such confidential data and information in its possession, especially data and information concerning 
health, criminal, and welfare recipient records. I understand that if I am involved in County work, the County must ensure that I, too, 
will protect the confidentiality of such data and information. Consequently, I understand that I must sign this Contract as a condition 
of my work to be provided by my employer for the County. I have read this Contract and have taken due time to consider it prior to 
signing. 

 
I hereby agree that I will not divulge to any unauthorized person any data or information obtained while performing work pursuant to 
the above-referenced Contract between my employer and the County of Los Angeles. I agree to forward all requests for the 
release of any data or information received by me to my immediate supervisor. 
 
I agree to keep confidential all health, criminal, and welfare recipient records and all data and information pertaining to persons 
and/or entities receiving services from the County, design concepts, algorithms, programs, formats, documentation, Contractor 
proprietary information and all other original materials produced, created, or provided to or by me under the above-referenced 
Contract.  I agree to protect these confidential materials against disclosure to other than my employer or County employees who 
have a need to know the information.  I agree that if proprietary information supplied by other County vendors is provided to me 
during this employment, I shall keep such information confidential. 

 
I agree to report to my immediate supervisor any and all violations of this Contract by myself and/or by any other person of whom I 
become aware. I agree to return all confidential materials to my immediate supervisor upon completion of this Contract or 
termination of my employment with my employer, whichever occurs first. 
 
SIGNATURE:   DATE:  _____/_____/_____ 

 
PRINTED NAME:______________________________________________       POSITION: ____________________
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CONTRACTOR’S NON-EMPLOYEE ACKNOWLEDGEMENT AND CONFIDENTIALITY CONTRACT 

 
(Note: This certification is to be executed and returned to County with Contractor's executed Contract. Work cannot 
begin on the Contract until County receives this executed document.) 
 
Contractor Name _____________________________________ Contract No._________________________ 
 
Non-Employee Name: ___________________________________________________________________________ 

 
GENERAL INFORMATION: 
The Contractor referenced above has entered into a Contract with the County of Los Angeles to provide certain services to the 
County. The County requires your signature on this Contractor Non-Employee Acknowledgement and Confidentiality . 

 
NON-EMPLOYEE ACKNOWLEDGEMENT: 
I understand and agree that the Contractor referenced above has exclusive control for purposes of the above-referenced Contract. 
I understand and agree that I must rely exclusively upon the Contractor referenced above for payment of salary and any and all 
other benefits payable to me or on my behalf by virtue of my performance of work under the above-referenced Contract. 
 
I understand and agree that I am not an employee of the County of Los Angeles for any purpose whatsoever and that I do not have 
and will not acquire any rights or benefits of any kind from the County of Los Angeles by virtue of my performance of work under 
the above-referenced Contract. I understand and agree that I do not have and will not acquire any rights or benefits from the 
County of Los Angeles pursuant to any Contract between any person or entity and the County of Los Angeles 

 
I understand and agree that I may be required to undergo a background and security investigation(s). I understand and agree that 
my continued performance of work under the above-referenced Contract is contingent upon my passing, to the satisfaction of the 
County, any and all such investigations.  I understand and agree that my failure to pass, to the satisfaction of the County, any such 
investigation shall result in my immediate release from performance under this and/or any future Contract. 
 

CONFIDENTIALITY CONTRACT: 
I may be involved with work pertaining to services provided by the County of Los Angeles and, if so, I may have access to 
confidential data and information pertaining to persons and/or entities receiving services from the County. In addition, I may also 
have access to proprietary information supplied by other vendors doing business with the County of Los Angeles. The County has 
a legal obligation to protect all such confidential data and information in its possession, especially data and information concerning 
health, criminal, and welfare recipient records.  I understand that if I am involved in County work, the County must ensure that I, 
too, will protect the confidentiality of such data and information. Consequently, I understand that I must sign this Contract as a 
condition of my work to be provided by the above-referenced Contractor for the County. I have read this Contract and have taken 
due time to consider it prior to signing. 

 
I hereby agree that I will not divulge to any unauthorized person any data or information obtained while performing work 
pursuant to the above-referenced Contract between the above-referenced Contractor and the County of Los Angeles. I agree to 
forward all requests for the release of any data or information received by me to the above-referenced Contractor. 

 
I agree to keep confidential all health, criminal, and welfare recipient records and all data and information pertaining to persons 
and/or entities receiving services from the County, design concepts, algorithms, programs, formats, documentation, Contractor 
proprietary information, and all other original materials produced, created, or provided to or by me under the above-referenced 
Contract.  I agree to protect these confidential materials against disclosure to other than the above-referenced Contractor or 
County employees who have a need to know the information. I agree that if proprietary information supplied by other County 
vendors is provided to me, I shall keep such information confidential. 

 
I agree to report to the above-referenced Contractor any and all violations of this Contract by myself and/or by any other person of 
whom I become aware.  I agree to return all confidential materials to the above-referenced Contractor upon completion of this 
Contract or termination of my services hereunder, whichever occurs first 
 
SIGNATURE:   DATE:  _____/_____/_____ 
 
PRINTED NAME:  ______________________________________________POSITION: ___________________ 
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Proposer Name: Date of Request: 

 
Project Title: Project No. 

 
 
A Solicitation Requirements Review is being requested because the Proposer asserts that they are 
being unfairly disadvantage for the following reason(s): (check all that apply) 
  
  Application of Minimum Requirements  

  Application of Evaluation Criteria 

  Application of Business Requirements 

  Due to unclear instructions, the process may result in the County not receiving the 
  best possible responses 
 
I understand that this request must be received by the County within 10 business days of issuance of the 
solicitation document. 
 
For each area contested, Proposer must explain in detail the factual reasons for the requested review. 
(Attach additional pages and supporting documentation as necessary.) 
 

 
 

 
 

 
Request submitted by: 
 
______________________________________________    ________________________________ 
(Name)                                                                                    (Title) 
 
                                                        For County use only                                                                            

 
Date Transmittal Received by County: ____________  Date Solicitation Released:_________________ 

 
Reviewed by:

 
Results of Review - Comments: 
 

 
 

 
 

 
Date Response sent to Proposer:________________ 
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Forty-two percent of businesses in Los Angeles County have five or fewer employees.  Only 
about four percent of businesses in the area exceed 100 employees.  According to the Los 
Angeles Times and local economists, it is not large corporations, but these small companies 
that are generating new jobs and helping move Los Angeles County out of its worst 
recession in decades. 
 

WE RECOGNIZE. . . . 
 

The importance of small business to the County. . . 
 

• in fueling local economic growth 
• providing new jobs 
• creating new local tax revenues 
• offering new entrepreneurial opportunity to those historically under-represented in 

business 
 

The County can play a positive role in helping small business grow. . . 
 

• as a multi-billion dollar purchaser of goods and services 
• as a broker of intergovernmental cooperation among numerous local jurisdictions 
• by greater outreach in providing information and training 
• by simplifying the bid/proposal process 
• by maintaining selection criteria which are fair to all 
• by streamlining the payment process 

 
WE THEREFORE SHALL: 

 
1. Constantly seek to streamline and simplify our processes for selecting our vendors 

and for conducting business with them. 
 

2. Maintain a strong outreach program, fully-coordinated among our departments and 
districts, as well as other participating governments to:  a) inform and assist the local 
business community in competing to provide goods and services; b) provide for 
ongoing dialogue with and involvement by the business community in implementing 
this policy. 

 
3. Continually review and revise how we package and advertise solicitations, evaluate 

and select prospective vendors, address subcontracting and conduct business with 
our vendors, in order to:  a) expand opportunity for small business to compete for our 
business; and b) to further opportunities for all businesses to compete regardless of 
size. 

 
4. Insure  that  staff  who  manage  and carry out the business of purchasing goods and 

services  are well  trained,  capable  and  highly  motivated  to carry out the letter and 
spirit of this policy.
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2.203.010 Findings.  

The board of supervisors makes the following findings. The county of Los Angeles allows its permanent, full-time 
employees unlimited jury service at their regular pay. Unfortunately, many businesses do not offer or are reducing 
or even eliminating compensation to employees who serve on juries. This creates a potential financial hardship 
for employees who do not receive their pay when called to jury service, and those employees often seek to be 
excused from having to serve. Although changes in the court rules make it more difficult to excuse a potential 
juror on grounds of financial hardship, potential jurors continue to be excused on this basis, especially from longer 
trials. This reduces the number of potential jurors and increases the burden on those employers, such as the 
county of Los Angeles, who pay their permanent, full-time employees while on juror duty. For these reasons, the 
county of Los Angeles has determined that it is appropriate to require that the businesses with which the county 
contracts possess reasonable jury service policies. (Ord. 2002-0015 § 1 (part), 2002) 

2.203.020 Definitions. 

The following definitions shall be applicable to this chapter: 
 
A.  “Contractor” means a person, partnership, corporation or other entity which has a contract with the county 

or a subcontract with a county contractor and has received or will receive an aggregate sum of $50,000 or 
more in any 12-month period under one or more such contracts or subcontracts. 

 
B. “Employee” means any California resident who is a full-time employee of a contractor under the laws of 

California. 
 
C. “Contract” means any agreement to provide goods to, or perform services for or on behalf of, the county 

but does not include: 
 

1. A contract where the board finds that special circumstances exist that justify a waiver of the 
requirements of this chapter; or 

 
2. A contract where federal or state law or a condition of a federal or state program mandates the use 

of a particular contractor; or 
 
3. A purchase made through a state or federal contract; or 
 
4. A monopoly purchase that is exclusive and proprietary to a specific manufacturer, distributor, or 

reseller, and must match and inter-member with existing supplies, equipment or systems 
maintained by the county pursuant to the Los Angeles County Purchasing Policy and Procedures 
Manual, Section P-3700 or a successor provision; or 

 
5. A revolving fund (petty cash) purchase pursuant to the Los Angeles County Fiscal Manual, Section 

4.4.0 or a successor provision; or 
 
6. A purchase card purchase pursuant to the Los Angeles County Purchasing Policy and Procedures 

Manual, Section P-2810 or a successor provision; or 
 
7. A non-agreement purchase with a value of less than $5,000 pursuant to the Los Angeles County 

Purchasing Policy and Procedures Manual, Section A-0300 or a successor provision; or 
 
8. A bona fide emergency purchase pursuant to the Los Angeles County Purchasing Policy and 

Procedures Manual, Section PP-1100 or a successor provision. 
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D. “Full time” means 40 hours or more worked per week, or a lesser number of hours if: 
 

1.  The lesser number is a recognized industry standard as determined by the chief administrative 
officer, or 

 
2. The contractor has a long-standing practice that defines the lesser number of hours as full time. 

 
E. “County” means the county of Los Angeles or any public entities for which the board of supervisors is the 

governing body. (Ord. 2002-0040 § 1, 2002: Ord. 2002-0015 § 1 (part), 2002) 

2.203.030 Applicability. 

This chapter shall apply to contractors who enter into contracts that commence after July 11, 2002. This chapter 
shall also apply to contractors with existing contracts which are extended into option years that commence after 
July 11, 2002. Contracts that commence after May 28, 2002, but before July 11, 2002, shall be subject to the 
provisions of this chapter only if the solicitations for such contracts stated that the chapter would be applicable. 
(Ord. 2002-0040 § 2, 2002: Ord. 2002-0015 § 1 (part), 2002) 

2.203.040 Contractor Jury Service Policy.  

A contractor shall have and adhere to a written policy that provides that its employees shall receive from the 
contractor, on an annual basis, no less than five days of regular pay for actual jury service. The policy may 
provide that employees deposit any fees received for such jury service with the contractor or that the contractor 
deduct from the employees’ regular pay the fees received for jury service. (Ord. 2002-0015 § 1 (part), 2002) 

2.203.050 Other Provisions.  

A. Administration. The chief administrative officer shall be responsible for the administration of this chapter. 
The chief administrative officer may, with the advice of county counsel, issue interpretations of the 
provisions of this chapter and shall issue written instructions on the implementation and ongoing 
administration of this chapter. Such instructions may provide for the delegation of functions to other 
county departments. 

 
B. Compliance Certification. At the time of seeking a contract, a contractor shall certify to the county that it 

has and adheres to a policy consistent with this chapter or will have and adhere to such a policy prior to 
award of the contract. (Ord. 2002-0015 § 1 (part), 2002) 

2.203.060 Enforcement and Remedies.  

For a contractor’s violation of any provision of this chapter, the county department head responsible for 
administering the contract may do one or more of the following: 
 
1. Recommend to the board of supervisors the termination of the contract; and/or, 
 
2. Pursuant to chapter 2.202, seek the debarment of the contractor. (Ord. 2002-0015 § 1 (part), 2002) 
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2.203.070. Exceptions. 

A. Other Laws. This chapter shall not be interpreted or applied to any contractor or to any employee in a 
manner inconsistent with the laws of the United States or California. 

 
B. Collective Bargaining Agreements. This chapter shall be superseded by a collective bargaining 

agreement that expressly so provides. 
 
C. Small Business. This chapter shall not be applied to any contractor that meets all of the following: 
 
 1. Has ten or fewer employees during the contract period; and, 
 
 2. Has annual gross revenues in the preceding 12 months which, if added to the annual amount of the 

contract awarded, are less than $500,000; and, 
 
 3. Is not an affiliate or subsidiary of a business dominant in its field of operation. 
 
“Dominant in its field of operation” means having more than ten employees and annual gross revenues in the 
preceding 12 months which, if added to the annual amount of the contract awarded, exceed $500,000. 
 
“Affiliate or subsidiary of a business dominant in its field of operation” means a business which is at least 20 
percent owned by a business dominant in its field of operation, or by partners, officers, directors, majority 
stockholders, or their equivalent, of a business dominant in that field of operation. (Ord. 2002-0015 § 1 (part), 
2002) 

2.203.090. Severability.  

If any provision of this chapter is found invalid by a court of competent jurisdiction, the remaining provisions shall 
remain in full force and effect. (Ord. 2002-0015 § 1 (part), 2002) 
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List of Debarred Contractors in Los Angeles County may be obtained by going to 
the following website: 
 

http://lacounty.info/doing_business/DebarmentList.htm  
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Obtain latest version from IRS website at 
http://www.irs.gov/pub/irs-pdf/n1015.pdf 
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SAFELY SURRENDERED BABY LAW 

 
 

Posters and Fact Sheets are available in English and Spanish for printing 
purposes at the following website: 

 
 

www.babysafela.org  
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2.202.010 Findings and declarations. 
2.202.020 Definitions. 
2.202.030 Determination of contractor non-responsibility. 
2.202.040 Debarment of contractors. 
2.202.050 Pre-emption. 
2.202.060 Severability. 

2.202.010 Findings and declarations. 

A. The board of supervisors finds that, in order to promote integrity in the county's contracting 
processes and to protect the public interest, the county's policy shall be to conduct business 
only with responsible contractors. The board of supervisors further finds that debarment is to be 
imposed only in the public interest for the county's protection and not for the purpose of 
punishment. 
 
B. Determinations of contractor non-responsibility and contractor debarment shall be made in 
accordance with the procedures set forth in the ordinance codified in this chapter and 
implementation instructions issued by the auditor-controller. (Ord. 2005-0066 § 1, 2005: Ord. 
2000-0011 § 1 (part), 2000.) 

2.202.020 Definitions. 

For purposes of this chapter, the following definitions apply: 
 
A. “Contractor” means a person, partnership, corporation, or other entity who has contracted 
with, or is seeking to contract with, the county or a nonprofit corporation created by the county to 
provide goods to, or perform services for or on behalf of, the county or a nonprofit corporation 
created by the county. A contractor includes a contractor, subcontractor, vendor, or any person 
or entity who or which owns an interest of 10 percent or more in a contractor, subcontractor, or 
vendor. 
 
B. “Contract” means any agreement to provide goods to, or perform services for or on behalf of, 
the county or a nonprofit corporation created by the county. 
 
C. “Debarment” means an action taken by the county which results in a contractor being 
prohibited from bidding or proposing on, being awarded and/or performing work on a contract 
with the county. A contractor who has been determined by the county to be subject to such a 
prohibition is “debarred.” 
 
D. “Department head” means either the head of a department responsible for administering a 
particular contract for the county or the designee of same. 
 
E. “County” means the county of Los Angeles, any public entities for which the board of 
supervisors is the governing body, and any joint powers authorities of which the county is a 
member that have adopted county contracting procedures.
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F. “Contractor hearing board” means the persons designated to preside over contractor
 debarment hearings and make recommendations on debarment to the board of supervisors. 
G. Determination of “non-responsibility” means an action taken by the county which results in a 
contractor who submitted a bid or proposal on a particular contract being prohibited from being 
awarded and/or performing work on that contract. A contractor who has been determined by the 
county to be subject to such a prohibition is “non-responsible” for purposes of that particular 
contract. 
 
H. “Bid or proposal” means a bid, proposal, or any other response to a solicitation submitted by 
or on behalf of a contractor seeking an award of a contract. (Ord. 2005-0066 § 2, 2005: Ord. 
2004-0009 § 1, 2004: Ord. 2000-0011 § 1 (part), 2000.) 

2.202.030 Determination of contractor non-responsibility. 

A. Prior to a contract being awarded by the county, the county may determine that a contractor 
submitting a bid or proposal is non-responsible for purposes of that contract. In the event that 
the county determines that a contractor is non-responsible for a particular contract, said 
contractor shall be prohibited from being awarded and/or performing work on that contract. 
 
B. The county may declare a contractor to be non-responsible for purposes of a particular 
contract if the county, in its discretion, finds that the contractor has done any of the following: (1) 
violated a term of a contract with the county or a nonprofit corporation created by the county; (2) 
committed an act or omission which negatively reflects on the contractor’s quality, fitness, or 
capacity to perform a contract with the county, any other public entity, or a nonprofit corporation 
created by the county, or engaged in a pattern or practice which negatively reflects on same; (3) 
committed an act or omission which indicates a lack of business integrity or business honesty; 
or (4) made or submitted a false claim against the county or any other public entity. 
 
C. The decision by the county to find a contractor non-responsible for a particular contract is 
within the discretion of the county. The seriousness and extent of the contractor’s acts, 
omissions, patterns, or practices as well as any relevant mitigating or aggravating factors, 
including those described in Subsection 2.202.040 (E) below, may be considered by the county 
in determining whether a contractor should be deemed non-responsible. 
 
D. Before making a determination of non-responsibility pursuant to this chapter, the department 
head shall give written notice to the contractor of the basis for the proposed non-responsibility 
determination, and shall advise the contractor that a non-responsibility hearing will be scheduled 
on a date certain. Thereafter, the department head shall conduct a hearing where evidence on 
the proposed non-responsibility determination is presented. The contractor and/or attorney or 
other authorized representative of the contractor shall be afforded an opportunity to appear at 
the non-responsibility hearing and to submit documentary evidence, present witnesses, and 
offer rebuttal evidence. After such hearing, the department head shall prepare a proposed 
decision, which shall contain a recommendation regarding whether the contractor should be 
found non-responsible with respect to the contract(s) at issue. A record of the hearing, the 
proposed decision, and any recommendation shall be presented to the board of supervisors. 
The board of supervisors may, in its discretion, limit any further hearing to the presentation of 
evidence not previously presented. The board of supervisors shall have the right to modify, 
deny, or adopt the proposed decision and recommendation of the department head. A non-
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responsibility finding shall become final upon approval by the board of supervisors. (Ord. 2005-
0066 § 3, 2005: Ord. 2004-0009 § 2, 2004: Ord. 2000-0011 § 1 (part), 2000.) 
 

2.202.040 Debarment of contractors. 

A. The county may debar a contractor who has had a contract with the county in the preceding 
three years and/or a contractor who has submitted a bid or proposal for a new contract with the 
county. 
 
B. The county may debar a contractor if the county finds, in its discretion, that the contractor has 
done any of the following: (1) violated a term of a contract with the county or a nonprofit 
corporation created by the county; (2) committed an act or omission which negatively reflects on 
the contractor’s quality, fitness, or capacity to perform a contract with the county, any other 
public entity, or a nonprofit corporation created by the county, or engaged in a pattern or 
practice which negatively reflects on same; (3) committed an act or omission which indicates a 
lack of business integrity or business honesty; or (4) made or submitted a false claim against 
the county or any other public entity. 
 
C. The decision by the county to debar a contractor is within the discretion of the county. The 
seriousness and extent of the contractor’s acts, omissions, patterns, or practices as well as any 
relevant mitigating or aggravating factors, including those described in Subsection (E) below, 
may be considered by the county in determining whether to debar a contractor and the period of 
debarment. Generally, the period of debarment should not exceed five years. However, if 
circumstances warrant, the county may impose a longer period of debarment up to and 
including permanent debarment. 
 
D. To impose a debarment period of longer than five years, and up to and including permanent 
debarment, in addition to the grounds described in Subsection (B) above, the county shall 
further find that the contractor’s acts or omissions are of such an extremely serious nature that 
removal of the contractor from future county contracting opportunities for the specified period is 
necessary to protect the county’s interests. 
 
E. Mitigating and aggravating factors that the county may consider in determining whether to 
debar a contractor and the period of debarment include but are not limited to: 
(1) The actual or potential harm or impact that results or may result from the wrongdoing. 
(2) The frequency and/or number of incidents and/or duration of the wrongdoing. 
(3)  Whether there is a pattern or prior history of wrongdoing. 
(4) A contractor’s overall performance record. For example, the county may evaluate the 
contractor’s activity cited as the basis for the debarment in the broader context of the 
contractor’s overall performance history. 
(5)  Whether a contractor is or has been debarred, found non-responsible, or disqualified by 
another public entity on a basis of conduct similar to one or more of the grounds for debarment 
specified in this Section. 
(6) Whether a contractor’s wrongdoing was intentional or inadvertent. For example, the county 
may consider whether and to what extent a contractor planned, initiated, or carried out the 
wrongdoing.
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(7) Whether a contractor has accepted responsibility for the wrongdoing and recognizes the
 seriousness of the misconduct that led to the grounds for debarment and/or has taken 
corrective action to cure the wrongdoing, such as establishing ethics training and implementing 
programs to prevent recurrence. 
(8) Whether and to what extent a contractor has paid or agreed to pay criminal, civil, and 
administrative liabilities for the improper activity, and to what extent, if any, has the contractor 
made or agreed to make restitution. 
(9) Whether a contractor has cooperated fully with the county during the investigation, and any 
court or administrative action. In determining the extent of cooperation, the county may consider 
when the cooperation began and whether the contractor disclosed all pertinent information 
known to the contractor. 
(10) Whether the wrongdoing was pervasive within a contractor’s organization. 
(11) The positions held by the individuals involved in the wrongdoing. 
(12) Whether a contractor’s principals participated in, knew of, or tolerated the offense. 
(13) Whether a contractor brought the activity cited as a basis for the debarment to the attention 
of the county in a timely manner. 
(14) Whether a contractor has fully investigated the circumstances surrounding the cause for 
debarment and, if so, made the result of the investigation available to the county. 
(15) Whether a contractor had effective standards of conduct and internal control systems in 
place at the time the questioned conduct occurred. 
(16) Whether a contractor has taken appropriate disciplinary action against the individuals 
responsible for the activity which constitutes the cause for debarment. 
(17) Other factors that are appropriate to the circumstances of a particular case. 
 
F. Before making a debarment determination pursuant to this chapter, the department head 
shall give written notice to the contractor of the basis for the proposed debarment, and shall 
advise the contractor that a debarment hearing will be scheduled on a date certain. The 
contractor hearing board shall conduct a hearing where evidence on the proposed debarment is 
presented. The contractor and/or attorney or other authorized representative must be given an 
opportunity to appear at the debarment hearing and to submit documentary evidence, present 
witnesses, and offer rebuttal evidence at that hearing. After such hearing, the contractor hearing 
board shall prepare a proposed decision, which shall contain a recommendation regarding 
whether the contractor should be debarred and, if so, the appropriate length of time for the 
debarment. A record of the hearing, the proposed decision, and any recommendation shall be 
presented to the board of supervisors. The board of supervisors may, in its discretion, limit any 
further hearing to the presentation of evidence not previously presented. The board of 
supervisors shall have the right to modify, deny, or adopt the proposed decision and 
recommendation of the contractor hearing board. A debarment finding shall become final upon 
the approval of the board of supervisors. 
 
G. In making a debarment determination, the board of supervisors may also, in its discretion 
and consistent with the terms of any existing contracts that the contractor may have with the 
county, terminate any or all such existing contracts. In the event that any existing contract is 
terminated by the board of supervisors, the county shall maintain the right to pursue all other 
rights and remedies provided by the contract and/or applicable law. 
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H. With respect to a contractor who has been debarred for a period longer than five years, the 
contractor may, after the debarment has been in effect for at least five years, request that the 
county review the debarment determination to reduce the period of debarment or terminate the 
debarment. The county may consider a contractor’s request to review a debarment 
determination based upon the following circumstances: (1) elimination of the grounds for which 
the debarment was imposed; (2) a bona fide change in ownership or management; (3) material 
evidence discovered after debarment was imposed; or (4) any other reason that is in the best 
interests of the county. A request for review shall be in writing, supported by documentary 
evidence, and submitted to the chair of the contractor hearing board. The chair of the contractor 
hearing board may either: 1) determine that the written request is insufficient on its face and 
deny the contractor’s request for review; or (2) schedule the matter for consideration by the 
contractor hearing board which shall hold a hearing to consider the contractor’s request for 
review, and, after the hearing, prepare a proposed decision and a recommendation to be 
presented to the board of supervisors. The board of supervisors may, in its discretion, limit any 
further hearing to the presentation of evidence not previously presented. The board of 
supervisors shall have the right to modify, deny, or adopt the proposed decision and 
recommendation of the contractor hearing board. A reduction of the period of the debarment or 
termination of the debarment shall become final upon the approval of the board of supervisors. 
(Ord. 2005-0066 § 4, 2005: Ord. 2004-0009 § 3, 2004: Ord. 2000-0011 § 1 (part), 2000.) 

2.202.050 Pre-emption. 

In the event any contract is subject to federal and/or state laws that are inconsistent with the 
terms of the ordinance codified in this chapter, such laws shall control. (Ord. 2000-0011 § 1 
(part), 2000.) 

2.202.060 Severability. 

If any section, subsection, subpart or provision of this chapter, or the application thereof to any 
person or circumstances, is held invalid, the remainder of the provisions of this chapter and the 
application of such to other persons or circumstances shall not be affected thereby. (Ord. 2000-
0011 § 1 (part), 2000.) 
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There is a keen public interest in preventing misuse of charitable contributions.  California’s 
“Supervision of Trustees and Fundraisers for Charitable Purposes Act” regulates those raising and 
receiving charitable contributions.  The “Nonprofit Integrity Act of 2004” (SB 1262, Chapter 919) 
tightened Charitable Purposes Act requirements for charitable organization administration and 
fundraising. 
 
The Charitable Purposes Act rules cover California public benefit corporations, unincorporated 
associations, and trustee entities.  They may include similar foreign corporations doing business or 
holding property in California.  Generally, an organization is subject to the registration and reporting 
requirements of the Charitable Purposes Act if it is a California nonprofit public benefit corporation 
or is tax exempt under Internal Revenue Code § 501(c)(3), and not exempt from reporting under 
Government Code § 12583.  Most educational institutions, hospitals, cemeteries, and religious 
organizations are exempt from Supervision of Trustees Act requirements. 
 
Key new Charitable Purposes Act requirements affect executive compensation, fund-raising 
practices and documentation.  Charities with over $2 million of revenues (excluding grants and 
service-contract funds a governmental entity requires to be accounted for) have new audit 
requirements.  Charities required to have audits must also establish an audit committee whose 
members have no material financial interest in any entity doing business with the charity. 
 
Organizations or persons that receive or raise charitable contributions are likely to be subject to the 
Charitable Purposes Act.  A Proposer on Los Angeles County contracts must determine if it is 
subject to the Charitable Purposes Act and certify either that: 
 

 It is not presently subject to the Act, but will comply if later activities make it subject, or, 
 If subject, it is currently in compliance. 

 
RESOURCES 
 
The following references to resources are offered to assist Proposers who engage in charitable 
contributions activities.  Each Proposer, however, is ultimately responsible to research and 
determine its own legal obligations and properly complete its compliance certification (Exhibit 20). 
 
In California, supervision of charities is the responsibility of the Attorney General, whose website, 
http://ag.ca.gov/ contains much information helpful to regulated charitable organizations. 
 
 
1. LAWS AFFECTING NONPROFITS 
 
The “Supervision of Trustees and Fundraisers for Charitable Purposes Act” is found at California 
Government Code §§ 12580 through 12599.7.  Implementing regulations are found at Title 11, 
California Code of Regulations, §§ 300 through 312.  In California, charitable solicitations 
(“advertising”) are governed by Business & Professions Code §§ 17510 through 17510.95.  
Regulation of nonprofit corporations is found at Title 11, California Code of Regulations, §§ 999.1 
through 999.5.  (Amended regulations are pending.)  Links to all of these rules are at: 
http://ag.gov/charities/statutes.php/ 
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2. SUPPORT FOR NONPROFIT ORGANIZATIONS 
 
Several organizations offer both complimentary and fee-based assistance to nonprofits, including in 
Los Angeles, the Center for Nonprofit Management, 606 S. Olive St #2450, Los Angeles, CA 90014 
(213) 623-7080 http://www.cnmsocal.org/., and statewide, the California Association of 
Nonprofits, http://www.canonprofits.org/.  Both organizations’ websites offer information about 
how to establish and manage a charitable organization. 
 
 
The above information, including the organizations listed, provided under this 
subsection of this Attachment N is for informational purposes only.  Nothing 
contained in this subsection shall be construed as an endorsement by the County of 
Los Angeles of such organizations. 
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2.206.010 Findings and declarations. 
2.206.020 Definitions. 
2.206.030 Applicability. 
2.206.040 Required solicitation and contract language. 
2.206.050 Administration and compliance certification. 
2.206.060 Exclusions/Exemptions. 
2.206.070 Enforcement and remedies. 
2.206.080 Severability. 

 
2.206.010 Findings and declarations. 
 

The Board of Supervisors finds that significant revenues are lost each year as a result of taxpayers who fail 
to pay their tax obligations on time. The delinquencies impose an economic burden upon the County and 
its taxpayers. Therefore, the Board of Supervisors establishes the goal of ensuring that individuals and 
businesses that benefit financially from contracts with the County fulfill their property tax obligation. (Ord. 
No. 2009-0026 § 1 (part), 2009.) 

 
2.206.020 Definitions. 
 

The following definitions shall be applicable to this chapter: 
A. “Contractor” shall mean any person, firm, corporation, partnership, or combination thereof, which 
submits a bid or proposal or enters into a contract or agreement with the County. 
B. “County” shall mean the county of Los Angeles or any public entities for which the Board of 
Supervisors is the governing body. 
C. “County Property Taxes” shall mean any property tax obligation on the County's secured or unsecured 
roll; except for tax obligations on the secured roll with respect to property held by a Contractor in a trust or 
fiduciary capacity or otherwise not beneficially owned by the Contractor. 
D. “Department” shall mean the County department, entity, or organization responsible for the solicitation 
and/or administration of the contract. 
E. “Default” shall mean any property tax obligation on the secured roll that has been deemed defaulted by 
operation of law pursuant to California Revenue and Taxation Code section 3436; or any property tax 
obligation on the unsecured roll that remains unpaid on the applicable delinquency date pursuant to 
California Revenue and Taxation Code section 2922; except for any property tax obligation dispute 
pending before the Assessment Appeals Board. 
F. “Solicitation” shall mean the County’s process to obtain bids or proposals for goods and services. 
G. “Treasurer-Tax Collector” shall mean the Treasurer and Tax Collector of the County of Los Angeles. 
(Ord. No. 2009-0026 § 1 (part), 2009.) 
 

2.206.030 Applicability. 
 

This chapter shall apply to all solicitations issued 60 days after the effective date of the ordinance codified 
in this chapter. This chapter shall also apply to all new, renewed, extended, and/or amended contracts 
entered into 60 days after the effective date of the ordinance codified in this chapter. (Ord. No. 2009-0026 
§ 1 (part), 2009.)



APPENDIX M 
 

Title 2 ADMINISTRATION 
Chapter 2.206 

 DEFAULTED PROPERTY TAX REDUCTION PROGRAM 
Page 2 of 3 

 

CASE RECORD STORAGE AND RETRIEVAL SERVICES (RFP) 2012                                                   233 

2.206.040 Required solicitation and contract language. 
 

All solicitations and all new, renewed, extended, and/or amended contracts shall contain language which: 
A. Requires any Contractor to keep County Property Taxes out of Default status at all times during the 
term of an awarded contract; 
B. Provides that the failure of the Contractor to comply with the provisions in this chapter may prevent the 
Contractor from being awarded a new contract; and 
C. Provides that the failure of the Contractor to comply with the provisions in this chapter may constitute a 
material breach of an existing contract, and failure to cure the breach within 10 days of notice by the 
County by paying the outstanding County Property Tax or making payments in a manner agreed to and 
approved by the Treasurer-Tax Collector, may subject the contract to suspension and/or termination. (Ord. 
No. 2009-0026 § 1 (part), 2009.) 
 

2.206.050 Administration and compliance certification. 
 

A. The Treasurer-Tax Collector shall be responsible for the administration of this chapter. The Treasurer-
Tax Collector shall, with the assistance of the Chief Executive Officer, Director of Internal Services, and 
County Counsel, issue written instructions on the implementation and ongoing administration of this 
chapter. Such instructions may provide for the delegation of functions to other departments. 
B. Contractor shall be required to certify, at the time of submitting any bid or proposal to the County, or 
entering into any new contract, or renewal, extension or amendment of an existing contract with the 
County, that it is in compliance with this chapter is not in Default on any County Property Taxes or is 
current in payments due under any approved payment arrangement. (Ord. No. 2009-0026 § 1 (part), 2009.) 
 

2.206.060 Exclusions/Exemptions. 
 

A. This chapter shall not apply to the following contracts: 
1. Chief Executive Office delegated authority agreements under $50,000; 
2. A contract where federal or state law or a condition of a federal or state program mandates the use of a 
particular contractor; 
3. A purchase made through a state or federal contract; 
4. A contract where state or federal monies are used to fund service related programs, including but not 
limited to voucher programs, foster care, or other social programs that provide immediate direct assistance; 
5. Purchase orders under a master agreement, where the Contractor was certified at the time the master 
agreement was entered into and at any subsequent renewal, extension and/or amendment to the master 
agreement. 
6. Purchase orders issued by Internal Services Department under $100,000 that is not the result of a 
competitive bidding process. 
7. Program agreements that utilize Board of Supervisors' discretionary funds; 
8. National contracts established for the purchase of equipment and supplies for and by the National 
Association of Counties, U.S. Communities Government Purchasing Alliance, or any similar related group 
purchasing organization; 
9. A monopoly purchase that is exclusive and proprietary to a specific manufacturer, distributor, reseller, 
and must match and inter-member with existing supplies, equipment or systems maintained by the county 
pursuant to the Los Angeles Purchasing Policy and Procedures Manual, section P-3700 or a successor 
provision; 
10. A revolving fund (petty cash) purchase pursuant to the Los Angeles County Fiscal Manual, section 
4.6.0 or a successor provision;
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11. A purchase card purchase pursuant to the Los Angeles County Purchasing Policy and Procedures 
Manual, section P-2810 or a successor provision; 
12. A non-agreement purchase worth a value of less than $5,000 pursuant to the Los Angeles County 
Purchasing Policy and Procedures Manual, section A-0300 or a successor provision; or 
13. A bona fide emergency purchase pursuant to the Los Angeles County Purchasing Policy and 
Procedures Manual section P-0900 or a successor provision; 
14. Other contracts for mission critical goods and/or services where the Board of Supervisors determines 
that an exemption is justified. 
B. Other laws. This chapter shall not be interpreted or applied to any Contractor in a manner inconsistent 
with the laws of the United States or California. (Ord. No. 2009-0026 § 1 (part), 2009.) 
 

2.206.070 Enforcement and remedies. 
 

A. The information furnished by each Contractor certifying that it is in compliance with this chapter shall 
be under penalty of perjury. 
B. No Contractor shall willfully and knowingly make a false statement certifying compliance with this 
chapter for the purpose of obtaining or retaining a County contract. 
C. For Contractor's violation of any provision of this chapter, the County department head responsible for 
administering the contract may do one or more of the following: 
1. Recommend to the Board of Supervisors the termination of the contract; and/or, 
2. Pursuant to chapter 2.202, seek the debarment of the contractor; and/or, 
3. Recommend to the Board of Supervisors that an exemption is justified pursuant to Section 
2.206.060.A.14 of this chapter or payment deferral as provided pursuant to the California Revenue and 
Taxation Code. (Ord. No. 2009-0026 § 1 (part), 2009.) 
 

2.206.080 Severability. 
 

If any provision of this chapter is found invalid by a court of competent jurisdiction, the remaining 
provisions shall remain in full force and effect. (Ord. No. 2009-0026 § 1 (part), 2009.) 
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AGREEMENT CONTRACTOR’S OBLIGATIONS AS A “BUSINESS ASSOCIATE” 
UNDER THE HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT 
OF 1996 AND THE HEALTH CARE INFORMATION TECHNOLOGY FOR 
ECONOMIC AND CLINICAL HEALTH ACT (BUSINESS ASSOCIATE AGREEMENT) 

 
Under this Agreement, CONTRACTOR (“Business Associate”) provides services 
(“Services”) to COUNTY (“Covered Entity”) and Business Associate receives, has 
access to or creates Protected Health Information in order to provide those Services.   

Covered Entity is subject to the Administrative Simplification requirements of the 
Health Insurance Portability and Accountability Act of 1996, Public Law 104-191 
(“HIPAA”), and regulations promulgated thereunder, including the Standards for 
Privacy of Individually Identifiable Health Information (“Privacy Regulations”) and the 
Health Insurance Reform: Security Standards (“the Security Regulations”) at 45 Code 
of Federal Regulations (C.F.R.) Parts 160 and 164 (together, the “Privacy and 
Security Regulations”).  The Privacy and Security Regulations require Covered Entity 
to enter into a contract with Business Associate ("Business Associate Agreement") in 
order to mandate certain protections for the privacy and security of Protected Health 
Information, and those Regulations prohibit the disclosure to or use of Protected 
Health Information by Business Associate if such a contract is not in place. 

Further, pursuant to the Health Information Technology for Economic and Clinical 
Health Act, Public Law 111-005, title XIII and title IV of Division B,  ("HITECH Act"), 
effective February 17, 2010, certain provisions of the HIPAA Privacy and Security 
Regulations apply to Business Associates in the same manner as they apply to 
Covered Entity and such provisions must be incorporated into the Business Associate 
Agreement. 
 
This Business Associate Agreement and the following provisions are intended to 
protect the privacy and provide for the security of Protected Health Information 
disclosed to or used by Business Associate in compliance with HIPAA's Privacy and 
Security Regulations and the HITECH Act, as they now exist or may hereafter be 
amended. 
Therefore, the parties agree as follows: 
1.0  DEFINITIONS 

1.1 "Breach" has the same meaning as the term “breach" in 45 C.F.R. § 164.402. 

1.2 “Disclose” and “Disclosure” mean, with respect to Protected Health
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 Information, the release, transfer, provision of access to, or divulging in 
any other manner of Protected Health Information outside Business 
Associate’s internal operations or to other than its employees. 

1.3 “Electronic Health Record” has the same meaning as the term “electronic 
health record" in the HITECH Act, 42 U.S.C. section 17921.  Electronic 
Health Record means an electronic record of health-related information on 
an individual that is created, gathered, managed, and consulted by 
authorized health care clinicians and staff. 

1.4 “Electronic Media” has the same meaning as the term “electronic media” 
in 45 C.F.R. § 160.103.  Electronic Media means (1) Electronic storage 
media including memory devices in computers (hard drives) and any 
removable/transportable digital memory medium, such as magnetic tape 
or disk, optical disk, or digital memory card; or (2) Transmission media 
used to exchange information already in electronic storage media.  
Transmission media include, for example, the internet (wide-open), 
extranet (using internet technology to link a business with information 
accessible only to collaborating parties), leased lines, dial-up lines, private 
networks, and the physical movement of removable/transportable 
electronic storage media.  Certain transmissions, including of paper, via 
facsimile, and of voice, via telephone, are not considered to be 
transmissions via electronic media, because the information being 
exchanged did not exist in electronic form before the transmission.  The 
term “Electronic Media” draws no distinction between internal and external 
data, at rest (that is, in storage) as well as during transmission. 

1.5 “Electronic Protected Health Information” has the same meaning as the 
term “electronic protected health information” in 45 C.F.R. § 160.103.  
Electronic Protected Health Information means Protected Health 
Information that is (i) transmitted by electronic media; (ii) maintained in 
electronic media. 

1.6 “Individual” means the person who is the subject of Protected Health 
Information and shall include a person who qualifies as a personal 
representative in accordance with 45 C.F.R. § 164.502(g). 

1.7 "Minimum Necessary" refers to the minimum necessary standard in 45 
C.F.R. § 162.502 (b) as in effect or as amended. 

1.8 "Privacy Rule" means the Standards for Privacy of Individually Identifiable 
Health Information at 45 Code of Federal Regulations (C.F.R.) Parts 160 
and 164, also referred to as the Privacy Regulations. 
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1.9 “Protected Health Information” has the same meaning as the term 
“protected health information” in 45 C.F.R. § 160.103, limited to the 
information created or received by Business Associate from or on behalf 
of Covered Entity.  Protected Health Information includes information that 
(i) relates to the past, present or future physical or mental health or 
condition of an Individual; the provision of health care to an Individual, or 
the past, present or future payment for the provision of health care to an 
Individual; (ii) identifies the Individual (or for which there is a reasonable 
basis for believing that the information can be used to identify the 
Individual); and (iii) is received by Business Associate from or on behalf of 
Covered Entity, or is created by Business Associate, or is made 
accessible to Business Associate by Covered Entity.  “Protected Health 
Information” includes Electronic Health Information. 

1.10 “Required By Law” means a mandate contained in law that compels an 
entity to make a Use or Disclosure of Protected Health Information and 
that is enforceable in a court of law.  Required by law includes, but is not 
limited to, court orders and court-ordered warrants; subpoenas or 
summons issued by a court, grand jury, a governmental or tribal inspector 
general, or any administrative body authorized to require the production of 
information; a civil or an authorized investigative demand; Medicare 
conditions of participation with respect to health care providers 
participating in the program; and statutes or regulations that require the 
production of information, including statutes or regulations that require 
such information if payment is sought under a government program 
providing benefits. 

1.11 “Security Incident” means the attempted or successful unauthorized 
access, Use, Disclosure, modification, or destruction of information in, or 
interference with system operations of, an Information System which 
contains Electronic Protected Health Information.  However, Security 
Incident does not include attempts to access an Information System when 
those attempts are not reasonably considered by Business Associate to 
constitute an actual threat to the Information System. 

1.12 "Security Rule" means the Security Standards for the Protection of 
Electronic Health Information also referred to as the Security Regulations 
at 45 Code of Federal Regulations (C.F.R.) Part 160 and 164. 

1.13 “Services” has the same meaning as in the body of this Agreement. 
1.14 "Unsecured Protected Health Information" has the same meaning as the 

term “unsecured protected health information" in 45 C.F.R. § 164.402.
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1.15 “Use” or “Uses” mean, with respect to Protected Health Information, the 
sharing, employment, application, utilization, examination or analysis of 
such Information within Business Associate’s internal operations. 

1.16 Terms used, but not otherwise defined in this Business Associate 
Agreement shall have the same meaning as those terms in the HIPAA 
Regulations and HITECH Act. 

2.0  OBLIGATIONS OF BUSINESS ASSOCIATE 
2.1 Permitted Uses and Disclosures of Protected Health Information.  

Business Associate: 
(a) shall Use and Disclose Protected Health Information only as necessary 
to perform the Services, and as provided in Sections 2.4, 2.5, 2.6, 2.7, 2.8, 
2.9, 2.10, 4.3 and 5.2 of this Agreement; 
(b) shall Disclose Protected Health Information to Covered Entity upon 
request; 
(c) may, as necessary for the proper management and administration of 
its business or to carry out its legal responsibilities: 

(i) Use Protected Health Information; and  
(ii) Disclose Protected Health Information if the Disclosure is 
Required by Law. 

Business Associate shall not Use or Disclose Protected Health Information 
for any other purpose or in any manner that would constitute a violation of 
the Privacy Regulations or the HITECH Act if so Used or Disclosed by 
Covered Entity. 

2.2 Prohibited Uses and Disclosures of Protected Health Information.  
Business  Associate: 

 (a) shall not Use or Disclose Protected Health Information for fundraising 
or marketing purposes. 

 
  (b) shall not disclose Protected Health Information to a health plan for 

payment or health care operations purposes if the Individual has 
requested this special restriction and has paid out of pocket in full for 
the health care item or service to which the Protected Health 
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Information solely relates. 
  (c) shall not directly or indirectly receive payment in exchange for 

Protected Health Information, except with the prior written consent of 
Covered Entity and as permitted by the HITECH Act.  This prohibition 
shall not affect payment by Covered Entity to Business Associate.  
Covered Entity shall not provide such written consent except upon 
express approval of the departmental privacy officer and only to the 
extent permitted by law, including HIPAA and the HITECH Act. 

2.3 Adequate Safeguards for Protected Health Information.  Business 
Associate: 
(a) shall implement and maintain appropriate safeguards to prevent the 

Use or Disclosure of Protected Health Information in any manner other 
than as permitted by this Business Associate Agreement.  Business 
Associate agrees to limit the Use and Disclosure of Protected Health 
Information to the Minimum Necessary in accordance with the Privacy 
Regulation’s minimum necessary standard as in effect or as amended. 

(b) as to Electronic Protected Health Information, shall implement and 
maintain administrative, physical, and technical safeguards that 
reasonably and appropriately protect the confidentiality, integrity, and 
availability of Electronic Protected Health Information; effective 
February 17, 2010, said safeguards shall be in accordance with 45 
C.F.R. Sections 164.308, 164.310, and 164.312, and shall comply with 
the Security Rule's policies and procedure and documentation 
requirements. 

2.4 Reporting Non-Permitted Use or Disclosure and Security Incidents and 
Breaches of Unsecured Protected Health Information.  Business Associate  

 (a) shall report to Covered Entity each Use or Disclosure of Protected 
Health Information that is made by Business Associate, its employees, 
representatives,   
Agents, subcontractors, or other parties under Business Associate's 
control with access to Protected Health Information but which is not 
specifically permitted by this Business Associate Agreement or 
otherwise required by law. 

 (b) shall report to Covered Entity each Security Incident of which Business 
Associate becomes aware.  
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 (c) shall notify Covered Entity of each Breach by Business Associate, its 
employees, representatives, agents or subcontractors of Unsecured 
Protected Health Information that is known to Business Associate or, 
by exercising reasonable diligence, would have been known to 
Business Associate.  Business Associate shall be deemed to have 
knowledge of a Breach of Unsecured Protected Health Information if 
the Breach is known, or by exercising reasonable diligence would have 
been known, to any person, other than the person committing the 
Breach, who is an employee, officer, or other agent of the Business 
Associate as determined in accordance with the federal common law 
of  agency. 

2.4.1 Immediate Telephonic Report.  Except as provided in Section 2.4.3, 
notification shall be made immediately upon discovery of the non-
permitted Use or Disclosure of Protected Health Information, 
Security  
Incident or Breach of Unsecured Protected Health Information by 
telephone call to [To Be Determined], telephone number (562) 940-
3335. 

2.4.2 Written Report.  Except as provided in Section 2.4.3, the initial 
telephonic notification shall be followed by written notification made 
without unreasonable delay and in no event later than three 
business days from the date of discovery of the non-permitted Use 
or Disclosure of Protected Health Information, Security Incident, or 
Breach by the Business Associate to the Chief Privacy Officer at: 

Chief Privacy Officer 
Kenneth Hahn Hall of Administration 

500 West Temple Street 
Suite 525 

Los Angeles, California 90012 
HIPAA@auditor.lacounty.gov 

(213) 974-2166 
(a) The notification required by section 2.4 shall include, to the 

extent possible, the identification of each Individual whose 
Unsecured Protected Health Information has been, or is 
reasonably believed by the Business Associate to have been, 
accessed, acquired, Used, or Disclosed; and 

 
 (b) The notification required by section 2.4 shall include, to 
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the extent possible, all information required to provide 
notification to the Individual under 45 C.F.R. 164.404(c), 
including: 

 
 (i) A brief description of what happened, including the date 

of the Breach and the date of the discovery of the 
Breach, if known; 

 
 (ii)  A description of the types of Unsecured Protected Health 

Information that were involved in the Breach (such as 
whether full name, social security number, date of birth, 
home address, account number, diagnosis, disability 
code, or other types of information were involved); 

 (iii) Any other details necessary to conduct an assessment of 
whether there is a risk of harm to the Individual; 

 (iv) Any steps Business Associate believes that the Individual 
could take to protect him or herself from potential harm 
resulting from the breach;  

 (v) A brief description of what Business Associate is doing to 
investigate the Breach, to mitigate harm to the Individual, 
and to protect against any further Breaches; and  

   
 (vi) The name and contact information for the person most 

knowledge regarding the facts and circumstances of the 
Breach. 

If Business Associate is not able to provide the information 
specified in section 2.3.2 (a) or (b) at the time of the notification 
required by section 2.4.2, Business Associate shall provide such 
information promptly thereafter as such information becomes 
available. 

2.4.3 Request for Delay by Law Enforcement.  Business Associate may 
delay the notification required by section 2.4 if a law enforcement 
official states to Business Associate that notification would impede 
a criminal investigation or cause damage to national security.  If the 
law enforcement official's statement is in writing and specifies the 
time for which a delay is required, Business Associate shall delay 
notification, notice or posting for the time period specified by the 
official; if the statement is made orally, Business Associate shall 
document the statement, including the identity of the official making 
the statement, and delay notification, notice, or posting temporarily 
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and no longer than 30 days from the date of the oral statement, unless a 
written statement as described in paragraph (a) of this section is 
submitted during that time.  

 
2.5 Mitigation of Harmful Effect.  Business Associate agrees to mitigate, to the 

extent practicable, any harmful effect that is known to Business Associate 
of a Use or Disclosure of Protected Health Information by Business 
Associate in violation of the requirements of this Business Associate 
Agreement. 

2.6 Breach Notification.  Business Associate shall, to the extent Covered 
Entity determines that there has been a Breach of Unsecured Protected 
Health Information, provide Breach notification for each and every Breach 
of Unsecured Protected Health Information by Business Associate, its 
employees, representatives, agents or subcontractors, in a manner that 
permits Covered Entity to comply with its obligations under Subpart D, 
Notification in the Case of Breach of Unsecured PHI, of the Privacy and 
Security Regulations, including: 
(a) Notifying each Individual whose Unsecured Protected Health 

Information has been, or is reasonably believed to have been, 
accessed, acquired, Used, or Disclosed as a result of such Breach; 

(b) The notification required by paragraph (a) of this Section 2.6 shall 
include, to the extent possible: 
 (i) A brief description of what happened, including the date of the 

Breach and the date of the discovery of the Breach, if known; 
(ii) A description of the types of Unsecured Protected Health 

Information that were involved in the Breach (such as whether full 
name, social security number, date of birth, home address, 
account number, diagnosis, disability code, or other types of 
information were involved); 

(iii) Any steps the Individual should take to protect him or herself from  
potential harm resulting from the Breach; 

(iv) A brief description of what Business Associate is doing to 
investigate the Breach, to mitigate harm to individuals, and to 
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protect against any further Breaches; and 
(v) Contact procedures for Individual(s) to ask questions or learn 

additional information, which shall include a toll-free telephone 
number, an e-mail address, Web site, or postal address. 

(vi) The notification required by paragraph (a) of this section shall be 
written in plain language. 

 Covered Entity, in its sole discretion, may elect to provide the notification 
required by this Section 2.6, and Business Associate shall reimburse 
Covered Entity any and all costs incurred by Covered Entity, including 
costs of notification, internet posting, or media publication, as a result of 
Business Associate's Breach of Unsecured Protected Health Information. 

2.7  Availability of Internal Practices, Books and Records to Government 
Agencies.  Business Associate agrees to make its internal practices, 
books and records relating to the Use and Disclosure of Protected Health 
Information available to the Secretary of the federal Department of Health 
and Human Services for purposes of determining Covered Entity’s 
compliance with the Privacy and Security Regulations.  Business 
Associate shall immediately notify Covered Entity of any requests made 
by the Secretary and provide Covered Entity with copies of any 
documents produced in response to such request. 

2.8  Access to Protected Health Information.  Business Associate shall, to the 
extent Covered Entity determines that any Protected Health Information 
constitutes a “designated record set” as defined by 45 C.F.R. § 164.501, 
make the Protected Health Information specified by Covered Entity 
available to the Individual(s) identified by Covered Entity as being entitled 
to access and copy that Protected Health Information Business   
Associate shall provide such access for inspection of that Protected 
Health Information within two business days after receipt of request from 
Covered Entity.  Business Associate shall provide copies of that Protected 
Health Information within five business days after receipt of request from 
Covered Entity.  If Business Associate maintains an Electronic Health 
Record, Business Associate shall provide such information in electronic 
format to enable Covered Entity to fulfill its obligations under the HITECH 
Act. 

2.9  Amendment of Protected Health Information.  Business Associate shall, to 
the extent Covered Entity determines that any Protected Health 
Information constitutes a “designated record set” as defined by 45 C.F.R.
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 § 164.501, make any amendments to Protected Health Information that 
are requested by Covered Entity.  Business Associate shall make such 
amendment within ten (10) business days after receipt of request from 
Covered Entity in order for Covered Entity to meet the requirements under 
45 C.F.R. § 164.526. 

2.10 Accounting of Disclosures.  Upon Covered Entity’s request, Business 
Associate shall provide to Covered Entity an accounting of each 
Disclosure of Protected Health Information made by Business Associate 
or its employees, agents, representatives or subcontractors, in order to 
permit Covered Entity to respond to a request by an Individual for an 
accounting of disclosures of Protected Health Information in accordance 
with 45 C.F.R. § 164.528 and/or the HITECH Act which requires an 
Accounting of Disclosures of Protected Health Information maintained in 
an Electronic Health Record for treatment, payment, and health care 
operations.   
Any accounting provided by Business Associate under this Section 2.10 
shall include:  (a) the date of the Disclosure; (b) the name, and address if 
known, of the entity or person who received the Protected Health 
Information; (c) a brief description of the Protected Health Information 
disclosed; and (d) a brief statement of the purpose of the Disclosure.  For 
each Disclosure that could require an accounting under this Section 2.10.  
Business Associate shall document the information specified in (a) 
through (d), above, and shall securely maintain the information for six 
years from the date of the Disclosure.  Business Associate shall provide to 
Covered Entity, within ten business days after receipt of request from 
Covered Entity, information collected in accordance with this Section 2.10 
to permit Covered Entity to respond to a request by an Individual for an 
accounting of disclosures of Protected Health Information in accordance 
with 45 C.F.R. § 164.528.  If Business Associate maintains an Electronic 
Health Record, Business Associate shall provide such information in 
electronic format to enable Covered Entity to fulfill its obligations under the 
HITECH Act. 

2.11 Indemnification.  Business Associate shall indemnify, defend, and hold 
harmless Covered Entity, including its elected and appointed officers, 
employees, and agents, from and against any and all liability, including but 
not limited to demands, claims, actions, fees, costs, penalties and fines 
(including regulatory penalties and/or fines), and expenses (including 
attorney and expert witness fees), arising from or connected with Business 
Associate's acts and/or omissions arising from and/or relating to this
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 Business Associate Agreement; Business Associate's obligations under 
this provision extend to compliance and/or enforcement actions and/or 
activities, whether formal or informal, of Secretary of the federal 
Department of Health and Human Services and/or Office for Civil Rights. 

3.0 OBLIGATION OF COVERED ENTITY 
3.1  Obligation of Covered Entity.  Covered Entity shall notify Business 

Associate of any current or future restrictions or limitations on the use of 
Protected Health Information that would affect Business Associate’s 
performance of the Services, and Business Associate shall thereafter 
restrict or limit its own uses and disclosures accordingly. 

4.0 TERM AND TERMINATION 
4.1  Term.  The term of this Business Associate Agreement shall be the same 

as the term of this Contract.  Business Associate’s obligations under 
herein Sections 2.1 (as modified by Section 4.2), 2.4, 2.5, 2.6, 2.7, 2.8, 
2.9, 2.10, 4.3 and 5.2 shall survive the termination or expiration of this 
Agreement. 

 
4.2  Termination for Cause.  In addition to and notwithstanding the termination 

provisions set forth in this Agreement, upon either party's knowledge of a 
material breach by the other party, the party with knowledge of the other 
party's breach shall: 
(a) Provide an opportunity for the breaching party to cure the breach or 

end the violation and terminate this Agreement if the breaching party 
does not cure the breach or end the violation within the time specified 
by the non-breaching party; 

(b) Immediately terminate this Agreement if a party has breached a 
material term of this Agreement and cure is not possible; or 

(c) If neither termination nor cure is feasible, report the violation to the 
Secretary of the federal Department of Health and Human Services. 

4.3  Disposition of Protected Health Information Upon Termination or 
Expiration.   
(a) Except as provided in paragraph (b) of this section, upon termination 

for any reason or expiration of this Agreement, Business Associate 
shall return or destroy all Protected Health Information received from 
Covered Entity, or created or received by Business Associate on 
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behalf of Covered Entity.  This provision shall apply to Protected 
Health Information that is in the possession of subcontractors or 
agents of Business Associate.  Business Associate shall retain no 
copies of the Protected Health Information. 

(b) In the event that Business Associate determines that returning or 
destroying the Protected Health Information is infeasible, Business 
Associate shall provide to Covered Entity notification of the conditions 
that make infeasible.  If return or destruction is infeasible, Business 
Associate shall extend the protections of this Business Associate 
Agreement to such Protected Health Information and limit further Uses 
and Disclosures of such Protected Health Information to those 
purposes that make the return or destruction infeasible, for so long as 
Business Associate maintains such Protected Health Information. 

5.0 MISCELLANEOUS 
5.1  No Third Party Beneficiaries.  Nothing in this Business Associate 

Agreement shall confer upon any person other than the parties and their 
respective successors or assigns, any rights, remedies, obligations, or 
liabilities whatsoever.  

5.2  Use of Subcontractors and Agents.  Business Associate shall require each 
of its agents and subcontractors that receive Protected Health Information 
from Business Associate, or create Protected Health Information for 
Business Associate, on behalf of Covered Entity, to execute a written 
agreement obligating the agent or subcontractor to comply with all the 
terms of this Business Associate Agreement.  

5.3  Relationship to Services Agreement Provisions.  In the event that a 
provision of this Business Associate Agreement is contrary to another 
provision of this Agreement, the provision of this Business Associate 
Agreement shall control.  Otherwise, this Business Associate Agreement 
shall be construed under, and in accordance with, the terms of this 
Agreement. 

5.4  Regulatory References.  A reference in this Business Associate 
Agreement to a section in the Privacy or Security Regulations means the 
section as in effect or as amended. 

5.5  Interpretation.  Any ambiguity in this Business Associate Agreement shall 
be resolved in favor of a meaning that permits Covered Entity to comply 
with the Privacy and Security Regulation. 

5.6  Amendment.  The parties agree to take such action as is necessary to 
amend this Business Associate Agreement from time to time as is 
necessary for Covered Entity to comply with the requirements of the 
Privacy and Security Regulations and other privacy laws  
governing Protected Health Information.
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NOTICE OF INTENT TO REQUEST A 

PROPOSED CONTRACTOR SELECTION REVIEW 
 

 
Vendor Name: Date of Request: 

 
Solicitation Title: Solicitation No. 

 
 
The above-referenced vendor is a bidder/proposer with respect to the above-referenced 
solicitation.  Vendor notifies the County of its intent to request a Proposed Contractor Selection 
Review (PCSR).   
 
Once the department has completed contract negotiations with the selected proposer, the 
department will provide each vendor that has timely submitted a Notice of Intent to Request a 
PCSR an opportunity to request a PCSR.  Vendor understands that this Notice of Intent to 
Request a PCSR must be received by the County by [insert deadline] in order for the vendor to 
be provided such an opportunity.   
 
Vendor  requests  does not request copies of the recommended proposer's proposal and 
corresponding evaluation documents when available for release.  Vendor understands that copies 
of the recommended proposer's proposal and corresponding evaluation documents will be 
provided by the department at such time as the department provides each vendor that has timely 
submitted a Notice of Intent to Request a PCSR with instructions for requesting a PCSR.  
 
Notice submitted by: 

 
______________________________________________     
_______________________________ 
(Name)                                                                                      (Title) 

 
 

                                                        For County use only                                                          
 

Date Notice Received by County:______________   
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Vendor Name:       Date of Request: 
 
Solicitation Title:       Solicitation No. 
 
The above-referenced vendor is a bidder/proposer with respect to the above-
referenced solicitation.  Vendor notifies the County of its intent to request a 
Proposed Contractor Selection Review (PCSR). 
Once the department has completed contract negotiations with the selected 
proposer, the department will provide each vendor that has timely submitted a 
Notice of Intent to Request a PCSR an opportunity to request a PCSR. Vendor 
understands that this Notice of Intent to Request a PCSR must be received by 
the County by [insert deadline] in order for the vendor to be provided such an 
opportunity. 
Vendor  requests  does not request copies of the recommended proposer's 
proposal and detailed evaluation documents when available for release. Vendor 
understands that copies of the recommended proposer's proposal and detailed 
evaluation documents will be provided by the department at such time as the 
department provides each vendor that has timely submitted a Notice of Intent to 
Request a PCSR with instructions for requesting a PCSR. 
 
Notice submitted by: 
________________________________________________________________
______ 
(Name) (Title) 
 
For County use only 
 
Date Notice Received by County:______________ 
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Vendor Name:       Date of Request: 
  
Solicitation Title:       Solicitation No. 
 
The above-referenced vendor, a proposer with respect to the above-referenced 
solicitation, is requesting a Proposed Contractor Selection Review based on 
the assertions shown below. Vendor understands that this request must be 
received by the County within [insert number of days] of the Debriefing 
Meeting. 
Vendor asserts that the vendor's response to the solicitation should have been 
determined to be the highest-scored proposal because of one or more of the 
following reason(s): 
�  Department materially failed to follow procedures specified in its solicitation 
document 
�  Department made identifiable mathematical or other errors in evaluating 
proposals 
�  A member of the Evaluation Committee demonstrated bias in the conduct of 

the evaluation 
�  Another basis for review as provided by state or federal law, explain below: 
Vendor must provide detailed factual support for each reason checked above. 
The support must be sufficiently detailed to demonstrate that, but for the reasons 
checked above, the vendor would have been the highest-scored proposer. 
Provided the other criteria specified in this Transmittal Form are satisfied, the 
vendor may include assertions with respect to the vendor's proposal and/or with 
respect to the recommended proposer's proposal. (Attach additional pages and 
supporting documentation as necessary.) 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
Request submitted by: 
________________________     ___________________ 
(Name)         (Title) 
For County use only 
Date Transmittal Received by County:______________  
Date of Debriefing Meeting:_____________ 
Reviewed by: 
Results of Review – Comments 
Date Response Sent to Vendor: 
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Vendor Name:      Date of Request: 
Solicitation Title:      Solicitation No. 
 
For the reasons stated in the vendor's Transmittal Form to Request a Proposed 
Contractor Selection Review (PCSR) and any permissible additional reasons 
stated below, the vendor is requesting a County Review Panel. Vendor 
understands that this request must be received by the County by the date 
specified in the department's response to the vendor's PCSR. 
In addition to the reasons stated in the vendor's PCSR, the vendor asserts that 
the vendor's response to the solicitation should have been determined to be the 
highest-scored proposal because of one or more of the following reason(s): 
� Department materially failed to follow procedures specified in its solicitation 
document 
� Department made identifiable mathematical or other errors in evaluating 
proposals 
� A member of the Evaluation Committee demonstrated bias in the conduct of 

the evaluation 
� Another basis for review as provided by state or federal law, explain below: 
 

Vendor understands that these additional reasons will only be considered at the 
County Review Panel Meeting if the vendor demonstrates that these additional 
reasons arose out of the department's response to the vendor's PCSR. 
Vendor must provide detailed factual support for each additional reason checked 
above. The support must be sufficiently detailed to demonstrate that (i) but for 
the additional reasons checked above, the vendor would have been the highest-
scored proposer and (ii) such additional reasons arose out of the department's 
response to the vendor's PCSR. Provided the other criteria specified in this 
Transmittal Form are satisfied, the vendor may include assertions with respect to 
the vendor's proposal and/or with respect to the recommended proposer's 
proposal. (Attach additional pages and supporting documentation as necessary.) 

 

Vendor further understands that only the items referenced in this Transmittal 
Form will be considered at the County Review Panel Meeting. Vendor has 
included all documents and other material needed to support the assertions. 
Please check one: 
� I will have legal counsel at the County Review Panel Meeting 
� I will not have legal counsel at the County Review Panel Meeting
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Request submitted by: 
 
 
_____________________________________________ _______________ 
(Name)        (Title) 
 
 
 
 
For County use only 

 
 
 
 
 

 
Date Transmittal Received by County:__________     

Date Request Due:_______________ 

Reviewed by: 

Date request submitted to the CAO to convene a Panel: 

Date of County Review Panel Meeting: 

Date report due from Panel: 

Date report sent by Department to Vendor: 

Results of Panel Report:    □ Protest Denied   □  Protest Valid 
Comments: 
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
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TRANSMITTAL FORM TO REQUEST A RFP  
DIS QUALIFICATION REVIEW  

 
A Request for Disqualification Review must be received by the County 

by the date specified in the Disqualification Letter* 
 

Vendor Name: Date of Request: 

Project Title: 
 

Project No. 

 
As stated in the Disqualification Letter, I am requesting a Disqualification Review.  
I understand that this request must be received by the County by the date 
specified in the Disqualification Letter. 
 
I have attached my detailed letter and all necessary documentation in response 
to each non-responsive issue that was stated in the Disqualification Letter. 
 
Request submitted by: 
 
__________________________________            
 
_____________________                       _________________ 

(Name)  (Title) 
 

For County use only 
Date Transmittal Received by County:__________    Date Request 
Due:___________ 
 
Reviewed by: 
 
Results of Review - Comments: 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________
_____________________________________________________________ 
_____________________________________________________________ 
 
Date Response sent to Vendor: 

It is the sole responsibility of the Proposer to ensure this Form is timely received by DPSS.   
4/01/ 


